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Tools for Trainers 

What is Tools for Trainers? 

Tools for Trainers is a notebook that contains information on many of 
the tasks that trainers and training coordinators must perform, such 
as how to design and conduct a needs assessment, how to evaluate 
training programs, and how to develop a training curriculum for 
agency staff. In addition to this "how to" information, there are 
examples of materials that have been developed and used by state 
agencies, local agencies, and EPA. These materials can be adapted 
for use in your agency. Tools for Trainers also contains up-to-date 
information on training providers. 

The notebook is organized into four sections. Each section contains 
an introduction to that section's topic and e~amples of materials that 
can be used or adapted. There is a brief description of each 
example to make it easier for users to find the materials that are 
most likely to be relevant. 

Who Will Find Tools for Trainers Useful? 

Tools for Trainers is designed for training coordinators and others in 
state or local agencies who have responsibility for planning, 
conducting, and evaluating training programs. It will be particularly 
useful for those who are new to their jobs or who have never 
performed some of these tasks before, such as conducting a needs 
assessment or an evaluation. 



User Registration 
Tools for Trainers 

Please complete this form and send to: 
Gail Lewkowicz 
STAPPA/ALAPCO 
444 North Capitol Street, N.W. 
Washington, DC 20001 

We plan to update Tools for Trainers periodically and this will ensure that 
you receive these updates. 

Title: _______________________ _ 

Agency: ______________________ _ 

Address: _____________________ _ 

City:. __________________________ ~ 

State/Zip Code: __________________ _ 

Telephone: ____________________ _ 

Fax: 
-----------------------~ 

E-Mail: ______________________ _ 

Thank you very much/ 



Feedback Form 

We want to hear from you - what do you think of Tools for Trainers? How could we 
improve it? As you use Tools, please send us your ideas. Please send this form to: 

Gail Lewkowicz 
STAPPA/ALAPCO 

444 North Capitol Street, N.W. 
Washington, DC 20001 

What do you find most helpful about Tools for Trainers? ________ _ 

What suggestions would you make for improving Tools for Trainers? ____ _ 

How have you used Tools for Trainers? ______________ _ 

Optional: 

Name:~-----------------------~~-Agency: __________________________ _ 
Address: _________________________ _ 

Telephone. ____________ Fax. ___________ _ 





Section A 

Needs Assessment 
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Table of Contents 
Training Needs Assessment Resources 

Overview of Needs Assessment ............................................ Page Al 

STAPPA/ALAPCO FY1998 Training Needs Assessment Survey ................ Page AS 

This is the most recent version of the annual ST APP Al ALAPCO training needs 
assessment survey. It is intended to identify future trends in air pollution training needs 
and gaps in current training from a state and local perspective. It gathers information on 
the needs of the agency as a whole. 

Air Compliance Inspector Basic Training Program Questionnaire . . . . . . . . . ... Page Al 7 

This form is intended to gather information on the needs of the agency as a whole. It was 
developed for the Ohio Regional Air Pollution Control Agency in preparation for 
delivery of the CARB 100 series, to further characterize the need for basic training and to 
obtain information on more intermediate or advanced training needs for the future. 

Training Needs Questionnaire ........................................... Page A23 

This one-page questionnaire was developed for the Michigan Department of Natural 
Resources, Air Quality Division. It was designed for staff who had already attended 
basic training, to learn about their needs for intermediate or advanced training and 
training in areas not covered by the basic course. 

Training Needs Assessment Methodology and Instruments . . . . . . . . . . . . . . . . . . Page A27 

This material was developed for the Texas Natural Resource Conservation Commission 
in 1994 and was used to conduct a needs assessment for TNRCC air program staff. It 
includes approaches and data collection instruments for managers, staff, and industry on 
the training needs of individual staff members and groups within an agency. 

Draft Needs Assessment for Personnel in Mexico ............................ Page A53 

This needs assessment package was adapted from the TNRCC materials. It was designed 
to be implemented by staff from the Universidad Autonoma Metropolitana in Mexico. 
The draft materials are in English. It is designed to gather information on the needs of 
individual staff members and groups within an agency. 

Participant Profile ..................................................... Page.A71 

This form was developed to obtain information on course participants, specifically their 
level of knowledge of the subject matter coming into the course. This assisted the 
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instructors in tailoring their presentations to the appropriate level for the trainees and was 
used to assign participants to small work groups for course exercises. 

Needs Assessment - Table of Conlents 2 
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Needs Assessment 

Why Conduct a Needs Assessment? 

Every training project should begin with some form of needs assessment. Sometimes this 
assessment is very informal, involving a discussion with the supervisor of the training 
participants or the potential participants themselves. In other cases, it is more formal, involving 
a survey of potential trainees or a job analysis. The needs assessment plays a vital role in 
focusing the training on the most important topics and providing the training on the appropriate 
level-in short, getting the most value for the resources invested. 

Training needs assessments provide valuable information to training providers, enabling them to 
develop and offer the courses that will be most useful to agency staff. ST APP A and ALAPCO 
conduct a training needs assessment survey each year to assist training providers in planning 
their programs - if your agency conducts its own internal needs assessment in preparation for 
this survey, you will be able to report more accurately the types of training that you will need. 

In conducting a needs assessment, it is important to differentiate between training "needs" and 
training "wants" so that scarce resources can be allocated most effectively. It is also important to 
probe expressions of training needs to get past symptoms of problems to the problem itself. 
Finally, it is important to separate those problems or issues that can be addressed by training 
from those that cannot be addressed by training and that are, in fact, management or resource 
issues. 

How Can Training Needs be Identified? 

Some training needs can be readily identified. Training needs can arise from many events or 
conditions, such as: 

ti' changes in regulations 
ti' installation of new equipment 
ti' new procedures or modifications of existing procedures 
ti' hiring of new staff or creation of new job positions. 

For example, all new regulations require some staff training; in fact, ST APP A and ALAPCO 
sent a letter to EPA requesting that all new regulations be accompanied by appropriate training at 
the time of promulgation. 

Training needs can also be identified from problems that have arisen. If staff are unable to 
complete their assigned workload or if work products contain errors, there might be a need for 
training. 

Training can also be a morale-builder in an organizations, a way that the organization can 
indicate to its employees that they are valued. 

Needs Assessment - Page 1 
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One approach to assessing training needs is a discussion within the sponsoring agency or 
organization, including supervisors of the potential trainees and the trainees themselves. This 
discussion should explore issues such as objectives for the training, in tenns of the desired 
knowledge, skill, and/or attitude changes that the training is intended to effect. If problems 
related to job perfonnance are the primary reason for the scheduling of the training, these should 
be highlighted. If the training is intended to prepare staff to understand and implement new 
regulations, equipment, or procedures, these should be described. 

Informal discussions within the agency provide vital information but are often inadequate for a 
complete and accurate needs assessment. Surveys of potential trainees and their supervisors are 
useful in pinpointing training needs. These surveys can be conducted through telephone or face
to-face interviews or through written questionnaires. These surveys can simply ask the potential 
trainees what they think their needs are, or the survey can delve into the roles and responsibilities 
of the potential trainees, the skills that they need to fulfill these roles and responsibilities, 
existing levels of knowledge and skill, and the gaps between the existing and required knowledge 
and skill. 

Job analyses can also assist in identifying training needs. The job analysis consists of a 
delineation of the specific tasks that are performed by staff in various positions and the 
knowledge and skills that are needed to perfonn these tasks. The job analysis can be combined 
with an assessment of existing knowledge and skill levels to identify the gaps. 

Agency staff can be reluctant to discuss training needs if they believe that this will reflect badly 
on them and their capabilities -they might be afraid to admit that there are aspects of their jobs 
that they do not feel thoroughly competent to perform. The use of anonymous questionnaires can 
overcome this reluctance, although this also reduces the agency's ability to target the training to 
those in need. Another approach is to have a third party or neutral outsider conduct the 
questioning and prepare the analysis. This third party can be someone from another part of the 
agency or a consultant. In the best of situations, the agency will cultivate an atmosphere in 
which enhancement of knowledge and skills through training is viewed positively and 
assessments of training needs are part of normal agency routine. 

The needs assessment will assist in clarifying training goals and objectives. It can also gather 
information on appropriate training methods. For example, it is critical to know whether the 
potential training audience has access to satellite downlink sites if a satellite videoconference is 
planned. Or, if CD-ROM or Internet training is under consideration, it is important to know 
whether potential trainees have access to needed equipment at their own desks. 

When analyzing needs assessment results, it is crucial to be as specific as possible. While it is 
useful to identify broad topic areas in which training is needed, it is more useful to determine 
what particular aspects of the topic are most important and whether the training should be at a 
beginning, intermediate, or advanced level. The analysis should also indicate the different needs 
of various subgroups within the agency staff - inspectors, permit writers, SIP developers, and 
other groups might have some needs in common but also are likely to have some needs that are 
very specific to their jobs and responsibilities. An accurate understanding of these different 
needs will enable you to pinpoint those staff members who should attend various training events, 

Needs Assessment - Page 2 
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thus avoiding wasting resources and time by sending staff to training that is irrelevant or at an 
inappropriate level for their needs. 

The fonns in this section of Tools for Trainers can be adapted by your agency to help you assess 
your staffs training needs. Adoption of a training plan or career ladder for staff will also help 
you detennine the training needs of the staff, based on a prescribed curriculum (examples of 
training plans and career ladders are included in a separate section of Tools). 

Tips on Using Needs Assessment Tools 

This section of Tools for Trainers presents samples of needs assessment interview guides and 
written questionnaires that can be used or adapted for use by your agency. The steps to follow in 
designing your needs assessment include the following: 

Step 1: Establish Objectives. Why are you conducting the needs assessment? To 
decide how to spend trairung funds in the upcoming year? To focus a specific course that 
you have selected? To identify individual staff members' needs so that training resources 
can be allocated among staff appropriately? To respond to the STAPPNALAPCO 
survey? Other? 

Step 2; Select an Approach. What is the best approach to achieve your objective(s)
informal discussions, surveys of potential participants, job analyses? How much can you 
learn from existing information - for example, if the training need will be created by a 
new regulation, what skills and knowledge will agency staff need to implement the new 
regulation? Based on the approach selected, who should be included in the respondent 
pool - all or a sample of the potential trainees, their supervisors? 

Step 3: Develop Materials and Procedures. Look through the materials in this section 
of the Tools notebook and select formats and questions that might apply. You can take 
portions of various different forms or you can use a format that you like and create new 
questions within its framework. If you don't know how you will use the answer to a 
specific question, leave it out! This will keep the questionnaire short, to the pomt, and 
easy for staff to complete. 

Step 4: Pretest Materials and Procedures. If possible, you should pretest your 
materials and procedures with a few selected respondents. This pretest will tell you if 
your materials will gather the information you anticipate. It will also indicate those 
questions that can be easily misinterpreted. It is helpful to talk with the pretest 
respondents after they have completed the materials to discuss their suggestions for 
improving the forms. 

Finally, let staff know that their participation in the needs assessment mattered- show them that 
the training planned for the agency and for individuals was based, at least to some extent, on 
their feedback. 

Needs Assessment - Page 3 
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STATE AND TERRITORIAL AIR POLLUTION 
PROGRAM ADMINISTRATORS (STAPPA) 

DDD(O/) 

ASSOCIATION OF LOCAL AIR POLLUTION 
CONTROL OFFICIALS (ALAPCO) 

FY1998 TRAINING NEEDS ASSESSMENT SURVEY 

AGENCY NAME: ro21 

AGENCY ADDRESS: IOJ.07J 

EPA REGION: IOBJ 

AGENCY TYPE: 109J D STATE D LOCAL/MUNICIPAL D FEDERAL 

PERSON COMPLETING THIS SURVEY: 

NAME:1101 

TITLE:111J 

MAILING ADDRESS: 112-16) -------------------

TELEPHONE: 111i 

FAX:11s1 

E·MAIL: (19) 

WHAT ARE YOUR RESPONSIBILITIES FOR TRAINING AT YOUR AGENCY? 1201 

DtAJ TRAINING COORDINATOR 

D1s1 SITE COORDINATOR FOR SATELLITE BROADCASTS 

DtcJ BUDGETING, AUTHORIZING, AND APPROVING TRAINING 

D1010THER -----------------

DID AGENCY MANAGEMENT REVIEW THESE RESPONSES? 1211 D YES D NO 

Please return one copy of this completed training needs assessment survey by July 15. 1997 to: 

Gail Lewkowicz 
STAPPAIALAPCO 
444 North Capitol Street, N. W, #307 
Washington, DC 20001-1512 
FAX: (202) 625-7863 

page 1of4 A7 
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FY1998 STAPPAIALAPCO TRAINING NEEDS ASSESSMENT SURVEY 

1. Does your agency have a structured staff development plan for training your air program staff? <221 

DYES D NO 

If yes, please send materials describing this program when you return this questionnaire. 

2. Does your agency's staff have access to external electronic e-mail from the Internet? (23J 

DYES D NO 

3. Does your agency's staff have access to the World Wide Web on the Internet using their own 
computers at their desks (using web browsers such as Netscape Navigator, Microsoft Internet 
Explorer, or NCSA Mosiac)? (24J o YES o NO 

4 Can your agency's staff use CD-ROM disks at their desk computers? (25J o YES o NO 

SA. From the list below, please check the 10 course topics that will be most important for your agency 
and staff in Fiscal Year 1998(October1997-September 1998). (Note: this list includes topics for 
which courses are currently available; quesbon 6 addresses topics for which courses are not 
currently available.) (26J 

D 1011 Inspection Fundamentals 
D 1021 Fundamentals of Air Pollution Control 
D 1031 Air Toxics-Basic (including MACT) 
o !04J Air Toxics-Advanced (including MACT) 
o 1os1 Control of Particulate Emissions 
D !OBJ Control of Gaseous Emissions 
D ro11 Air Pollution Dispersion Models 
D ros1 Basic Health and Safety 
o !09J Baseline Source Inspection Techniques 
D 1101 Monitoring and Source Sampling 
D 1111 VOC Sampling and Analysis 
D <121 Combustion Evaluation 
D (13J Visible Emission Enforcement 
D (14J Analytical Methods 
D (1s1 Quality Assurance 
0 (161 NESHAPS 
0 1111 Enforcement Fundamentals 
0 11s1 Advanced Enforcement 
0 (19J Multi-Media Enforcement 
0 (20J Enforcement Case Development 
0 (211 Criminal Enforcement 
0 '221 Permitting-Basic 
D (23J Permitting-Intermediate 
0 (24J TitleV Operating Permits 
0 (2SJ Emissions Inventory 
0 (26) Data Management and Reporting 
D 1211 Supplemental Environmental Projects (SEP) 
D 12s1 Pollution Prevention 
o 1291 Gasoline Distnbution and Marketing 

page 2 of 4 



FY1998 STAPPA/ALAPCO TRAINING NEEDS ASSESSMENT SURVEY 

58. For each of the 10 topics checked above m Question SA, please go to the Question 58 
Provider/Course Preference Matrix and indicate which providers and courses you would prefer 
to meet these needs. If you have no preference, check the "no preference" box. !27! 

6 From the listing below of topics for which courses are not currently offered (or which you do 
not have access to), please choose the 5 course topics that would be most important for your 
agency in FY 1998(October1997-September 1998). 12BJ 

o 1011 Mobile Sources-Transportation Control Strategies 
o 1021 Mobile Sources-Conformity 
o IOJJ Mobile Sources-l&M Techniques 
o I04J Mobile Sources-Quality Assurance for l&M 
o 1os1 Stage I and II Vapor Recovery Inspections 
o 1os1 Emissions Inventory 
o 107J New Source Review 
o 1os1 New National Ambient Air Quality Standards (NAAQS) including ozone & PM2 5 

o I09J PM25 Monitoring, QA/QC, and Laboratory Operations 
o 1101 Emission Inventory Development for PM25 with Emphasis on Area Sources 
o r111 PM25 SIP Development Requirements, T1mehnes, and Procedures 
o r12i Market-Based Incentives and Emission Trading Programs 
o 1131 Regional Transport Fundamentals and Emission Management Strategies 
o 1141 PAMS (Photochemical Assessment Monitoring Stations) & PAMS Data Analysis 
o 11s1 Air Toxics (specify) ________________ _ 
o 11s1 MACT Standards (specify) _____________ _ 
o 1171 MACT Standards (specify) _____________ _ 
o PBJ Other ___________________ _ 
o r19J Other ___________________ _ 

7. Please check the 3 most important barriers to your agency's use of government- or private
sponsored training courses in FY 1998(October1997-September 1998). 1291 

o 1011 There is a lack of funds for training course fees. 
o 1021 There is a lack of travel funds. 
o rOJJ We are not allowed to travel to out-of-state training courses, regardless of cost. 
o 104 The content of available courses does not meet our specific training needs. 
o 1os1 The quality of the training is not worth the time/money expenditure 
o 1os1 The training courses are too long and require too much staff time. 
o 1011 The scheduling of training courses makes it difficult to attend. 
o 10BJ The training courses are out-of-date or need to be updated. 
o I09J Management of our agency does not perceive a need for off-site training courses. 
o 110J We do not have access to the technology to receive satellite courses. 
o 111J It is difficult to find out what courses are offered 
o 

1
12

1 
Other ___________________ _ 

page3 of 4 A9 
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FY1998 STAPPAIALAPCO TRAINING NEEDS ASSESSMENT SURVEY 

8. Please check the 4 most important items that your agency needs to support training in FY 1998 
(October 1997-September 1998). 130J 

o 1011 Long-term funding for training. 
o 1021 Better communication from providers about available training courses & schedules 
o 1031 Travel funding for staff to attend training courses. 
o 104J Updating of current training course materials. 
o rOSJ Support for statenocal development of training courses 
o r06J Travel funding to bring trainers to our agency 
o ro7J More courses offered on-site (in state or region) 
o ros1 Access to satellite downlink for distance learning courses 
D (091 Other ____________________ _ 

9 How important do you consider training for the accomplishment of your agency's mission? r311 

D ro11 Vitally important 
D r021 Very important 
D f03J Somewhat important 
D f04J Not very important 
D ros1 Don't know 

10. Do you have any additional comments or suggestions? 132! 

Please return this survey by July 15. 1997 to STAPPA/ALAPCO: 

Gail Lewkowicz 
STAPPAIALAPCO 
444 North Capitol Street, N. W., #307 
Washington, DC 20001-1512 
FAX: (202) 625-7863 

page4 of 4 
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QUESTION SB: PROVIDER PREFERENCE MATRIX 

Instructions: For each of the 10 topics checked in Question 5A, please indicate which providers and 
courses you prefer to meet these needs. If you have no preference, check the "no preference" box 
Please indicate preferred providers and courses Q!l}J!.for those topics checked m Questzon 5A. 

: i>r~~i~wi~i'>(H\'~- >,'.~<\'B:-;~~'rii~~~tJ~mli ""'-_,,,,,, \--~-~f '/ ~ ~ , ,.;,<~ t:, ,,,~~ ,'~\'., ,m a e, u ft4- ,'' , <':'>~ 
........... ,,.... .. :. ;..:: .. .. .. .. .... -.: ~ .. ..... ~-=--=- ...... < ,. .. .. .. ~ .. .. .. .. -..-:- -: .. ~ ... -: .... .. .. .. .. .. .. .. .... \. .. .. , .. ,,.. .... 

o Inspection Fundamentals 1011 ; California AJr Resources Board (CARB) 
: o (aJ 100 Senes/101-115 (5 days) 

: EPA/Nabonal Enforcement Training lnsbtute (NETI) 
: o lbJ Basic Inspector Course/CST 109 (4 days) 

: Rutgers/EOHSI l o (cJ Fundamentals of Environmental Compliance lnspecbons-Level I (3 days) 

· Other 
o 1eJ No provider/course preference : o ldJ (Provider/course) 

o Fundamentals of Air Pollution . EPAJAJr Pollubon Training lnsbtute (APTI) 
Control 1021 : o faJ Pnnc1ples and Pracbce of Air Pollubon Control/452 (3 5 days) 

: Cahfom1a Air Resources Board (CARB) 
: o lbJ 100 Senes/101-115 (5 days) 

: Rutgers/EOHSI 
; o (cJ Pnnc1ples and Practice of Air Pollution Control-Level I (3 days) 

: Other 
o 1eJ No provider/course preference ~ o ldJ (Provider/course) 

o Air Toxics-Basic : EPA/Air Pollubon Training lnsbtute {APTI) 
(including MACT) 103J : o 1a1 lntroducbon to AJr Toxics/400 (2 days) 

~ Cahfom1a AJr Resources Board (CARB) 
; o (bJ Dry Cleamng/287 (1 day) 

i Other 
o ldJ No provider/course preference ~ o 1c1 (Provider/course) 

o Air Toxics-Advanced : California Air Resources Board (CARB) 
(including MACT) 104J : o 1aJ Dry Cleaners/387 (1 day) 

! 

Other 
o fcJ No provider/course preference : o (bJ {Provider/course) 

o Control of Particulate . EPA/Air Pollubon Tra1mng lnsbtute (APTI) 
Emissions 1os1 o laJ Control of Parbculate Emissions/413 (4 days) 

: California Air Resources Board (CARB) 
~ o 1b1J ESPs/281 (1 day) 
· o 1021 Baghouses/282 (1 day) 
~ o lb3J Aggregate Plants/243 (1 day) 
; o (b4J Concrete Batch Plants/244 (1 day) 

o 1os1 Hot Mix Asphalt Facihbes/242 (1 day) 

i Other 
o (dJ No provider/course preference : o (cJ {Provider/course)· 

Question 5B page 1 of 6 
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Question SB: Provider Preference Matrix 

o Control of Gaseous Emissions r06J i EPA/PJr Pollubon Training lnsbtute (APTI) 

o reJ No provider/course preference 

; D raJ Control of Gaseous Em1ss1ons/415 (4 days) 

; California fl.jr Resources Board (CARS) 
: o (b1J lncmerators/270 (1 day) 
'. o (b2J Industrial Boilers/273 ( 1 day) 
; o (b3J Stationary Gas Turbmes/272 (1 day) 
~ o (b4J Landfill Gas Control/285 (1 day) 

; Rutgers/EOHSI 
~ o rcJ Nitrogen Oxides Em1ss1ons Control Technology-Level Ill (2 days) 

: Other 
; o (dJ (ProVIder/course)· 

o Air Pollution Dispersion Models (07J ; EPA/Air Pollubon Training Institute (APTI) 

o reJ No providerfcourse preference 

o Basic Health and Safety roa1 

o reJ No provider/course preference 

o Baseline Source Inspection 
Techniques (09J 

o (eJ No proVlderfcourse preference 

: o raJ AJr Pollubon D1spers1on Models/423 (3 days) 

: MARAMA 
~ o (bJ Annual Workshop 

; WESTAR 
~ o rcJ Advanced Modeling for PM25 (3 days) 

: Other 
1 o <dJ (Provider/course) 

: EPA/AJr Pollution Training lnsbtute (APTI) 
: o (aJ lnspecbon Procedures and Safety/446 (2 days) 

. Cal1fom1a AJr Resources Board (CARB) 
: o (b1J Inspector Safety/104 ( 5 day) 
: o fb2J Advanced Safety/202 (1 day) 

: Rutgers/EOHSI 
: o fcJ Basic Health and Safety for Field Actlvibes-Level I (3 days) 

'. Other 
~ o rdJ (Provider/course). 

~ EPA/Air Pollution Training lnsbtute (APTI) 
1 o (aJ Baseline Source lnspection/445 (3 5 days) 

: Cahfom1a Air Resources Board (CARB) 
; o (bJ Basic Air Pollubon Control Equipmenl/107 ( 5 days) 

'. RutgersfEOHSI 
: o (cJ Baseline Source Inspection Techniques-Level II (3 days) 

l Other 
l o (dJ (Providerfcourse) 

Question 5B page 2 of 6 



o Monitoring and Source 
Sampling (101 

o (gJ No provider/course preference 

o VOC Sampling and Analysis r111 

o (9J No provider/course preference 

CJ Combustion Evaluation 1121 

o (eJ No provider/course preference 

Question SB: Provider Preference Matrix 

! EPAfAJr Pollubon Training lnsbtute (APTI) 
; o 1a11 Monitoring and Evaluabon of TOXIC Air Pollutants/401 (4 days) 

o (a2J Source Sampling for Pollutantsl450 (5 days-lab) 
o (aJJ Atmosphenc Samphng/435 (4.5 days-lab) 
CJ la4J Continuous Emission Momtonng/474 (4 days) 

: California AJr Resources Board (CARB) 
CJ ro11 Air Quality Momtonng Concepts/114 ( 5 day) 
o 1021 Advanced Conbnuous Em1ss1on Momtonng/222 (1 day) 
o (OJJ Observing Source Tests/224 (1 day) 

: Rutgers/EOHSI 
· o (cfJ Em1ss1on Monrtonng & Tesbng Continuous Em1ss1on Momtonng-Level II (1day} 

o 1c2J Compliance Assurance Momtonng-Level IV (2 days) 
: o (cJJ Source Sampling for Particulates-Level IV (4.5 days) 

. MARAMA 
o <dJ Annual Workshop 

· WESTAR 
~ o (91J PM:z.s Momtonng Methods Workshop 
l o (92J PM2.5 Momtonng Regulabons 

Other 
j o m (Provider/course) 

~ EPAfAJr Pollubon Training lnsbtute (APTI) 
: o <aJ Sources and Control ofVolable Orgamcs/482 (4 days) 

. Cahfom1a Air Resources Board (CARB) 
· o '°'' Metal Parts and Products/230 (1 day) 
'. o 1021 Aerospace lndustry/2301 (1 day) 
· o (OJI Auto Refimshmg/230.2 (1 day) 
: o (b4J Metal Container, Closure and Coll Coabng/230 3 (1 day) 
: o lb5J Graphic Arts/230 4 (1 day) 
: o (b6J Fug1bve VOCs/262 (1 day) 

o 1011 VOC Control Devices/Saubbers/284 (1 day) 

; Rutgers/EOHSI 
: o (ctJ Em1ss1on Momtonng and Tesbng VOC Sampling and Analysis-Level II i o fc21 General VOC Source Regulabon and lnspecbon-Level Ill) 

· Other 
· o (dJ (Provider/course) 

; EPAfAJr Pollubon Training lnsbtute (APTI) 
: o (aJ Combustion Evaluabon/427 (4 5 days) 

: California AJr Resources Board (CARB) 
· o roi Stabonary Internal Combusbon Engines/271 (1 day) 

· Rutgers/EOHSI 
· o (cJ Combusbon Source lnspecbon·Level II (3 days) 

: Other 
: o (dJ (Provider/course) 

Question 58 page 3 of 6 
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Question SB: Provider Preference Matrix 

o Visible Emission Enforcement (13J ; EPAJPJr Pollubon Training lnsbtute (APTI) 
~ o (aJ VEE Instructors Workshop (3 5 days) 

o (eJ No provider/course preference 

o Analytical Methods (14J 

o (cJ No provider/course preference 

o Quality Assurance 11s1 

o (cJ No provider/course preference 

o NESHAPS (16! 

o fcJ No provider/course preference 

o Enforcement Fundamentals 1111 

o (eJ No provider/course preference 

o Advanced Enforcement 11s1 

o ldJ No provider/course preference 

: Cahfomia PJr Resources Board (CARS) 
: o (bfJ RecertJficabon m VEE/100.1 (1 day) 
l o (b2J Night Cerbficabon m VEE/100.2 ( 5 day) 

; Rutgers/EOHSI 
: o (cJ Visible Emission Enforcement Trammg and Cerbficabon (3 days) 

: Other 
: o Id/ (Provider/course). 

: EPAJAJr Pollubon Training lnsbtute (APTI) 
: o (aJ Analybcal Methods for Alr Quality Standards/464 (5 days) 

Other 
. o 101 (Provider/course) 

: EPAJAJr Pollubon Training lnsbtute (APTI) 
: o (aJ Quality Assurance for Alr Pollubon Measurement Systems/470 (4 days) 

'. Other 
; o 101 (Provider/course) 

i Cahfomia Alr Resources Board (CARB) 
; o (aJ Asbestos D/R/251 (1 day) 

: Other 
: o (bJ (Provider/course)· 

: EPA/Air Pollubon Training lnsbtute (APTI) 
: o (aJ Air Poilubon Field Enforcement/444 (3 5 days) 

. Cahfom1a Air Resources Board (CARB) 
: o (bJ Fundamentals of Enforcement/100 (3 days) 

~ National Enforcement Trammg lnsbtute (NETI) 
; o (cJ Basic Environmental Enforcement (3 days) 

l Other 
: o ldJ (Provider/course) 

; California Alr Resources Board (CARB) l o (aJ Symposium/300 (4 days) 

: EPAJNabonal Enforcement Trammg lns~tule (NETI) 
: o (bJ Field C1tabons/AIR 204 (1 day) 

Other 
o 1c1 (Provider/course) 
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Question 5B: Provider Preference Matrix 
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o Multi-Media Enforcement (19J : Cahfom1a Air Resources Board (CARB) 
. o taJ Symposium/300 (4 days) 

~ EPA/National Enforcement Training Institute (NETI) 
i o rn11 Mulb-Med1a lnspecbons/MLS 102 (?days) 
: o ro21 Mulb-Med1a Training for Regulators/MLS 103 (3 days) 
· o fGJJ Advanced Mulb-Med1a Course for Regulators/MLS 202 (3 days) 

. Other 
o rt1J No provider/course preference : o rcJ (ProVJder/course) 

o Enforcement Case : California Atr Resources Board (CARB) 
Development (20J . o raJ Mutual Settlement Workshop/350 (1 day) 

EPA/Nabonal Enforcement Training lnsbtute (NETI) 
o 10011 lntel'Vlewmg Techniques for Regulators/CST 111 (1 day) 
o (b02J lnterVJewmg and lnterrogabon Techniques/CST 210 (3 days) 

. o lb03J Negobabon Skills/CST 113 (2 days) 
: o (b04J Advanced Negobabon Skills/CST 204 (2 days) 
: o (ll05) Adm1mstrabve Enforcement and Case Development/CST 115 (3 days) 
i o (b/J6} Admmistrabve Heanngs and Tnals/CST 207 (1 day) 
: o 1007) Advanced Admm1strabve Pracbce/CST 302 (2 days) 
: o (bOSJ ABEUCST 101 (1 day) 
; o (b09J BEN/CST 103 (1 day) 
: o 10101 Financial Analysis/CST 118 (3 days) 
; o (b111 Intermediate Ability to Pay/CST 201 (?days) 
: o 10121 Financial Analysts Workshop/CST 203 (3 days) 
~ o (b13J Pleading and l.Jbgabng C1VJI Penalbes/CST 303 (4 5 days) 
: o (b14J MUNIPAY/CST 305 (1 day) 
~ o (blSJ INDIPAY/CST 306 (1 day) 

Other 
o tdJ No provider/course preference · o tcJ (Provider/course)· 

o Criminal Enforcement (21J · EPA/Nabonal Enforcement Training lnsbtute (NETI) 
· o ra11 Basic Cnmmal EnVJronmental lnvesbgabons/CRM 105 (5 days) 
; o la2J Basic Environmental Enforcement Tra1mng/CRM 106 (4 days) 
; o faJJ Basic EnVJronmental lnvesbgabons Trammg/CRM 108 (3 days) 

o ta4J Basic EnVJronmental Investigations Trammg/CRM 113 (4 days) 

Other 
o rcJ No proVJder/course preference = o (bJ (Provider/course). 

o Permitting-Basic (22J EPA/Air Pollubon Training lnsbtute (APTI) 
o taJ lntroducbon to Perrnits/460 (5 days) 

· Other 
o rcJ No proVJder/course preference : o (bJ (ProVJder/course) 

Question 5B page 5 of 6 
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o Pennitting·lntennediate (231 

o 1e1 No provider/course preference 

o Title V Operating Pennits (241 

o 1c1 No provider/course preference 

o Emissions Inventory 12s1 

o Data Management and 
Reporting 1261 

o 1c1 No provider/course preference 

o Supplemental Environmental 
Projects (SEP) 127J 

o (cJ No provider/course preference 

o Pollution Prevention 12s1 

o !di No provider/course preference 

o Gasoline Distribution and 
Marketing 1291 

o (cJ No provider/course preference 

Question SB: Provider Preference Matrix 

~ EP/V~r Pollubon Training lnsbtute (APTI) 
. o 1a1 Intermediate Perrmtbng/461 (5 days) 

; Rutgers/EOHSI 
; o 101 ~r Perrrntbng· A Technical Approach-Level Ill (2 days) 

: WESTAR 
: o (cJ Operabng Perm1ts-NSR/PSD (3 days) 

; Other 
; o ldJ (Provider/course) 

: WESTAR 
; o 1a1 Advanced Operabng Permits (3 days) 

: Other 
~ o 101 (Provider/course) 

: No choices available 

; EPA/Nabonal Enforcement Trammg lnsbtute (NETI) 
o 1a11 AIRS Input and Reporting/AIR 103 (3 days) 

~ Cl 1a21 ACTSINARS Training/AIR 104 (2 days) 
~ o (aJJ IDEA Basic Trammg/IMS 102 (1 day) 
; Cl la41 IDEA WIN for the New User/IMS 193 (?days) 
: CJ (a5J DOCKET/Case Conclusion Data Sheets/IMS 104 (?days) l CJ (a6J IDEA Advanced Trammg/IMS 202 (.5 day) 

i Other 
~ o (OJ (Provider/course). 

; EPA/Nabonal Enforcement Training lnsbtute (NETI) 
; Cl 1a11 SEP Polley Trammg/CST 107 (1 day) 
: o 1a2J PROJECT-SEP Trammg/CST 205 ( 5 day) 

; Other 
; o lbJ (Provider/course). 

: EPA/National Enforcement Trammg lnsbtute (NETI) 
'. CJ raJ Pollubon Prevenbon for Enforcement and Comphance Officers/CPA 103 (2 days) 

'. WESTAR 
j a (OJ Pollubon Prevenbon in Perm1tbng (3 days) 

: Other 
; o (cJ (Provider/course) 

i California ~r Resources Board (CARS) 
· o 1a1J Gasoline Cargo Tanks/210 (1 day) 

o 1a2J Gasoline Facilities Phase I and 11/263 (1 day) 
o raJJ 011 Field Producbon/260 (1 day) 
o (a4J ~r to Liquid Rabo Tesbng/264 (1 day) 
CJ rasJ Petroleum Refinmg/288 (1 day) 

· Other 
: o (bJ (Provider/course) 

Please return to Question 6. 
Question 5B page 6 o/6 
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Air Compliance Inspector Basic Training Program Questionnaire 

EPA Order 3500.1, June 29. 1988, established an EPA agency-wide training program for 
environmental compliance and field inspectors. The order requires that EPA regional and 
headquaners inspectors meet minimum training criteria prior to conducting facilny inspections. 
Minimum training curricula include Occupational Health and Safety, Basic Inspector Curnculum, 
and Program Specific Curriculum. Since 1988, EPA has been developing and delivering training 
relanve to Order 3500. l in cooperation with state and local agencies. Many state/local inspectors 
have attended these courses. 

Although the order is voluntary for state/local agency inspectors, and does not specifically 
establish training criteria for them, it could form the basis for state/local training programs. State 
and local agency inspectors conduct the majority of compliance inspections, and therefore would 
benefit a great deal from similar formalized traming. EP NStationary Source Compliance 
Division (SSCD) in coordination with EPA Region V, Ohio EPA, and the Ohio Regional Arr 
Pollution Control Agencies (RAPCA) are conducting a program development demonstration 
project in which state and local agency inspectors will be trained specific to their needs. 

The purpose of this questionnaire is to establish a baseline for the inspector training programs 
currently available to Ohio EPA and RAPCA personnel and to identify the basic level training 
needs of these agencies. In responding to this survey, please answer each question as it best 
represents your agency. Answers should be kept simple and should not require research or a 
significant amount of time. The results will be summarized and reponed back to you. 

Questions concerning this questionnaire can be forwarded to Bruno Maier at the Ohio Regional 
Air Pollution Control Agency in Dayton, Ohio at 513-225-4795, fax number 513-225-3486 
Completed questionnaires should be sent to Bruno at the following address: RAPCA, 451 W. 3rd 
Street, Dayton, OH 45422 

Agencv Profile 
Survey completed by (name): 
Title: 
Phone Number: 
Fax Number: 

How many people does your agency employ (i.e., FTE's)? 

2. How many inspectors do you have? 

What percentage of these inspectors would you categonze as· 

New ( < 1 year expenence) ___ _ Experienced ___ _ 

3. Does your agency have requued training (please circle)? Yes No 

4. Does you agency have a training program (please circle)? Yes No 
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Course Information 

5. Please Rank the following training courses as 1 = high prionty; 2 = medium; 3 = low; 
or NA - not available. 

CARB Courses 

100 Fundamentals of Enforcement 
101. History of AJI polluuon Control 
102 Chmatology and Meteorology 
103 Clam.ficauon of AJI Pollutants 
104 Inspector Safety 
105. Concepts of Regulatory Development 
106 Investiganve and Report Wnung Techniques 
107. Basic AJI Polluuon Control Equipment 
108 Introducuon to Vmble Erruss1ons Evaluations 
109 Complaint Response Procedures 
110 Sample Gathenng and Integnty 
111. Basic Chemistry of AJI Pollution 
112. Evoluuon of Environmental Law 
113 Inspector Conduct and Liability 
114. AJI Quality Morutonng Concepts 
115 Interfacing with Related Agencies 

EPA/Rutgers 

1 Fundamentals of Environmental Compliance Inspecuons 
2 Basic Health and Safety for Field Acuvmes 
3. Respiratory Protecnon and Use of Safety Eqwpment 
4 Principles and Pracnce of AlI Pollution Control 
5 Basic So!D'ce lnspecuon 
6 Emission Capture and Gas Handling System Inspecnon 
7 Emission Momtonng and Tesung Sencs Source Sampling 

Source Sampling and AnalysJS 
8 Emission Morutonng and Tesung Senes· 

Connnuous Enussions Morutonng Systems 
9 Enusston Morutonng and Testing Senes. 

VOC Sampling and Ana!ysJS 
10 Visible Enussion Enforcement Trairung and Cernficanon 
11 Combusuon Source Inspecnon 
12 Asbestos NESHAP Demohuon and Renovauon Inspecuon 

Procedures Workshop 
13 General VOC Source Regulauon and Inspectton • Part I 
14 VOC Fug1uve Emission Source and Benzene Process • Part Il 

Miscellaneous 

1 AJI Toiucs-Bas1c 
2. SIP Development 
3 Control MelSures 03. CO and NO, - Basic 
4 Advanced Inspecuon 
5 Enforcement and Case Development • Basic 
6 Clean AJI Act Update 



Delivenr and A vailabilitv 

6. For this basic training, would you have any objections to being rrained with industry? 
Please explain 

7. Please indicate the most significant roadblocks hindering your organization's use of 
!?Overnment and private sponsored rraming courses? (Rank the following items, 1 is the 
most imponant). 

A. Lack of training funds 
B. Lack of travel funds 
C. Location of course 
D. Content of course 
E. Quality of insnuction 
F. Length of course 
G. Scheduling 
H. Updates needed for current courses 
I. Other, please specify: 

Resources 

8. What sources are available to meet your training's funding needs? (Check all sources; 
rank the top 3) 

Now Future 
A. Cooperative federal funding 
B. Other state/local operating funds 
C. Tuition/User fees 
D. Perm.it fees 
E. Penalties 
F. 105 Grants 
G. Federal tuition-free (no cost) courses 
H. Other, please specify: 

Additional (anach a seperate sheet, if necessary) 

9. What key recommendations would you make to EPA to improve their efforts to provide 
comprehensive basic air qualny training? 

10. Is there any other information or comments you would like to provide for this baseline 
survey for basic level training? 

11. If the training were held March 15-18 and/or March 29-April 14 m Dayton, OH would 
your orgaruzanon participate? 
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Follow-up · To be answered at a later date. 

12. Did training meet your objectives? 

13. What aspects of the course(s) would you like to highlight for future training? 

14. What aspects would you like to see improved in future training? 

15. What would you reconunend as the next step in this state/local training program 
development demonstration project? 



Training Needs Questionnaire 
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Training Needs Questionnaire 
Michigan Department of Natural Resources, Air Quality Division 

The Air Quality Division of Michigan's Department of Natural Resources is gathering infonnation on the 
training and experience of staff to assist in planning future trairung programs. Your response to these 
questions will enable us to develop trairung programs that truly meet your needs. This form is designed 
for staff who were hired before October 1, 1992-a different version was designed for staff hired after 
that date. If you have received the incorrect form, please contact Rebecca Patrick (517) 335-6984. 

Please send the completed form no later than September 10 to: 

Thank you for your cooperation 

Training Needs 

Rebecca M. Patrick, Au Quahty Division 
P.O. Box 30028 
Lansing, Michigan 48909. 

What types of training are you most mterested in receiving in the future? 

Intermediate or Advanced Compliance Inspection Courses in. 

D Visible Emission Enforcement/Certification 
D Source Sarnplmg and Analysis 
D Continuous Emissions Monitoring Systems 
0 VOC Sampling and Analysis 
D Combustion Source Inspection 
D Asbestos NESHAP Demolition and Renovation Inspection Procedures 
0 General VOC Source Regulation and Inspection 
0 VOC Fugitive Emission Source and Benzene Process 
D Specific Industrial Process Controls/Inspection (specify) ____________ _ 

Courses in· 

D Basic Health and Safety 
D Advanced Health and Safety 
D Case Development 
D Pollution Prevention 
D Other _____________________________ _ 
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Training Needs Assessment 
Methodology and Instruments 
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OBJECTIVES 

Objectives of the Needs Assessment 

l. To develop lists of skills that are required to perform 
selected technical job functional categories. 

2. To identify current training needs and priorities, including 
the basis or reason for these needs. 

3. To provide information on identified training needs that is 
sufficient for overall program and specific course planning 
(e.g., specific topics, levels of difficulty, numbers of 
staff, location of staff, etc.). 

4. To develop a process and data collection instruments that can 
be used by the Technical Training Academy to update training 
requirements in the future. 

5. To develop a process and data collection instruments that can 
by used by the Technical Training Academy to conduct needs 
assessments in other program areas (e.g., water, hazardous 
waste, etc.). 

The needs assessment will be designed to answer the following 
questions: 

1. What types of technical training are currently needed by what 
types and how many staff? Where are these staff located? 

2. What problems in air pollution control have been identified 
that have training solutions? 

3. What anticipated changes in the air pollution control program 
or changes in the composition of the regulated community will 
create future training needs? 

4. What resources are available to meet these needs? What types 
of training resources are most appropriate and cost-effective 
to meet the identified needs? 

1 
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PRELIMINARY REPORT OUTLINE 

1. Executive Summary 

2. Methodology 

3. Findings 

a. Skills Inventory 

b. Problem Identification (training related and non-training 
related) 

c. Perceived Training Needs and Priorities (including 
rationale for need) 

d. Training Currently Provided/Available 

4. Conclusions 

a. Training Needs by Division and Section (including 
priorities, number of staff, location of staff) 

Current Needs 
Projected Future Needs 

b. Training Needs by Region (inc 1 uding priori ties, number of 
staff, location of staff) 

Current Needs 
Projected Future Needs 

c. Potential Resources to Meet Needs 

Appendices 

EPA/APTI/CARB/Rutgers 
Universities 
Private Providers 

A. Data Collection Instruments 

2 



DATA COLLECTION APPROACH 

There are 
approach. 

three distinct 
They are: 

components in the 

1. Study Population Definition 

2. Skills Inventory 

3. Needs Assessment Survey 

Study Population Definition 

data collection 

The first step in the needs assessment is the definition of the 
study population. Tasks and subtasks include the following: 

1. Select Divisions and Sections for inclusion in the study. 

2. Define functional job titles to be included in the 
inventory and needs assessment, based on discussions with 
Division Managers and Section Managers. 

Skills Inventory 

Data collection for the skills inventory will include the following 
tasks and subtasks: 

1. Obtain written position descriptions, performance 
appraisal forms, and other materials that relate to the 
functional job titles included in the study. 

2. Review written materials and extract data on skills. 

3. Prepare draft skills inventory based on written 
materials. 

4. Circulate draft skills inventory to Section Managers and 
Regional Air Program Managers during interviews for 
review. 

5. Based on comments received from step 4, revise skills 
inventory and distribute. 

3 
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Needs Assessment Surveys 

The needs assessment survey will include the following sources and 
will use the methods indicated with each source: 

Source and Number 

Division Managers 

Section Managers 

Individual Staff 

Regional Air Program 
Managers 

Regional Field Staff 

Industry Associations 

TOTAL RESPONDENTS 

Method 

Individual interview 

Individual interview 
Follow-up focus group (?) 

Written questionnaire 
Selected interviews (?) 

Telephone interview 

Telephone interview 

Individual interview 

The following pages describe each of these data collection efforts 
and provide draft data collection instruments. 

4 



DIVISION MANAGERS 

Number of Respondents: 

Selected Respondents: 

Objectives: 

Obtain information on problems that might have technical 
training solutions. 

• Obtain information on anticipated changes in staffing levels 
or distribution (organization), regulations, equipment, 
regulated community, etc. that could create training needs. 

• Obtain their perceptions of highest priority technical 
training needs. 

Encourage top-level support for technical training efforts. 

• Develop top-level interest in on-going training needs 
assessment process and willingness to participate in annual or 
semi-annual update. 

Method: 

• Face-to-face 
consultant. 

interview, using interview guide, by outside 
Interviews should require 15-30 minutes. 

• Interviews will be conducted with all Division Managers 
included in the study. 

• Send a letter in advance of the interview that describes the 
purpose of the interview and how the information will be used, 
and lists the questions that will be discussed during the 
interview. 

5 
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SECTION MANAGERS 

Number of Respondents: 

Selected Respondents: 

Objectives of Interviews: 

• Review/check draft functional job descriptions and skills 
inventory for staff under their purview. 

• Obtain information on problems that might have technical 
training solutions. 

• Obtain information on anticipated changes in staffing levels 
or distribution (organization), regulations, equipment, 
regulated corrununity, etc. that could create training needs. 

• Obtain their perceptions of highest priority technical 
training needs. 

• Obtain their perceptions of barriers and impediments to 
training for their staff. 

Obtain their opinions on the most effective training formats 
for their staff and the needs they have identified. 

• Encourage support for technical training efforts. 

• Develop interest in on-going training needs assessment process 
and willingness to participate in annual or semi-annual 
update. 

Method: 

Face-to-face 
consultant. 

interview, using interview guide, by outside 
Interviews should require 45-60 minutes. 

• Interviews will be conducted with all Section Managers 
included in the study. 

• Once information from interviews has been summarized, a focus 
group may be convened to discuss and refine the findings and 
conclusions. 

6 



INDIVIDUAL STAFF 

Number of Respondents: 

Selected Functional Job Titles: 

Objectives: 

• Review/check draft functional job description and skills 
inventory for their position. 

Obtain their perceptions of their own technical training 
needs. 

• Obtain information on problems they encounter in their jobs 
that might have training solutions. 

• Obtain their opinions on preferred methods/formats for 
receiving training. 

Method: 

• Written questionnaire to a sample of individuals in selected 
functional job categories. Written or telephone follow up to 
non-respondents will be performed to obtain an adequate 
response for each section or regional off ice. Telephone 
follow up may be necessary to clarify responses. 

• Samples will be developed in cooperation with Section 
Managers. 

7 
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REGIONAL SUPERVISORS 

Number of Respondents: 

Selected Regional Supervisors: 

• Air Program Managers in Regions 

• in Region 12, Houston 

Objectives: 

• Review/check draft functional job descriptions and skills 
inventory for staff under their purview. 

• Obtain information on problems that might have technical 
training solutions, identifying those that might be particular 
to their region. 

• Obtain information on anticipated changes in staffing levels 
or distribution (organization), regulations, equipment, 
regulated community, etc. that could create training needs. 

• Obtain their perceptions of highest priority technical 
training needs. 

• Obtain their perceptions of barriers and impediments to 
training for their staff. 

• Obtain their opinions on the most effective training formats 
for their staff and the needs they have identified. 

• Encourage support for technical training efforts. 

• Develop interest in on-going training needs assessment process 
and willingness to participate in annual or semi-annual 
update. 

Method: 

• Telephone interview, using interview guide, by outside 
consultant. Interviews should require 20-30 minutes. 

A sample of Air Program Managers will be drawn by Field 
Operations, combining regions that are similar and/or have 
only one or two staff. 

• Introduce study to this group at their September 15 meeting in 
Austin. Give them list of questions for telephone interviews 
and questions for field staff for review. 

8 



INDIVIDUAL FIELD STAFF 

Number of respondents: 

Selected Functional Job Titles: 

Field Inspectors 
Monitoring Technicians 
Stack Samplers 
I&M Supervisors 
Employee Trip Reduction Program Staff (Houston) 

Objectives: 

Review/check draft functional job description and skills 
inventory for their position. 

• Obtain their perceptions of their own technical training 
needs. 

• Obtain information on problems they encounter in their jobs 
that might have training solutions. 

Obtain their opinions on preferred methods/formats for 
receiving training. 

Method: 

• Telephone interviews with a sample of senior field staff to be 
identified by Field Operations. Interviews should require 
approximately 15 minutes. 

9 
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INDUSTRY ASSOCIATIONS 

Number of Respondents: maximum of 3 

Selected Associations: 

Objectives: 

• Obtain their perceptions of strengths and weaknesses of TNRCC 
air pollution control staff in terms of job performance. 

• Obtain their perceptions of problems their member companies 
encounter in dealing with TNRCC air pollution control staff 
that might have training solutions. 

Method: 

• Face-to-face 
consultant. 
minutes. 

interviews, 
Interviews 

using interview guide, by outside 
should require approximately 30 

• Approximately one month prior to interviews, respondents will 
be sent a letter outlining the objectives of the interview to 
allow them to poll their membership if desired. 

10 



DATA COLLECTION INSTRUMENTS 

Three types of data collection instruments have been developed for 
this project: 

Interview guides for face-to-face interviews 

Interview guides for telephone interviews 

Written questionnaire 

The following data collection instruments are included in this 
section: 

Division Manager Interview Guide 

Section Manager Interview Guide 

Headquarters Staff Questionnaire 

Regional Air Program Managers Telephone Interview Guide 

Regional Field Staff Telephone Interview Guide 

Industry Associations Interview Guide 

11 
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DIVISION MANAGERS 
INTERVIEW GUIDE 

Introduce yourself, your affiliation, your relationship to TNRCC. 
Provide overview of the interview 

Estimated time: 15-30 minutes. 
Objectives: obtain their perspective on training needs for 
air pollution control statf and how training might improve 
agency performance. 

Discussion Questions: 

1. What do the staff in your division do particularly well, their 
strengths? Do they bring these skills to their jobs or is 
this the result of training? 

2. What problems do the staff in your division encounter in 
performing their jobs? Have you heard any complaints about 
their performance in any areas? 

Probe tor specifics. 

3. Are there any specific areas in which you think staff need 
training now? Have you identified appropriate training 
resources/providers to meet these needs? What are they? 

Probe for specifics. 

4. What changes do you see in the future that might require 
additional training for staff? 

Probe for changes in 
• laws/regulations (Federal and state), 
• purchase and/or use of new equipment (field, 

office, laboratory), 
• advances in industry processes or technology, 
• changes in the regulated community (new industry, 

new products in existing industry), 
• changes in staffing levels or organization. 

5. (Quickly summarize the training needs identified in questions 
2, 3, and 4.) Among these potential training needs that you 
have identified, which ones are highest priority? 

• Create a list of specific needs identified. 
• Identify those needs that are "technical training 

needs." 
• Separate the list of technical training needs into 

current needs and anticipated future needs. 
• Ask the respondent to rate them as ( 1) highest 

priority, (2) important, and (3) useful but not 
critical at this time. 

12 
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6. Is there anything you would like to tell me about training, 
training needs, and staff performance that I have not asked? 

Conclude the interview by thanking the respondent and outlining the 
next steps in the needs assessment. 

A draft report will be circulate for review 
Would they be interested in reviewing 

it? 

The final report will be available 
they like to receive a copy? 

Would 

13 



SECTION MANAGERS 
INTERVIEW GUIDE 

Introduce yourself, your affiliation, your relationship to TNRCC. 
Provide overview of the interview 

Estimated time: 45-60 minutes. 
ObJectives: obtain their perspective on training needs for 
air pollution control staff and how training might improve 
agency performance. 

Discussion Questions: 

1. Please review the draft job function descriptions and let us 
know if they are complete and accurate. 

Ask them to review the descriptions during the interview 
period if possible. Otherwise, ask them to return 
comments as soon as possible and set a mutually agreeable 
deadline. 

2. What do the staff in your section do particularly well, their 
strengths? Do they bring these skills to their jobs or is 
this the result of training? 

3. Is any training offered routinely to staff in your section or 
required of all staff (e.g., orientation for new employees)? 
If yes, describe courses and providers. 

4. What problems do the staff in your section encounter in 
performing their jobs? Have you heard any complaints about 
their performance in any areas? 

Probe for specifics. 

5. Are there any specific areas in which you think staff need 
training now? Have you identified appropriate training 
resources/providers to meet these needs? What are they? 

6. What changes do you see in the future that might require 
additional training for staff? 

Probe tor changes in 
• laws/regulations (Federal and state), 
• purchase and/or use of new equipment (field, 

office, laboratory), 
• advances in industry processes or technology, 
• changes in the regulated community (new industry, 

new products in existing industry), 
• changes in staffing levels or organization. 
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7. (Quickly summarize the training needs identified in questions 
2, 3, and 4.) Among these potential training needs that you 
have identified, which ones are highest priority? 

• Create a list of specific needs identified. 
• Identify those needs that are "technical training 

needs." 
• Separate the list of technical training needs into 

current needs and anticipated future needs. 
• Ask the respondent to rate them as ( 1) highest 

priority, (2) important, and (3) useful but not 
critical at this time. 

8. What approaches, formats, methods do you think would be most 
appropriate and cost-effective for meeting each of the needs 
rated 1 or 2 above? Note specific courses mentioned. 

Ask specifically about classroom training, self-study, 
computer-based or computer assisted, videotapes, 
interactive videoconferences. 

9. What barriers or impediments do you encounter in obtaining 
training for your staff? 

Probe tor items beyond dollars--such as time away from 
the office, out-of-state travel restrictions, video or 
computer equipment required, scheduling of available 
courses, etc. 

10. Have any training programs been particularly effective for you 
or your staff in the past? What made the program( s) so 
effective? 

11. Is there anything you would like to tell me about training, 
training needs, and staff performance that I have not asked? 

Conclude the interview by thanking the respondent and outlining the 
next steps in the needs assessment. 

A draft report will be circulate tor review 
Would they be interested in reviewing 

it? 

The final report will be available 
they like to receive a copy? 

Would 
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TNRCC AIR POLLUTION CONTROL STAFF 
TRAINING NEEDS ASSESSMENT QUESTIONNAIRE 

The Technical Training Academy of the TNRCC is conducting a survey 
to help us learn more about the types of training that air 
pollution control staff need to improve their effectiveness in 
their jobs. 

Please fill out this form as completely and accurately as you can. 
If you have any questions about the survey or the questions on this 
form, please call at 

1. Job Title/Position~~~~~~~~~~~~~~~~~~~~~ 

Division/Section/Location.~~~~~~~~~~~~~~~~~~-

2. What are your major job responsibilities?~~~~~~~~~~ 

3. How long have you been in this position?~~~~~~~~~~-

If less than 5 years, what was your previous job?~~~~~-

4. What problems have you encountered in performing your job? 

5. What is your educational background (check highest level 
attained and indicate major subject)? 

High School Graduate 

Technical/Vocational School Graduate~~~~~~~

Junior College/Community College Graduate~~~~

Undergraduate College/University Graduate~~~~

Graduate College/University Degree~~~~~~~~-
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6. What training have you received for your current job 
(classroom, self-study, video, on-the-job)? 

Course or Topic Training Provider 

7. What other training have your received that has been valuable 
to you in this job (classroom, self-study, video, on-the-job)? 

Course or Topic Training Provider 

8. What types of training would help you perform your job better? 
How important is this need? 

Topic Very Important Important Useful 

9. For each of the topics listed in question 8, how would you 
prefer to receive the training (classroom, self-study, video, 
on-the-job, etc)? 

Topic Classroom Self Study Video On-the-Job 

10. Are there any other comments you would like to make concerning 
your interests in training? 

17 



REGIONAL AIR PROGRAM MANAGERS 
TELEPHONE INTERVIEW GUIDE 

Introduce yourself, your affiliation, your relationship to TNRCC. 
Provide overview of the interview 

Estimated time: 20-30 minutes. 
Objectives: obtain their perspective on training needs for 
air pollution control staff and how training might improve 
agency performance. 

Discussion Questions: 

1. What are the major 
regulated community 
industries? 

industries in your region? 
fairly stable? Are there 

Is 
any 

the 
new 

2. What are the maJor air pollution problems in your region? 

3. What do the air pollution control staff in your region do 
particularly well, their strengths? Do they bring these 
skills to their jobs or is this the result of training? 

4. Is any training offered routinely to staff in your region or 
required of all staff (e.g., orientation for new employees)? 
If yes, please describe courses and providers. 

5. What problems do the staff in your region encounter in 
performing their jobs? Have you heard any complaints about 
their performance in any areas? 

Probe for specifics. 

6. Are there any specific areas in which you think staff need 
training now? Have you identified appropriate training 
resources/providers to meet these needs? What are they? 

7. What changes do you see in the future that might require 
additional training for staff? 

Probe for changes in 
• laws/regulations (Federal and state), 
• purchase and/or use of new equipment (field, 

office, laboratory), 
• advances in industry processes or technology, 
• changes in the regulated community (new industry, 

new products in existing industry), 
• changes in staffing levels or organization. 

8. (Quickly summarize the training needs identified in questions 
2, 3, and 4.) Among these potential training needs that you 
have identified, which ones are highest priority? 
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• Create a list of specific needs identified. 
• Identify those needs that are "technical training 

needs." 
• Separate the list of technical training needs into 

current needs and anticipated future needs. 
• Ask the respondent to rate them as ( 1) highest 

priority, ( 2) important, and ( 3) useful but not 
critical at this time. 

9. What approaches, formats, methods do you think would be most 
appropriate and cost-effective for meeting each of the needs 
rated 1 or 2 above? 

Ask specifically about classroom training, self-study, 
computer-based or computer assisted, videotapes, 
interactive videoconferences. 

10. What barriers or impediments do you encounter in obtaining 
training for your staff? 

Probe for items beyond dollars--such as time away from 
the office, out-of-state travel restrictions, video or 
computer equipment required, scheduling of available 
courses, etc. 

11. Have any training programs been particularly effective for you 
or your staff in the past? What made the program( s) so 
effective? 

12. Is there anything you would like to tell me about training, 
training needs, and staff performance that I have not asked? 

Conclude the interview by thanking the respondent and outlining the 
next steps in the needs assessment. 

A draft report will be circulate for review 
Would they be interested in reviewing 

it? 

The final report will be available 
they like to receive a copy? 

Would 
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REGIONAL FIELD STAFF 
TELEPHONE INTERVIEW GUIDE 

Introduce yourself, your affiliation, your relationship to TNRCC. 
Provide overview of the interview 

Estimated time: 15 minutes. 
Objectives: obtain their perspective on training needs for 
air pollution control staff and how training might improve 
agency performance. 

1. Job Title/Position 

Division/Section/Location 

2. What are your major job responsibilities? 

3. How long have you been in this position? 

If less than 5 years, what was your previous job? 

4. What problems have you encountered in performing your job? 

5. What is your educational background (check highest level 
attained and indicate major subject)? 

6. What training have you received for your current job 
(classroom, self-study, video, on-the-job)? Who provided this 
training? 

7. What other training have your received that has been valuable 
to you in this job (classroom, self-study, video, on-the-job)? 
Who provided this training? 

8. What types of training would help you perform your job better? 
How important is this need? 

9. For each of the topics listed in question 8, how would you 
prefer to receive the training (classroom, self-study, video, 
on-the-job, etc)? 

10. Are there any other comments you would like to make concerning 
your interests in training? 
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INDUSTRY ASSOCIATIONS 
INTERVIEW GUIDE 

Introduce yourself, your affiliation, your relationship to TNRCC. 
Provide overview of the interview 

Estimated time: 30 minutes. 
Objectives: obtain their perspective on the strengths and 
weaknesses in air pollution control staff and how training 
might improve agency performance. 

Discussion Questions: 

1. What types of interactions do your association and your member 
companies have with TNRCC air pollution control staff (e.g., 
compliance inspections, reg development, public hearings)? 

2. What do you think the strengths of the TNRCC air pollution 
control staff are? 

3. What do you think the weaknesses of the TNRCC air pollution 
control staff are? In what areas are improvement needed? 

4. What problems have you had in your interactions with TNRCC air 
pollution control personnel? 

At the conclusion of this discussion, note that some 
problems are training related and others are not. We 
will transmit all of our findings to TNRCC, but the 
training group is not in a position to cure all ills. 

5. What changes do you foresee in your industry that might affect 
TNRCC air pollution control staff (e.g., process changes, new 
technologies, expansion or contraction)? 

21 



SAMPLE TABLE SHELLS/DATA DISPLAYS 

1. Rationale for Training Needs 

New Response New Rules/ New New New 
Need Staff to Regulations Technology Equipment Industry 

Problem 

Cells of this table could contain simple check marks or brief explanation. 

2. Training Needs by Region 

Need I Region 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 

:ells of this table could contain simple check marks, the priority of the 
need within the region, or the number of staff within the region that have 
the need. The table will illustrate the needs that regions have in common 
and those needs that are particular to one or two regions. It will 
illustrate the geographic location and size of the potential audience for 
specific training programs. 

3. Training Needs by Division/Section 

Section Section Section Section Section Section Section 

As in table 2, cells of this table could contain simple check marks, the 
priority of the need within the section, or the number of staff within the 
section that have the need. The table will illustrate the needs that 
sections have in common and those needs that are particular to one or two 
sections. It will illustrate the geographic location and size of the 
potential audience for specific training programs. 
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Draft Needs Assessment 
for Personnel in Mexico 
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Draft 

Needs Assessment 

For 

OAQPS/Education and Outreach Group 
Government of Mexico 

Universidad Autonoma Metropolitana 
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OBJECTIVES 

Objectives of the Needs Assessment 

1. To develop lists of skills that are required to perform selected technical JOb functional 
categones. 

2. To identify current training needs and prionties, including the basis or reason for these 
needs. 

3. To provide information on identified training needs that is sufficient for overall program 
and specific course planning (e.g., specific topics, levels of difficulty, numbers of staff, 
location of staff, etc.). 

4. To develop a process and data collection instruments that can be used to assess needs in 
other parts of the country and to update trairung requirements in the furore. 

5. To develop a process and data collection instruments that can by used to conduct needs 
assessments mother program areas (e.g , water, hazardous waste, etc.). 

The needs assessment will be designed to answer the following questions: 

1. What types of training are currently needed by what types and how many staff? Where 
are these staff located? 

2. What problems in air pollution control have been identified that have training solutions? 

3. What anticipated changes m the air pollution control program or changes in the 
composition of the regulated community will create future training needs? 

4. What resources are available to meet these needs? What types of training resources are 
most appropnate and cost-effective to meet the identified needs? 
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MANAGERS 

Number of Respondents· 

Selected Respondents: 

Objectives: 

• Obtain information on problems that might have trammg solutions. 

• Obtain information on anticipated changes m staffing levels or distribution (orgamzation), 
regulations, equipment, regulated community, etc. that could create training needs. 

• Obtain their perceptions of highest priority training needs. 

• Encourage top-level support for training efforts. 

Method: 

• Face-to-face interview, usmg interview guide. Interviews should require 15-30 minutes. 

• Interviews will be conducted with all Managers included in the study 

• Send a letter in advance of the mterview that describes the purpose of the interview and 
how the information will be used, and lists the quesuons that will be discussed during the 
interview. 
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LINE SUPERVISORS 

Number of Respondents: 

Selected Respondents: 

Objectives of Interviews: 

• Gather information on functional job descriptions and skills mventory for staff under their 
purview 

• Obtain information on problems that might have trammg solutions. 

• Obtain information on anticipated changes in staffing levels or distribution (organization), 
regulations, equipment, regulated community, etc. that could create training needs. 

• Obtain their perceptions of highest priority training needs. 

• Obtain their perceptions of barriers and impediments to training for their staff. 

• Obtain their opinions on the most effective trairung formats for their staff and the needs 
they have identified. 

• Encourage support for tralIUilg efforts. 

Method. 

• Face-to-face interview, using interview guide Interviews should require 45-60 minutes. 

• Interviews will be conducted with all Supervisors included in the study. 

• Once information from interviews has been summarized, a focus group may be convened 
to discuss and refine the fmdings and conclusions. 
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INDIVIDUAL STAFF 

Number of Respondents: 

Selected Functional Job Titles· 

Objectives: 

• Gather infonnation on functional job description and skills inventory for their position 

• Obtain their perceptions of their own training needs. 

• Obtain mfonnation on problems they encounter in their jobs that might have training 
solutions. 

• Obtain their opinions on preferred methods/formats for receiving training. 

Method· 

• Interview and written questionnaire to all or a sample of md1viduals in each funct10nal 
job category. Written or telephone follow up to non-respondents will be perfonned to 
obtain an adequate response. Telephone follow up may be necessary to clarify responses. 

• If used, samples will be developed in cooperation with Managers. 

4 

A61 



A62 



LINE SUPERVISORS: INTERVIEW GUIDE 

Introduce yourself, your affiliation, and the project. 
Provide overview of the interview 

Estimated time: 45-60 minutes 
Objectives: obtain their perspective on training needs for air pollution control staff and 
how training might improve agency performance. 

Discussion Questions: 

1. What are the JOb categories or positions that you supervise? What are the major 
functions performed by each of these positions or categories? 

2. What do the staff in your section do particularly well, their strengths? Do they bring 
these skills to their jobs or is this the result of training? 

3 Is any training offered routinely to staff in your section or required of all staff (e.g., 
orientation for new employees)? If yes, describe courses and providers. 

4 What problems do the staff in your section encounter in performing their jobs? Have 
you heard any complaints about their performance in any areas? 

Probe for speqfics. 

5. Are there any specific areas in which you think staff need training now? Have you 
identified appropriate trairung resources/providers to meet these needs? What are they? 

6. What changes do you see in the future that might require additional training for staff? 
Probeforchangesin 
• laws/regulations, 
• purchase and/or use of new equipment (field, office, laboratory), 
• advances in industry processes or technology, 
• changes in the regulated communzty (new industry, new products in 

existing industry), 
• changes in staffing levels or organization. 

7. (Quickly summarize the training needs identzfied zn questzons 2, 3, and 4.) Among these 
potential training needs that you have identified, which ones are highest priority? 

• Create a list of specific trainmg needs identified. 
• Separate the list of training needs into current needs and anticipated fu.ture 

needs. 
• Ask the respondent to rate them as (1) highest pnority, (2) important, and 

(3) usefu.l but not cntical at this time. 
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8. What approaches, formats, methods do you think would be most appropriate and cost
effective for meeting each of the needs rated 1 or 2 above? Note specific courses 
mentioned. 

Ask specifically about classroom training, self-study, computer-based or computer 
assisted, videotapes, interactive videoconferences. 

9 What barriers or impediments do you encounter in obtairung training for your staff? 

Probe for items beyond dollars--such as time away from the office, out-of-state 
travel restrictions, video or computer equipment required, scheduling of available 
courses, etc. 

10. Have any training programs been particularly effective for you or your staff in the past? 
What made the program(s) so effective? 

11 Is there anything you would like to tell me about training, training needs, and staff 
performance that I have not asked? 

Conclude the intervzew by thanking the respondent and outlining the next steps in the project. 
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Am QUALITY MANAGERMENT STAFF 
TRAINING NEEDS ASSESSMENT QUESTIONNAIRE 

The Umversidad Autonoma Metropohtana is conducting a survey in cooperation with SEDESOL 
to learn more about the types of training that air quality management staff need to improve their 
effectiveness in their jobs. Please fill out this form as completely and accurately as you can 
If you have any questions about the survey or the questions on this form, please call 

at ------ --------

D1visionJSection/Location ----------------------
2. What are your major JOb respons1bihties? _______________ _ 

3. How long have you been in this position? ______________ _ 

If less than 5 years, what was your previous job? ____________ _ 

4. What problems have you encountered in performing your JOb? 

5. What is your educational background (check highest level attained and indicate maJor 
subject)? 

High School Graduate 

Technical/Vocational School Graduate, ___________ _ 

Junior College/Community College Graduate _________ _ 

Undergraduate College/University Graduate _________ _ 

Graduate College/University Degree, ___________ _ 

Other (describe) __________________ _ 
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6 What training have you received for your current job (classroom, self-study, video, on
the-job)? 

Course or Topic Training Provider 

7. What other training have your received that has been valuable to you m this job 
(classroom, self-study, video, on-the-job)? 

Course or Topic Training Provider 

8. What types of training would help you perform your job better? How important 1s this 
need? 

Very Important Important Useful 

9. For each of the topics listed in question 8, how would you prefer to receive the training 
(classroom, self-study, video, on-the-job, etc)? 

Classroom SelfStudy Video On-the-Job 

9 



10. Are there any other comments you would like to make concerning your interests m 
traimng? 
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INDIVIDUAL STAFF 
INTERVIEW GUIDE 

Introduce yourself, your affiliation, and the project 
Provide overview of the interview 

Estimated tzme: 30-60 minutes. 
Objectives. obtain their perspective on tramzng needs and how training might improve 
agency performance 

1. Job Title/Position 

Division/Section/Location 

2. What are your major job responsibilities? 

3. How long have you been in this position? 

If less than 5 years, what was your previous job? 

4. What problems have you encountered in performing your job? 

5. What is your educational background (check highest level attained and indicate major 
subject)? 

6 What traming have you received for your current job (classroom, self-study, video, on
the-Job )? Who provided this training? 

7. What other training have your received that has been valuable to you in this job 
(classroom, self-study, video, on-the-job)? Who provided this training? 

8. What types of training would help you perform your job better? How important 1s this 
need? 

9 For each of the topics listed in question 8, how would you prefer to receive the traming 
(classroom, self-study, video, on-the-job, etc)? 

IO. Are there any other comments you would hke to make concerning your mterests in 
training? 
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PARTICIPANT PROFILE 

Please complete the information below about your experience to help us design the course to better meet 
your needs. Your individual response will be kept confidential. 

Current Position (Title, Agency, City) ___________________ _ 

Program Area 

( ) Inspections () Permits ( ) Enforcement 

Number of Years in This Position 

( ) Less than 1 year ( ) 1 to 3 years ( ) More than 3 years 

Other Experience (if less than 3 years in current position./---------------

Education 

( ) High School 
( ) TechnicalN ocational School 
( ) College/University (Degree, specialization. _____________ __. 

() Other------------------------~ 

Approximately how many inspections have you participated in? 

During your lifetime: Last year: 
() None () None 
() Fewer than 5 ( ) Fewer than 5 
() 5 to 20 () 5 to 20 
() 20 or more () 20 or more 

Approximately how many inspections have you conducted solo or as team leader? 

During your lifetime: Last year: 
() None () None 
() Fewer than S () Fewer than 5 
() 5 to 20 {) 5 to 20 
() 20 or more () 20 or more 
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How many of your inspections have led to cases? 

() None ( ) Fewer than 5 () 5 or more 

How many of your inspections have gone to court? 

() None ( ) Fewer than 5 () 5 or more 

What training courses have you attended to prepare you for conducting inspections, preparing reports, 
and performing related duties? (Check all that you have attended, specify provider of course and 
approximate length.) 

~ Provider/Length 

( ) Orientation 
( ) Basic Health and Safety 
( ) Basic Inspection Techniques 
() Report Writing 
( ) Basic Sampling, Monitoring, Control Equipment 
( ) Complaint Response Procedures 
( ) Case Development 
( ) Advanced Inspection 
() 
() 
() 

Please describe any self-study or on-the-job training you have received. __________ _ 

What types of training are you most interested in receiving in the future? _________ _ 

What is your main purpose or objective for taking this course? ____________ _ 
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Table of Contents 
Staff Development Plan Resources 

Overview of Staff Development Plans ...................................... Page B 1 

STAPPA/ALAPCO Training Curriculum . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. Page BS 

This plan includes lists of training topics (and providers of this training in some cases) for 
8 job categories: program administration/program management, secretarial, 
administrative enforcement, civil (court) enforcement, management infonnation systems, 
meteorology, air modeling, ambient monitoring, air toxics, and air pennitting. 

Training Support to Career Ladders (INRCC) ............................. Page BS 1 

The Texas Natural Resource Conservation Commission has undertaken a major effort to 
develop career ladders that include skills inventories and training needs analyses, with 
identification of applicable courses and course providers where available. Gaps are 
identified as areas in which the Technical Training Academy might need to develop a 
course. 1NRCC has developed 15 career ladders to date. 

California Air Resources Board Health. Safety. and Training Checklist ....... Page B263 

This concise checklist provides new employees in the Compliance Division with a list of 
requirements they must fulfill. 

Pennsylvania Long-Term Training Plan .................................. Page B271 

This plan provides guidelines for new employees, technical training, supervisory training, 
career development, and secretarial training. It includes central office and regional office 
employees. It lists course requirements for each division, including Compliance and 
Enforcement, Air Resource Management, Air Quality Monitoring, Source Testing and 
Monitoring, Permits, and Regional Offices. It then provides training plans for regional 
office entry level positions (environmental trainee, air pollution control engineer I, and 
environmental chemist I) and central office entry level positions by division 
(environmental trainee, air pollution control engineer I, environmental chemist I, air 
pollution meteorologist I, and air monitoring equipment specialist). These plans include 
skill and knowledge objectives, on-the-job training, in-service training, and outside 
training courses. 

Hillsborough County (Florida) Training Plan . . . . . . . . . . . . . . . . . . . . . . . . .... Page B3 71 

This plan lists training required or desired, resources permitting, for 23 functions, 
including in-house training, infonnal training, and fonnal training. The plan includes the 
following positions: director/air management division, executive secretary, senior 
secretary, enforcement and operational support supervisor, enforcement specialist, 
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operational support specialist, assistant director/air engineering department, air toxics 
engineer, asbestos inspector, air permit specialist, air permit engineer, air compliance 
specialist, air compliance engineer, assistant director/technical air operations department, 
field investigation/mobile source control supervisor, mobile source control/transportation 
specialist, field investigation qualification, data handling/data quality control technician, 
noise pollution control specialist, chie£'air monitoring section, air monitoring field 
operations supervisor, and continuous monitoring/electronic technician. 

Air Pollution Training Institute Curriculum Guide ......................... Page B439 

APTI's curriculum guide provides a logical progression of specific courses for several 
functional areas: engineering and enforcement, sampling and analysis, meteorology and 
modeling, air quality management, mobile sources, hazardous wastes, and air toxics. 
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Staff Development Plans 

Importance of Staff Development Plans 

Staff development plans, which we are using as a broad tenn to encompass training plans and 
career ladders as well, are an important management tool for state and local agencies. These 
plans represent a long-tenn commitment on the part of management and the employee to a 
program of training and other activities that will assist the employee in obtaining the skills and 
knowledge needed to perfonn current duties and will also prepare the individual for a future in 
the program. 

There is a continuing need for staff development in state and local agencies, as new staff are 
hired, staff are transferred from other programs, regulations change, and new programs are 
created. Some staff development needs can be predicted, based on the requirements of a 
position; others arise as changes occur. 

Staff development can include fonnal training, through classroom courses, self-study, satellite 
courses, and computer-based courses; attending professional meetings; and on-the-job training 
and mentoring. At each stage of an employee's career, the appropriate mix of staff development 
resources might be different. 

Two Types of Staff Development Plans 

There are two broad types of staff development plans: "generic" plans for specific jobs, positions, 
or duties and individual plans for each employee. These two types of plans are complementary, 
in that it is much easier to plan for individual employee development if there is a generic plan 
that can serve as a reference. 

Tools for Trainers has gathered generic plans from several state and local agencies. Most of 
these plans identify specific courses, often identifying the suggested provider as well, that should 
be completed by employees in specific positions. The approach developed by the Texas Natural 
Resource Conservation Commission takes the extra step of explicitly defining skills required for 
each position and then identifying courses that are designed to address these skill areas. 

Preparing Staff Development Plans 

Staff development and staff development planning are processes; staff development plans are 
living documents. The planning process is a collaboration between the supervisor and the 
employee that can include the following steps: 

+ Assessment of the employee's immediate needs for the job at hand (current skills and 
knowledge compared to skills and knowledge needed for the position}- if your agency 
has a generic staff development or training plan for the position, this assessment is much 
easier since the required skills and knowledge (or required course prerequisites) will be 
described. 

Staff Development Plans - 1 
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+ Identification of potential resources to meet the needs identified. 

+ Development of a continuing plan for updating the employee's skills and knowledge and 
expanding skills and knowledge in new areas. 

Generic staff development plans and individual staff development plans should be updated 
frequently to reflect the changing environment in which agency staff work. New regulations, 
new technology, new industry moving into the state, and other factors can indicate the need for 
changes. Information from needs assessments can be used to update the plan and evaluation of 
training courses can be used to update provider suggestions in the plan. 
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STAPP A/ALAPCO 
ON-THE-JOB 

TRAINING CURRICULUM 

FUNCTIONAL JOB CATEGORIES 

Program Administration/Program Management 
Secretary 
Meteorology/ Air Modeling 
Ambient Monitoring 
Data Processing 
Administrative Enforcement 
Civil (Court) Enforcement 
Air Compliance Stationary Sources 
Air Compliance Mobile Sources 
Air Toxics 
Air Permitting 
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ON-THE-JOB TRAINING PLAN 
FOR 

PROGRAM ADMINISTRATION/PROGRAM MANAGEMENT 



IN-HOUSE TRAINING 

Training Task 

1. Introduction/Briefings 

A. orientation (See Checklist) 

2. Review and be familiar with: 

A. Operational/Technical Procedures 
Rules or Regulations 

B. Program Administrative SOP's 

C. State Statutes 

D. Summary of EPA Guidance 

E. EPA Program Grant Guidance 

3. Administrative Procedures: 

A. Budget Formulation 

B. Program Management Information 
system 

C. Administrative Policy Formulation 

D. Aff irmitive Action/EEO 

Method 

EKecutive Director 

Briefings and 
Self Instruction 

Briefings 

Self Instruction 

Briefing and 
Self Instruction 

Self Insturction 

Briefing 

Briefing and 
Self Instruction 

Briefing 

Human Resources 

Date Completed 



FORMAL TRAINING 

4 . Personnel Management Human Resources 

5. Budgeting Accounting 

6. Management Information Systems Classroom Course 

7. Legal Applications Chief Counsel 

8 . Conflict Management Human Resources/Seminar 

9 . Ethics in the Public Sector Human Resources/Seminar 

has satisfactorily completed all training requirements. 

Supervisor 

Training Official 
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ON-THE-JOB TRAINING PLAN 
FOR ADMINISTRATIVE SECRETARY 



Orientation Checklist 
1. Explain the mission and organization 

of Additionally, brief the 
individual on: 
a. Specific functions of the Program 

/Department/Division/Section 
b. Introduce individual to key personnel 
c. Weekly and Daily Work Schedules 
d. The individual's work requirements 
e. Accepted work practices 
f. Leave Policies 
g. Temporary Travel in-and-out of state 
h. Compensatory time 
i. Use and care of official vehicles 
j. Reporting requirements 
k. Process and/or prepare requisitions 

for safety equipment 

2. Defensive Driving Course 

3. Affirmative Action 

Method Date Completed 

Briefing by Supervisor 



Ill 
...... 
w 

Training Task 

1. Orientation (See Checklist) 

2. Department Administrative 
Procedures 

a. Telephone Etiquette 
b. Use of Off ice Equipment 

(1) Personal Computer 
(2) Facsimile 

'(J) Reproduction Machines 
c. Administrative Files 
d. correspondence Management 

(1) Document Preparation 
(2) Document Formats 
(3) Document Filing 

). Success Skills for Secretaries 
4. Time Management 
5. Priorities Management 
6. Management Techniques for 

Secretaries 
7. Computer Training 
a. Management Information Systems 
9. Communication Skills 

10. Managing in the Public Sector 
11. Conflict Management 
12. Ethics in the Public Sector 

IN-HOUSE TRAINING 

Method 

Briefing by Supervisor 
and Self Instruction 

Briefing and Self 
Instruction 

Briefing 
II ands-On 

Hands-On 
Hands-on 

FORMAL TRAINING 

Classroom 
Classroom 
Classroom 
Classroom 

Classroom/Hands-On 
Classroom 
Classroom/Workshops/Seminars 
Workshops/Seminars 
Classroom 
Workshops/Seminars 

Date Completed 

has satisfactorily completed all training requirements. 

Supervisor 
Training Official 
Agency Administrator/Director 
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OK-THE-JOB TRAINING 

HEfEOROLOGY/AIR MODELING POSifIONS 

HAKE: 

JOB CLISSIFICAf IOK: 

FORKlL EOUClTIOH: 

OlrE OJT IHITllfED: 

TR&IRIHG OFFICiftt: 

SUPERVISOR: 



TRHHIHG USK 

1) Orlentatlon: 

2) 

3) 

4) 

5) 

6) 

1 ) 

el 

Knowledge of llr Pollution Control let, 
Rules and Regulations, Emission 
Inventory, etc. 

Tille V Permits 

New Source Review 

Department Orlentatlon 

Electronic Messaging 

Department Technical Academy 

Vrlte to the Point 

Conflict Hanagement 

Hegotlatlon Workshop 

Supervisory Acadeny (when applicable) 

9} llr Pollution Control Orlentatlon 
(SI: 422) 

IN-BOOSE TRAINING 

Ht:TBOD 

Brleflng by Supervlsor 
and self-lnstructlon 

Bureau Staff 

Bureau Staff 

Buman Resources 

Bureau Staff 

Department Staff 

Buman Resources 

Buman Resources 

Buman Resources 

Buman Resources 

FORHAL fRAIRIHG 

Self-lnstructlon 

DATE 
COHPLETED 



10) EPl - Levels I, It and III 

11) Basic Air Pollution Meteorology 
(SI: 409) 

12) Introduction to Dispersion Hodellng 
(SI: 410) 

ll) EPA 1421 - Alr Pollution Dispersion 
Models - Application 

14) £Pl 1451 - Introduction to PKlO 
SIP Development 

15) Beginning Environmental Statistical 
rechnlques (Sl:473A) 

16) EPA 1400 - Introduction to lir 
Toxics 

17) Introduction to Risk Assessment/ 
Rlst Management (SI: 400) 

Classroom 
EOHSI, HJ 

Self-instruction 

Self-instruction 

Classroom 
Area Training Centers 

Classroom 
Area Training Centers 

Self-instruction 

Classroom 
Area Training centers 

Self-instruction 



OH-THE-JOB TRAIHIHC 

AHBIEHT HOHITORIHG POSITIOHS 

NAHE: 

JOB CLASSIFICATION: 

FORHAL EDUCATION: 

DATE OJf INITIATED: 

TRAIHIHG OFFICIAL: 

SUPERVISOR: 



TRAIKIKG USK 

1) Orientation: 

Principles and operating procedures of 
ambient nonltoring equipment 

Connonwealth of Pl. llr Honltorlng 
Systen computer tralnlng 

IK-BOUSE rR~IHIHG 

MErHOD 

Manuals and hands-on 
Provided by senior staff 

Manuals and hands-on 
Provided by senior staff 

Quality assurance prlnclples and practices Hanuals and hands-on 
Provided by senior staff 

2) 

3) 

4 ) 

5) 

6) 

7) 

s I 

g I 

Departnent Orlentatlon 

Department rechnical lcade11y 

Electronic Hessaglng rralnlng 

Right to Kno11 rralnlng 

Vr lte to the Point 

Conf llct Hanagement 

Hegotlatlon Vorll: shop 

Supervisory lea deny (when applicable) 

Ruman Resources 

Department Staff 

Bureau Staff 

Bureau Staff 

Bu11an Resources 

Hunan Resources 

Ru111n Resources 

Ruman Resources 

DUE 
COHPLEfEO 



10) 

11 ) 

12 ) 

1] ) 

14 ) 

15) 

16) 

1 7 ) 

18) 

19) 

20) 

TRAINING TASK 

EPA - Level I 

EPA I 165.2 - Personnel Protectlon 
and Safety 

Basic Air Pollution Meteorology 
(SI: 409) 

EPA 1426 - statistical Evaluation 
Methods for Alr Pollution Data 

EPA 1434 - Introduction to Ambient 
Air Honltorlng 

EPA 1415 - Atmospheric Sampling 

EPA 1436 - 439 - Slte Selection for 
Honltorlng of Specific Pollutants 

EPA 1443 - Chain of custody Procedures 
for Samples and Data 

EPA 1464 - Analytical Methods for 
Alr Quality Standards 

EPA 1470 - Quality Assurance 
for Measurement Systems 

EPA 1471 - General QA Consideration 
for Ambient Monitoring 

FORHAL TRA IH IHG 

METHOD 

Classroom 
EORSI, Hu Jersey 

Classroom/Rands-On 
Area rralning Centers 

Self-instruction 

C lassroon 
Area Training Centers 

Classroon 
Area rralning Centers 

Classroom 
Area Training Centers 

Classroon 
Area rralning Centers 

Classroon 
Area Training Centers 

Classroom 
Area rralnlng Centers 

C 1 assroon 
Area rralolng Centers 

Classroom 
Area rralnlng Centers 

DATE 
COMPLETED 



21 ) 

22) 

2l) 

TRIIRIHG flSK 

£Pl 1473 - Introduction to 
£nvlroonaotal Statistics 

Computer rrainlng: 
Word, Access, Excel, PoNerpoint 

Speclf lc Computer Software/Hardware: 
DEC, SUHX 

HEfROD 

Classroom 
Area rraining Centers 

Classroom/Bands-on 
Local Contractor 

Classroom/Bands-On 
Contractor 

DUE 
COMPLETED 



tD 
N 
w 

TRAINING MODEL FOR DATA PROCESSING STAFF 

IN-HOUSE TRAINING 

JrpingTuk 

I. Orimtation 

2. Departmm.t administrative procedma 

(•) purchuiog 

(h) inventory 

(c) cornspoDdmce m•agemad & prvCocob 

(d) fiJiag aystmas 

(c) after-laoun acm1 and timdlftpiag proCoa>ls 

J. EDdini data IUIUllaneal SJStan• ovuriEw 

(a) air quality monitoring data 

(b) aaiaiom immtury data 
i) eaf'ort'.mlCllt/compliaacc data 

ii) permit Ota 
ii) plmni.ag data 
iv) mobile IOCUUI data 

(c) tradling IJlfam 
i) permits 
ii) aaforamad actions 
iii) c:orrapondeau 

iv) olllu -----

(d) fillaDdal cl.ala IJstcml 

(e) eqaipmmt ilswntory data systam 

Mdiqd 

Briefing by aupeniaor. and Hlf' imtncti• 
self instnadioa 

Bri.eliap by appropriate adminirtr.tive staff 

Bridinp by appropriate staff 

Draft 11121196 

Date Completed 

(a) _____ _ 

(h) _____ _ 

(c) _____ _ 

(d) _____ _ 

(c) _____ _ 

(•) _____ _ 
(b)(i) -----

(b)(ii) -----
(h)(m) ------
(b~w) _____ _ 

(c)(i) -----
(c)(u) ------
(c:)(iJ) ...__ ____ _ 

(c:)(iv) ------
(d) _____ _ 

(e) _____ _ 



4. Huclwa.re ad aoftware 

(a) equipmat invmtory Oiti tiew 

(b) 1J*111 opentioa onrvinr 

S. SIDlh developwnt ill by softwan padmga 

(a) network opa idiog 1JSfaa • 

(b) data bue mmaganmt 

(c) urban none 

(d) oda.er ------

(a) point IOID"UI 

(b) mobh IOWUI 

(c) man ozone 

(d) otller -----

IN-HOUSE TRAINING, Cont. 

Brie&q by appnpride daft' 

Briefing by 81Jpropriate atall', 
+selfdudy. 
+ follcnr-up widl 1pproprialc stall 

Self studJ and projeds 

SdldodJ and project.I {See also formal 
traiam&. below) 

(•) _____ _ 
(b) ____ _ 

(a) _____ _ 

(b) _____ _ 

(c) _____ _ 

(d) _____ _ 

(•) _____ _ 
(b) _____ _ 

(c) _____ _ 

(d) _____ _ 

• 1bc nature of the jcb md lbc sizz ~th: agmcy may dictate that lldwvrt admlniPratil'Al and lir quality m@ling an: performed in a scpanle unit. ID lb.al 
case. a gicnaa1 undcntmd.ing of dlac an:as will be suflic:icol. 



8. Dealin1 with diffimlt people 
I 

10. Human raoul'ce mmaimimllsuperriaion 

11. Softwatt tniaiag appropriate to die dutia 
and 1kilb of the individual as funds pennit 

(a) systan1 operatioa 

(b) software application1 

(c) _____ _ 

FORMAL TRAINING 

O...room 

Claaroom 

Classroom 

Cius room 

------------- hu Hti.atadonly completed all tn.in.ing rquiranmta. 

Supenisor 

Training coonlinMor 

Agmcy Director/Administrator 
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ON-THE-JOB TRAINING PLAN 
FOR ADMINISTRATIVE ENFORCEMENT 

JOB CLASSIFICATION:. __________________ _ 

FORMAL EDUCATION: _________________ _ 

DATE OJT INITIATED: __________________ _ 

TRAINING OFFICIAL,_· -------------------

SUPERVISOR: _____________________ _ 



ON-THE JOB-TRAINING 
ADMINISTRATIVE ENFORCEMENT 

I. In-House Training TRAINEE 

2. Indoctrination Briefings 
A. Agency-Division-Department 
B. Agency Policies 
C. Administrative Procedures 
D. Standard Operating Procedures (SOPs) 

3. Review Operationffechnical Procedures, Rules or Regulations 
A. Specific EPA or State Agreements 
B. Statutes, Rules, Regulations 

4. Safety Policies and Procedures 
A. Safety Requirements (Manual) 
B. Emergency Preparedness 

5. Field/Site Familairization 
A. Survey Regulated Facilities 
B. Familiarity with Pertinent Air Monitoring and Air 

Pollution Control Systems 

6. Preparation of Enforcement Documents 
A. Notice of Violations/Warning Notices 
B. Consent Orders/Citations 
C. BEN/ABLE or Other Penalty Calculations 

SUPERVISOR DATE 



ON-THE-JOB-TRAINING 
ADMINISTRATIVE ENFORCEMENT 

7. PROGRAM/FUNCTIONAL TRAINING REQUIREMENTS 

Mandatory 

Sl:422 Air Pollution Control 
Orientation or CARB's 
100 Series 

Sl:43 I Air Pollution Control 
Systems for Select Industries 

DATE 

T 446: Inspection Safety Procedures __ 
Or Equivelent CARB course 

444: Air Pollution Field 
Enforcement or CARD fundamentals 
Of Enforcement 

CARB 300 Enforcement Symposium __ 
Western State's Basic Investigations __ 

Course 
CARB 350 Mutual Settlement 

Workshop or Equivalent Course 

"SI"= Self-Instructional Courses 

SUPERVISOR Electives DATE 

Western State's 
Negotiations Training 

CARB's Source 
Specific Courses 

SUPERVISOR 

"T" = Telecourses through Satellite Broadcasting 

NOTE: The completion of mandatory and elective training is predicated on availablity of funds and courses provided by EPA, APTI 
and CARD. 

------------ Has satisfactorily completed all training requirements. 

Supervisor ________________ Date: ___ _ 

Training Coordinator Date: ___ _ 
Assistant Director Date: ___ _ 
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ON-THE-JOB TRAINING PLAN 
FOR CIVIL (COURT) ENFORCEMENT 

JOB CLASSIFICATION:.__ _________________ _ 

FORMAL EDUCATION: _________________ _ 

DATE OJT INITIATED: __________________ _ 

TRAINING OFFICIAL:,_ _________________ _ 

SUPERVISOR:. ____________________ _ 



ON-THE JOB-TRAINING 
CIVIL (COURT) ENFORCEMENT 

1. In-House Training TRAINEE 

2. Indoctrination Briefings 
A. Agency-Division-Department 
B. Agency Policies 
C. Administrative Procedures 
D. Standard Operating Procedures (SOPs) 

3. Review Operation/Technical Procedures, Rules or Regulations 
A. Specific EPA or State Agreements 
B. Statutes, Rules, Regulations 

4. Safety Policies and Procedures 
A. Safety Requirements (Manual) 
B. Emergency Preparedness 

5. Field/Site Familiarization 
A. Survey Regulated Facilities 
B. Familiarity with Pertinent Air Monitoring and Air 

Pollution Control Systems 

6. Preparation of Enforcement Documents 
A. Notice of Violations/Warning Notices 
B. Consent Orders/Citations 
C. BEN/ ABLE or Other Penalty Calculations 

SUPERVISOR DATE 



tl:I 
w 
w 

ON-THE-JOB-TRAINING 
CIVIL (COURT) ENFORCEMENT 

7. PROGRAM/FUNCTIONAL TRAINING REQUIREMENTS 

MandatoQ' DATE SUPERVISOR Electives DATE SUPERVISOR 

SI:422 Air Pollution Control 
Orientation or CARB's 
100 Series 

SI:431 Air Pollution Control 
Systems for Select Industries 

T 446: Inspection Safety Procedures __ 
Or Equivalent CARB course 

444: Air Pollution Field 
Enforcement or CARB Fundamentals 
Of Enforcement 

CARB 300 Enforcement Symposium~
Western State's Basic Investigations __ 

Course 
CARB 350 Mutual Settlement 

Workshop or Equivalent Course 

"SI"= Self-Instructional Courses 
"T" = Telecourses through Satellite Broadcasting 

Western State's 
Negotiations Training 

CARB' s Source 
Specific Courses 
Western State's 
Advanced Environmental 
Enforcement Training 
CST:303 Pleading 
And Litigating Civil Penalties 
CRM: 101 Environmental 
Crimes Awareness 

NOTE: The completion of mandatory and elective training is predicated on availability of funds and courses provided by EPA, APTI 
andCARB. 

------------Has satisfactorily completed all training requirements. 

Supervisor ________________ Date: ___ _ 
Training Coordinator Date: ___ _ 
Assistant Director Date: ___ _ 
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ON-THE-JOB TRAINING PLAN 
AIR COMPLIANCE STATIONARY SOURCES 

JOB CLASSIFICATION· __________________ _ 

FORMAL EDUCATION: _________________ ~ 

DATE OJT INITIATED. __________________ _ 

TRAINING OFFICIAL: __________________ _ 

SUPERVISOR: ____________________ _ 



ttl 
w 
CJ'\ 

I. In-House Training TRAINEE 

2. Indoctrination Briefings 
A. Agency-Division-Department 
B. t\gcm.:y Poli1.:1c~ 
C. Administrative Procedures 
D Standard Operating Procedures (SOPs) 

3. Review Operation/Technical Procedures, Rules 01 Regulations 
A. Specific EPA or State Agreements 
B. Statutes, Rules, Regulations 

4. Safety Policies and Procedures 
A. Safety Requirements (Manual) 
B. Emergency Preparedness 

5. Field/Sile Familiarization 
A Survey Regulated Facilities 
13. Familiarity with Pertinent Air 

Pollution Control Systems 

6. P1eparahon of Enforcement Documents 
A. Notice of Violations/Warning Notices 
B Consent Orders/Citations 
C. BEN/ABLE or Other Penalty Calculations 

SUPERVISOR DATE 



7. PROGRAM/FUNCTIONAL TRAINING REQUIREMENTS 

Mandat01y 

SI ·422 Air Pollut10n Control 
Onentat1on or CARB's 
100 Series 

Sf :431 Air Pollution Control 
Systems for Select I nclustnes 

T 445 Introduction to Basel me 
Source Inspection Tech111ques 

DATE 

T 446 Inspection Safety Procedu1es __ 
Or Eqmvalent CARB course 

VE 325 V1s1ble Emissions or 
CARB's 101 

444 Air Pollut1011 Field 
Enforcement or CARB fundamentals 
Of Enforcement 

450 Source Sampling fo1 
Pollutants 

CARB 300 Enforcement Symposium __ 
Western State's Basic Investigations __ 
CARB 350 Mutual Settlement 

Workshop or Equivalent Course 

"SI"= Self-Instructional Courses 

SUPERVISOR Elccltves DATE 

Western State's 
Negot1allons Trammg 

CARB's Source 
Spec1 fie Courses 

Western State's 
Advanced Environmental 

Enforcement Traming 
CST.303 Pleading 
And Litigating Civil Penalties 

CRM· 101 Environmental 
Crimes Awareness 

SUPERVISOR 

"T" = Telecourses through Satellite Broadcasting 

NOTE. The completion of mandatory and elective training is predicated on ava1lab1hty of funds and courses provided by EPA, APT! 
and CARB. 

-------------Has satisfactorily completed all trammg reqmrements 
Supervisor _________________ Date ___ _ 

Training Coordinato1 Date. ___ _ 
Assistant Director Date. ___ _ 
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ON-THE-JOB TRAINING PLAN 
AIR COMPLIANCE MOBILE SOURCES 

JOB CLASSIFICATION-------------------

FORMAL EDUCATION------------------

DATE OJT INITIATED-------------------

TRAINING OFFICIAL· __________________ _ 

SUPERVISOR: ____________________ _ 



5. PROGRAM/FUNCTIONAL TRAINING REQUIREMENTS 

Mandatory DATE SUPERVISOR Electives DATE SUPERVISOR 

EPA's Motor Vehicle Emissions 
Control self-paced series 

SI:422 Air Pollution Control 
Orientation or CARB's 
100 Series 

CSU course on auto emissions 
Control technology, vehicle 
Maintenance, and A/C operations 

Hands-on intro training in bnsic 
MOBILE series, CALJAl-IC. 
And VMT or related systems 

411 Air Pollution Dispersion Models __ 
452 Principles and Practice of Air 

Pollution 

"SI"= Self-Instructional Courses 
'T" = Telecourses through Satellite Broadcasting 

480 Control Measures for 
for CO, 03, and NOX 

484 Motor Vehicle Emissions 
Control-Diagnosis and Repair 

485 Motor Vehicle Emissions 
Control (Revised) 

486 Motor Vehicle Emissions 
Conhol-Quality Assurance li.l1 
1/M 

NOTE: The completion of mandatory and elective traming is predicated on availability of funds and courses provided by EPA, APTI 
and CARn. 

------------Has satisfactorily completed all training 1equirements. 

Supervisor ________________ Date· ___ _ 

Training Coordinator Date: ___ _ 
Assistant Di1ector Date: ___ _ 



5. PROGRAM/FUNCTIONAL TRAINING REQUIREMENTS 

Mandatory DATE SUPERVISOR Electives DATE SUPERVISOR 

EPA's Motor Vehicle Emissions 
Control self-paced series 

S1:422 Air Pollution Control 
Orientation or CARB's 
100 Series 

CSU course on auto emissions 
Control technology, vehicle 
Maintenance, and A/C opeiations 

Hands-on intro traming in basic 
MOBILE series, CAL3AHC. 
And VMT or related systems 

411 Air Pollution Dispersion Models __ 
452 Principles and Practice of Air 

Pollution 

"SI"= Self-Instructional Courses 
'T" = Telecourses through Satellite Broadcasting 

480 Control Measures for 
for CO, 03, and NOX 

484 Motor Vehicle Emissions 
Control-D1agnos1s and Repair 

485 Motor Vehicle Em1ss1011s 
Control (Revised) 

486 Motor Vehicle Em1ss1ons 
Cont1ol-Q11ality Ac;;su1nm:e fill 
l/M 

NOTE: The completion of mandatory and elective training is predicated on availab1hty of funds and courses provided by EPA, APT! 
and CARB. 

-------------Has sat1sfactonly completcu all t1<11111ng 1equ11emcnts 

Supe1 vi~or _________________ Date ___ _ 

Tiaining Coordinator Date ___ _ 
Assistant Director Date ___ _ 
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ON-THE-JOU TRAINING PLAN 
FOR AIR TOXICS SPECIALIS r 

JOB CLASSIFICATION-------------------

FORMAL EDUCATION: _________________ _ 

DATE OJT INITIATED: __________________ _ 

TRAINING OFflCIAL· __________________ _ 

SUPERVISOR: ____________________ _ 



I. In-House Training 

2 lndoct1 ination Briefings 
A. Agency-D1vision-Depa1 tment 
13. Agency Policies 
C Administrative P1ocedures 
D Standard Opeiating P1ocedures (SOP) 

ON-THE JOB-TRAINING 
AIRTOXICS SPECIALIST 

TRAINEE 

3. Review Operationff echnical Procedures, Rules or Regulations 
A. Specific EPA or State Agreements 
B. Statutes, Rules, Regulations 
C. Clean Air Act, as amended 
D. Specific Air Toxic Laws & Regs 

.4. Safety Policies and Procedure 
A. Safety Requirements (Manual) 
B Emergency P1eparedness 
C. Safety Equipment 
D. Firsl Aid and CPR 

5. Field/Site Familairization 
A. Survey Regulated Facilities 
B. Familimity with Pertrnent Ai1 
Pollut1on Cont10l Systems & Control Technology 
C. Fam1lianty with Toxics Sources 

6. Specific Air Toxics Sk1lls/Activ1ties 
A. Agency Toxics Review Procedures 
B Fede1 al Toxics Regs. 
C. Risk Assessment/Risk Management 

SUPERVISOR DATE 



7. Program/functional Traming Requirements 

Mandatory 

Sl:422 Air Pollution Cont1ol 
Orientation or CARB's 
100 Series 

Sf :431 Air Pollution Control 
Systems for Select Industries 

T 446: Inspection Safety P1ocedu1es 
or Equivelent CARB course 

A. Intermediate 
400-lntroduction to I laza1dous 
Air Pollutants 

B. Advanced 
Sl:404-Urban Air Toxics 
Sl:473B-Introduction to 

Environmental 
Statistics 

C. Specialty -Monitoring 
435-Atmospheric Samp,mg 
426-Statistical Evaluation 

Methods for Ai1 Pollution 
Data 

DATE 

tp 
~ D. Specialty-Compliance 
Vl 

427-Combustion Evaluation 
482-Sources and Control of 

Volatile Organic Air 
Pollutants 

ON-THE-J013-TRAINING 
AIR TOXICS SPECIALIST 

SUPERVISOR Electives 

CARB's Sou1ce 
Specific Courses 

DATf- SUPERVISOR 



Mandatory 

456-Fugitive VOC Leak 
Detection 

Sl:458 Hazardous Was1e 
Calculalions 

502 Hazardous Wasle 
Incineration 

SOJ AciJl!11t a11d E11u.:1gcm:y 
Management 

DATE SUPERVISOR Electives DATE SUPERVISOR 

"Sl"=Self-lnslt uclional Courses 
"T"==Telecourses through Satellite Broadcasting 

NOTE. The completion or mandatory and elective tra111111g is p1ed1ca1eJ on uvatlablity or runds a11d cout!>\!S p1ov1ded by EPA, APTI 
and CARB. 

_____________ Has satisfactorily completed all training requi1ements. 

Superv1srn _________________ Da1e. ___ _ 

Training Coord111nto1 Date. ___ _ 
Assistant Directo1 Date· ----



ON-THE-JOB TRAINING PLAN 
FOR AIR PERMIT SPECIALIST 

JOB CLASSIFICATION. __________________ _ 

f'ORMAL EDUCATION. _________________ _ 

DATE OJT INITIATED: __________________ _ 

TRAINING OFFICIAL: __________________ _ 

SUPERVISOR·----------------------



I. In-House Training 

2. Indoctrination Briefings 
A. Agency-Division-Department 
B. Agency Policies 
C. Admmisllative Procedures 
D. Standat"d Operating Procedures (SOPs) 

ON- l"llE JOB- I RAINING 
AIR PERMIT SPECIALIST 

TRAINEE 

3. Review Opetationffechnical Procedures, Rules or Regulations 
A. Specific EPA or State Agreements 
B. Statutes, Rules, Regulations 
C. Clean Ait Act, as amended 
D. Permit Process/ Regulatory Process 

4. Safety Policies and Procedures 
A. Safety Requirements (Manual) 
0 Emergency Pteparedness 

5. Field/Site Familairization 
A. Survey Regulated Facilities 
B. Familiarity with Pertinent Air 
Pollution Control Systems & Control Technology 
C. Familiarity with Permitted Sources 

6. Specific Permitting Skills/Activities 
A. Writing Permits &Permit Conditions 
13. Negotiation Skills 
C. Familiarity with Hearing Process 

SUPERVISOR DATE 



7. Program/Functional Trnining Requirements 

Mandatory 

SI:422 Air Pollution Control 
Orientation or CARB's 
100 Series 

SI:43 I Air Pollution Control 
Systems for Select Indush ies 

T 446: lnspe<.:tion Safoty Prm:e<luaes 
Or Equivelent CARB course 

SI:460: Introduction to Permitting 
460 Intro. To Permits 

DATE 

454 Effective Permit Writing Wkshp __ 
461 Intermediate Permitting 
Sl:453 Overview of PSD Regulations __ 

"SI"= Self-Instructional Courses 

ON-THE-JOB-TRAINING 
AIR PERMIT SPECIALIST 

SUPERVISOR Electives DATE 

Western States' 
Negotiations Train111g 

CARB's Sou1ce 
Spcc1lic Cou1scs 

SUPERVISOR 

"T" = Telecourses through Satellite Broadcasting 

NOTE: The completion of mandatory and elective training is predicated on availablity off unds and courses provided by EPA, APTI 
and CARB. 

-------------Has satisfactorily completed di I training 1equirements. 

Supervisor _________________ Date: ___ _ 

Training Coordinator Date: ___ _ 
Assistant Director Date. ----
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Texas Natural Resource Conservation Commission 
September 16, 1997 

Training Support Process 
for 

Career Ladders 

Job Analysis 
(Training Needs 

Assessment) 

-.---.-·-.-.-""" 

BSl 
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Training Support Process 
for 

Career Ladders (Continued) 

Stakeholders 

Tasks 

Deputy Executive Director 
Deputy Director 
Division Director 
Section Manager 
Subject Matter Experts 
Training Academy 
Staffing and Classification Section 
Compensation and Benefits Section 
Budget and Planning D1vis1on 
Strategic Planning and Appropriations Section 

Assist with development of Knowledge and Skill Requirements (KSR) 
Identify sources for supporting topics for each KSR. 
Identify trairung requirements. 
Assist in prioritizing training reqmrernents 

Deliverables 

Job Specification for each classification level 
Training Requirements 

Training Topic Worksheets 
Training Topics Currently Available From Vendors 
Training Topics Currently Available From the Training Academy 
Training Topics To Be Developed By the Training Academy 
Training Requirements Listing 
Prioritized Listing of Training Requirements 
Where Do We Go From Here? 

2 



Training Support Process 
for 

Career Ladders (Continued) 

Stakeholders 

Tasks 

Division Director 
Section Manager 
Subject Matter Experts 
Training Academy 
External Vendors 
Budget and Planning Division 
Grants and Contracts Management Division 
Financial Administration Division 
Legal Division 

• Obtam consolidated, prioritized training requirements listing from div1s1on director. 
• Review on-the-shelf training topics. 

Validate goodness of fit of on-the-shelf training with identified training 
requirements. 
Modify on-the-shelf traming to meet training requirements. 

• Research data regarding topics to be developed· 
ldentJfy possible external and mternal sources for design and development of 
traming materials. 

• Conduct make or buy analysis: 
Technical complexity of subject matter 
Agency-unique versus generic training content 
Availability of subject matter experts 
Anticipated demand for the trainmg 
Costs (direct and indirect) 
Budget 
Time 
Expertise/Expenence/Reputat1on 
Quality 
Target Audience 
Agency History and Culture 
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• Work with division directors, program staff, and budgeting staff to identify sources of 
funding. 

• Develop contract package to support outsourcing of design, development, and/or 
delivery, as appropriate. 

• Complete the design phase for training to be completed internally: 

Deliverables 

Construct learning objectives (to include condition, behavior, and standard) for 
each KSR (coordinate with subject matter experts). 
Construct evaluation items for each objective. 
Detennme the optimal training strategy. 
Detennme the logical sequence for training. 

Listing of courses to be outsourced for design, development, and/or delivery 
Contract packages for the design, development, and/or delivery of courses 
Listing of courses to be developed by agency staff 
Learning objectives for each KSR 
Evaluation items for each objective 
Training strategy for each course module 
Sequence of course modules and topics 

4 



Training Support Process 
for 

Career Ladders (Continued) 

Stakeholders 

Tasks 

Division Director 
Section Manager 
Subject Matter Experts 
Training Academy 
External Vendors 
Budget and Planning Division 
Grants and Contracts Management Division 
Financial Admirustration Division 
Legal Div1s1on 

• For development of traming materials by external vendors: 
Host a meetmg with representatives of the external vendor and the subject matter 
experts to: 

Clarify contract issues 
Review target dates 
Establish support requirements 
Validate roles and responsibilities 
Share mforrnat1on regard.mg points of contact (such as phone numbers, 
Internet addresses, and fax numbers) 

Monitor the vendor's progress in meeting the target timetable 
Review draft products for overall quality and instructional design soundness 
Coordinate content review of draft products by subject matter experts. 
Ensure timely payment of the vendor. 

• For development oftraming materials by agency staff 
Select the appropnate delivery method(s). 
Develop course documentation (in conjunction With subject matter experts)· 

Course Outlme 
Class Schedule 
Facilitator Guide (to mclude Lesson Plans and audiovisual aids) 
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Participant Manual 
Pre-test/Post-test, as applicable 

Deliverables 

Course Outline 
Class Schedule 
Facilitator Guide (to include Lesson Plans and audiovisual aids) 
Participant Manual 
Pre-test/Post-test, as applicable 
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Training Support Process 
for 

Career Ladders (Continued) 

Stakeholders 

Tasks 

Division Director 
Section Manager 
Subject Matter Experts 
Training Academy 
Field Operations Division (for training deliveries to Regional Offices) 
Regional Office Managers, as appropriate 
Regional Office L1a1sons (TA and Legal, as appropriate) 
Class Participants 

• For all training deliveries 
Reserve the training room. 
Construct a course description and a class announcement. 
Coordinate with TA Registration Team for data entry into software system 
Reproduce course materials. 
Coordinate construction of class signs. 
Set up the classroom 
Post proctor/instructor data on the whiteboard (Name, Phone#, and Cube#) 
Circulate the class roster for signature 
Administer class evaluations. 
Distribute course completion certificates. 
Ensure accomphshment of housekeeping activities. 
Return the room to the "standard configuration." 
Return equipment to the storage location 
Lock cabinets and doors. 
Pass signed class rosters to the Registration Team 
Construct a project summary and forward copies to the appropnate team leader 
and the TA Section Manager 

7 

B57 



B58 

• For delivery of training by external vendors or other agency staff: 
Coordinate requirements for audiovisual equipment. 
Coordinate reproduction of handouts. 
Introduce the speaker to class participants. 
Monitor the delivery of training. 
Provide the speaker a copy of class evaluations. 
Ensure the timely payment of the vendor. 

• For delivery of training by Training Academy staff: 

Deliverables 

Reserve audiovisual equipment. 
Reproduce handouts. 
Deliver training. 

Training for agency staff 
Completed course evaluations 
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Training Support Process 
for 

Career Ladders (Continued) 

Stakeholders 

Tasks 

Division Directors 
Section Managers 
Subject Matter Experts 
Training Academy 
Field Operations Division (for traming deliveries to Regional Offices) 
Regional Office Managers, as appropriate 
Regional Office Liaisons (TA and Legal, as appropriate) 
Class Participants 
Participant Supervisors 
External Vendor 

• ReVJew class evaluations to identify trends and/or course revisions. 
• Provide feedback to external vendors regarding revisions to course materials or 

presentation skills. 
• Revise course materials or presentation skills, as appropnate, for training delivered by 

agency staff. 

Deliverables 

Course revisions 
Summary of class evaluations for management review 
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Training Support Process 
for 

Career Ladders 

Job Analysis 
(Training Needs 

Assessment) 

·--.. --.-., ":""""'."":"'.:~.--""· 
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Knowledge or Skill 

1. Knowledge of applicable local, state, and federal 
ordinances and laws. 
a. Describe significant federal and state 

legislation relating to environmental 
contamination and remediation. 

-

• AM=Ambient Monitoring Team 

•• Ed= Education (Academic) 
PR = Professional Requirement 

Traini11g Topics JJ!orks/1eet 
for 

Emissio11 Eva/11ator I 

Supporting Topic(s) 

Air Pollution Control Orientation Course 
(APTI SI:422) 

30 TAC 101through122 (Air Regulation) 
Introduction to air-related programs 
Overview of permitting and enforcement 

processes 
TNRCC Smoke School (Visible 

Emissions Course) 
Introduction to Hazardous Air Pollutants 

(APTI 400) 
40 CFR 60 New Source Performance 

Standards and Stack Test Methods 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

Team* Source for 
Satisfying Topic** 

All Exp, TA 

ST Exp, OJT 
All Exp, TA (TBD) 
All Exp, TA (TBD) 

All Exp, TA 

ST Exp, TA 

ST Exp, OJT 

Exp= Experience (Tenure) 
TA = Training Academy 



2. Knowledge of air sampling methodologies and Air Pollution Control Orientation Course All Exp, TA 
techniques. (APTI SI:422) 

TNRCC Smoke School (Visible All Exp, TA 
Emissions Course) 

40 CFR 60 New Source Performance ST Exp,OJT 
Standards and Stack Test Methods 

Principles and Practices of Air Pollution AM Exp, TA 
Control (APTI 452) 

Atmospheric Sampling (APTI 435) AM Exp, TA 
Initial Demonstration of Analytical AM Exp, OJT 

Capabilities (IDAC) for Level I 
Sampling Procedures Manual for Level I All Exp,OJT 
Laboratory Methods Manual for Level I All Exp,OJT 
Laboratory and Mobile Monitoring AM Exp,OJT 

Quality Assurance Policies and 
Procedures Manual for Level I 

3. Knowledge of scientific and engineering 
principles, techniques, and procedures. 
a. Explain operation of pollution abatement Air Pollution Control Orientation Course All Exp, TA 

equipment. - (APTI SI:422) 
Baseline Source Inspection Techniques ST Exp, TA 

(APTI 445) 
b. Explain operation of air sampling Baseline Source Inspection Techniques ST Exp, TA 

equipment. (APTI 445) 

4. Knowledge of higher mathematics. Mathematics Review for Air Pollution ST Exp, TA 
Control (APTI SI: 100) 

5. Skill in the use and maintenance of various Initial Demonstration of Analytical AM Exp,OJT 
scientific instruments. Capabilities (IDAC) for Level I 

6. Skill in performing work according to standard Enforcement and Compliance Guidelines ST Exp, OJT 
operating procedures. In-House standard operating procedures AM Exp, OJT 

Inspection Safety Procedures (APTI 446) ST Exp, TA 
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7. Skill in performing algebraic calculations. Mathematics Review for Air Pollution All Exp, TA 
Control (APTI SI: 100) 

8. Skill in organizing routine technical work. All Exp, Exp 
a. Adhere to activities and target dates None 

established in project management plans. 

9. Skill in communicating effectively with the 
public, regulated community and professional 
groups. 
a. Communicate clearly and accurately with Introduction to the Programs of the All Exp, TA 

internal and external customers. TNRCC 
b. Review documents for administrative 

accuracy. 

IO. Skill in exercising good judgment. Enforcement and Compliance Guidelines ST Exp, OJT 
Inspection Safety Procedures (APTI 446) ST Exp, TA 

l I. Skill in making technically sound decisions. Enforcement and Compliance Guidelines ST Exp, OJT 
Inspection Safety Procedures (APTI 446) ST Exp, TA 

12. Skill in using word processing and database 
computer programs. 
a. Produce documents such as letters, lists, Windows 3.1/Windows 95 Level I All Exp, TA 

and charts using standard agency WordPerfect 6.1 for Windows Level I Exp, TA 
software. Corel Office Professional 8 Suite for Exp, TA 

Windows 95 
b. Enter data, search databases, and extract Quattro Pro for Windows Level 1 All Exp, TA 

data to support reports and analyses Paradox for Windows Level I Exp, TA 
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13. Skill in working in a safe manner and using 
personal protection and safety equipment. 
a. Operate in a potentially hazardous area 8-Hour OSHA Refresher Safety Training All Exp, TA 

observing appropriate safety procedures. 24-hour OSHA Safety Training 
40-hour OSHA Hazardous Materials 

b. Demonstrate effective CPR and First-Aid Cardiopulmonary Resuscitation Course All Exp, TA 
techniques. A or American Red Cross 

c. Demonstrate appropriate safety Division training program for Level I All Exp, OJT 
procedures. 

d. Demonstrate effective hydrogen sulfide (South Plains College course or All Exp, Ed 
safety techniques. Carolyn Guillory, Houston RO) 

e. Demonstrate effective safety procedures ST Exp, TA 
while working at heights. Inspection Safety Procedures (APTI 446) 

f. Demonstrate effective platform safety ST Exp, TA 
procedures. Inspection Safety Procedures (APTI 446) 

14. Knowledge of basic plant operations and those TNRCC Smoke School (Visible All Exp, TA 
variables that could effect representative Emissions Course) 
sampling. Baseline Source Inspection Techniques ST Exp, TA 

(APTI 445) 

15. Skill in evaluating basic plant operational data to Baseline Source Inspection Techniques ST Exp, TA 
verify level of operation during testing. (APTI 445) 

16. Skill in working at heights in excess of 150 feet. Inspection Safety Procedures (APTI 446) ST Exp, TA 
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17. Knowledge of the agency's organizational 
structure, primary functions, and operating 
policies and procedures. 
a. Explain the mission and goals of the Agency Orientation TA 

TNRCC. 
b. Apply agency policies and procedures to 

the work environment. 
c. Assist internal and external customers in 

locating appropriate offices and staff to 
resolve questions and issues. 

d. Define sexual harassment terms and Equal Employment Opportunity for TA 
behavior. Employees 

e. Apply the agency's policy on sexual 
harassment to the work environment. 

f. Define terms associated with disabilities. 
g. Identify acceptable and unacceptable 

terminology associated with disabilities. 
h. Apply the agency's policy on disabilities 

to the work environment. 
I. Define terms associated with diversity. 
j. Identify organizational problems that can Valuing Diversity in the Workplace Exp, TA 

inhibit the full participation of a diverse 
workforce. 

k. Apply the agency's policy on diversity to 
the work environment. 
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1. 

Knowledge or Skill 

Knowledge of applicable local, state, and federal 
ordinances and laws. 
a. Describe significant federal and state 

legislation relating to environmental 
contamination and remediation. 

* AM=Ambient Monitoring Team 

•• Ed =Education (Academic) 
PR= Professional Requirement 

Training Topics Works/leet 
for 

Emission Eva/11ator II 

Supporting Topic(s) 

Advanced Source Sampling Workshop 
(APTI Workshop) 

Overview of PSD Regulations (APTI 
SI:453) 

Continuous Emissions Monitoring 
Systems - Operation and 
Maintenance of Gas Monitors 
(APTI SI:476b) 

Introduction to Permitting (APTI SI:460) 
40 CFR 266-290, Appendix IX (00-

Level Test Methods) 
40 CFR 51, Appendix M, (200-Level Test 

Methods) 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

Team* Source for 
Satisfying Topic** 

ST Exp, TA 

ST Exp, TA 

ST Exp, TA 

ST Exp, TA 
ST Exp, OJT 

ST Exp, OJT 

Exp= Experience (Tenure) 
TA = Training Academy 
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2. Knowledge of air sampling methodologies and 
techniques. 
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Advanced Source Sampling Workshop ST Exp, TA 
(APTI Workshop) 

Analytical Methods for Air Quality AM Exp, TA 
Standards (APTI 464) 

Source Sampling for Pollutants (APTI ST Exp, TA 
450) ST Exp, TA 

Continuous Emission Monitoring 
(APTI 474) AM Exp, OJT 

Gas chromatography orientation AM Exp,OJT 
Urban Air Toxics (APTI SI:404) AM Exp, TA 
Introduction to Ambient Air Monitoring AM Exp, TA 

(APTI SI:434) 
Global Positioning System Certification AM Exp, TA 
.. Redbook" Quality Assurance Handbook ST Exp,OJT 

for Air Pollution Measurement, 
Volumes I & III 

Quality Assurance for Source Emission ST Exp, TA 
Measurements (APTI SI:414) 

Overview of PSD Regulations (APTI ST Exp, TA 
SI:453) 

Continuous Emissions Monitoring ST Exp, TA 
Systems - Operation and 
Maintenance of Gas Monitors 
(APTI SI:476b) 

Initial Demonstration of Analytical AM Exp, OJT 
Capabilities (IDAC) for Level II 

Sampling Procedures Manual for Level II All Exp, OJT 
Laboratory Methods Manual for Level II All Exp, OJT 
Laboratory and Mobile Monitoring AM Exp, OJT 

Quality Assurance Policies and 
Procedures Manual for Level II 
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3. Knowledge of scientific and engineering Advanced Source Sampling Workshop ST Exp, TA 
principles, techniques, and procedures. (APTI Workshop) 

Analytical Methods for Air Quality AM Exp, TA 
Standards (APTI 464) 

Source Sampling for Pollutants (APTI ST Exp, TA 
450) ST Exp, TA 

Continuous Emission Monitoring 
(APTI 474) ST Exp, OJT 

"Redhook" Quality Assurance Handbook 
for Air Pollution Measurement, 
Volumes I & Ill ST Exp, TA 

Quality Assurance for Source Emission 
Measurements (APTI SI:414) AM Exp, TA 

Air Pollution Field Enforcement 
(APTI 444) AM Exp, OJT 

Gas chromatography orientation AM Exp, OJT 
Urban Air Toxics (APTI SI:404) AM Exp, TA 
Introduction to Ambient Air Monitoring 

(APTI Sl:434) AM Exp, TA 
Global Positioning System Certification ST Exp, TA 
Overview of PSD Regulations (APTI ST Exp, TA 

SI:453) 
Continuous Emissions Monitoring ST Exp, TA 

Systems - Operation and 
Maintenance of Gas Monitors 
(APTI SI:476b) 

How to Comply With Good Laboratory AM Exp, TA 
Practices Regulations (APTI 
Workshop) 
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5. 

6. 

7. 

8. 

Knowledge of higher mathematics and statistics. 

Knowledge of basic plant operations and those 
variables that could effect representative 
sampling. 

Skill in the use and maintenance of various 
scientific instruments. 

Skill in performing work according to standard 
operating procedures. 

Skill in performing algebraic and statistical 
calculations. 
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"Redhook" Quality Assurance Handbook ST Exp, OJT 
for Air Pollution Measurement, 
Volumes I & III 

Quality Assurance for Source Emission ST Exp, TA 
Measurements (APTI SI:414) 

lntroduction to Ambient Air Monitoring AM Exp, TA 
(APTI SI:434) 

None All Exp 

Gas chromatography orientation AM Exp, OJT 
Global Positioning System Certification AM Exp, TA 
"Redhook" Quality Assurance Handbook ST Exp, OJT 

for Air Pollution Measurement, 
Volumes I & III 

Quality Assurance for Source Emission ST Exp, TA 
Measurements (APTI SI:414) 

RG-3 ld (Regulatory Guidance) ST Exp, OJT 
Analytical Methods for Air Quality AM Exp, TA 

Standards (APTI 464) 
Initial Demonstration of Analytical AM Exp, OJT 

Capabilities (IDAC) for Level II 

Analytical Methods for Air Quality AM Exp, TA 
Standards (APTI 464) 

Time Management All Exp, TA 

Introduction to Ambient Air Monitoring AM Exp, TA 
(APTI SI:434) 

"Redhook" Quality Assurance Handbook ST Exp, OJT 
for Air Pollution Measurement, 
Volumes I & III 

Quality Assurance for Source Emission ST Exp, TA 
Measurements (APTI SI:414) 
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9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

Skill in planning and organizing routine technical 
work. 
a. Adhere to activities and target dates 

established in project management plans. 

Skill in communicating effectively with the 
public, regulated community and professional 
groups. 
a. Communicate clearly and accurately with 

internal and external customers. 
b. Review documents for administrative 

accuracy. 

Skill in exercising good judgment. 

Skill in making technically sound decisions. 

Skill in using computers for word processing and 
database manipulation .. 
a. Produce documents such as letters, lists, 

and charts using standard agency 
software. 

b. Enter data, search databases, and extract 
data to support reports and analyses 

Ability to work in a safe manner and to use 
personal protection and safety equipment. 

Skill in evaluating basic plant operational data to 
verify level of operation during testing. 

Skill in working at heights in excess of 150 feet. 

November 24, 1997 j 

Time Management All Exp, TA 

Writing That Speaks! All Exp, TA 

Time Management All Exp, TA 
Introduction to Permitting (APTI Sl:460) ST Exp, TA 

Time Management All Exp, TA 

Windows 3.1/ Windows 95 Level II All Exp, TA 
WordPerfect 6.1 for Windows Level II All Exp, TA 
CANVAS/Map Expert AM Exp, OJT 
Paradox for Windows Level II All Exp, TA 
Quattro Pro for Windows Level II All Exp, TA 

Division training program for Level II AM Exp, OJT 

None ST Exp 

None ST Exp 
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Knowledge or Skill 

1. Knowledge of applicable local, state, and federal 
ordinances and laws. 
a. Describe significant federal and state 

legislation relating to environmental 
contamination and remediation. 

* AM=Ambient Monitoring Team 

** Ed = Education (Academic) 
PR = Professional Requirement 

Trai11i11g Topics Workslieet 
for 

Enrissio11 Evaluator Ill 

Supporting Topic(s) 

Sources and Control of Volatile Organic 
Air Pollutants (APTI 482) 

40 CFR 61 (National Emission Standards 
for Hazardous Air Pollutants 
(NESHAPS)) 

SW A 846 (Solid Waste Methods) 
Measuring the Emission of Organic 

Compounds to the Atmosphere 
(APTI SI:483) 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

Team* Source for 
Satisfying Topic** 

ST Exp, TA 

ST Exp, OJT 

ST Exp, OJT 
ST Exp, TA 

Exp= Expenence (Tenure) 
TA= Training Academy 
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2. Knowledge of air sampling methodologies and 
techniques. 
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Soil Sampling and Quality Assurance for AM Exp, TA 
Superfund 

Visible Emission Evaluation Instructors ST Exp, TA 
Workshop (APTI 539) 

Beginning Environmental Statistical All Exp, TA 
Techniques (APTI SI:473a) 

Sources and Control of Volatile Organic ST Exp, TA 
Air Pollutants (APTI 482) 

Sampling Procedures Manual for Level III All Exp, OJT 
Laboratory Methods Manual for Level III All Exp, OJT 
Laboratory and Mobile Monitoring AM Exp, OJT 

Quality Assurance Policies and 
Procedures Manual for Level Ill 

Initial Demonstration of Analytical AM Exp, OJT 
Capabilities (IDAC) for Level III 

40 CFR 61 (National Emission Standards ST Exp, OJT 
for Hazardous Air Pollutants 
(NESHAPS)) 

SW A 846 (Solid Waste Methods) ST Exp,OJT 
Measuring the Emission of Organic ST Exp, TA 

Compounds to the Atmosphere 
(APTI SI:483) 
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3. Knowledge of scientific and engineering Soil Sampling and Quality Assurance for AM Exp, TA 
principles, techniques, and procedures. Super fund 

Visible Emission Evaluation Instructors ST Exp, TA 
Workshop (APTI 539) 

Air Pollution Control Systems for ST Exp, TA 
Selected Industries (APTI SI:43 l) 

Sources and Control of Volatile Organic ST Exp, TA 
Air Pollutants (APTI 482) 

Control of Particulate Emissions ST Exp, TA 
(APTI 413) 

Control of Gaseous Emissions (APTI ST Exp, TA 
415) 

Measuring the Emission of Organic ST Exp, TA 
Compounds to the Atmosphere 
(APTI SI:483) 

Fabric Filter Operation Review {APTI SI: ST Exp, TA 
412a) 

Electrostatic Precipitator Plan Review ST Exp, TA 
(APTI SI:412b) 

Wet Scrubber Plan Review (APTI SI: ST Exp, TA 
412c) 

Basic Air Pollution Meterology (APTI AM Exp, TA 
SI:409) 
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4. Knowledge of moderately complex plant Visible Emission Evaluation Instructors ST Exp, TA 
operations and those variables that could effect Workshop (APTI 539) 
representative sampling. Air Pollution Control Systems for ST Exp, TA 

Selected Industries (APTI SI:431) 
Sources and Control of Volatile Organic ST Exp, TA 

Air Pollutants (APTI 482) 
Control of Particulate Emissions ST Exp, TA 

(APTI 413) 
Control of Gaseous Emissions (APTI ST Exp, TA 

415) 
Measuring the Emission of Organic ST Exp, TA 

Compounds to the Atmosphere 
(APTI Sl:483) 

Fabric Filter Operation Review (APTI SI: ST Exp, TA 
412a) 

Electrostatic Precipitator Plan Review ST Exp, TA 
(APTI SI:412b) 

Wet Scrubber Plan Review (APTI SI: ST Exp, TA 
412c) 

5. Skill in the use and maintenance of various Initial Demonstration of Analytical AM Exp, OJT 
complex scientific instruments. Capabilities (IDAC) for Level III 

6. Skill in following standard operating procedures. Soil Sampling and Quality Assurance for AM Exp, TA 
Superfund 

7. Ability to work in a safe manner. 
a. Operate in a potentially hazardous area Division training program for Level III AM Exp,OJT 

observing appropriate safety procedures. 

8. Skill in perfonning work according to standard None All Exp 
operating procedures. 

9. Skill in perfonning emission estimate Beginning Environmental Statistical All Exp, TA 
calculations using field data. Techniques (APTI SI: 473a) 
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10. Skill in evaluating moderately complex plant None All Exp 
operational data to verify level of operation 
during testing. 

11. Skill in effectively planning, organizing, and 
completing moderately complex technical work. 
a. Adhere to activities and target dates Project Management Essentials All Exp, TA 

established in project management plans. 

12. Skill in preparing technical test evaluation Beginning Environmental Statistical All Exp, TA 
reports. Techniques (APTI SI: 473a) 

13. Skill in assisting in managing and planning group None All Exp 
efforts on environmental activities 

14. Skill in communicating effectively with the 
public, regulated community and professional 
groups. 
a. Communicate clearly and accurately with Negotiating Environmental Agreements ST Exp, TA 

internal and external customers. 
b. Review documents for administrative 

accuracy. 

15. Skill in reviewing reports and studies for Beginning Environmental Statistical All Exp, TA 
technical correctness. Techniques (APTI SI: 473a) 

Determining technical accuracy of ST Exp, TA (TBD) 
essential information in a timely 
manner 

16. Skill in exercising good judgment. Visible Emission Evaluation Instructors ST Exp, TA 
Workshop (APTI 539) 

Negotiating Environmental Agreements ST Exp, TA 
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17. Skill in making technically sound decisions. Soil Sampling and Quality Assurance for AM Exp, TA 
Superfund 

Visible Emission Evaluation Instructors ST Exp, TA 
Workshop (APTI 539) 

Beginning Environmental Statistical All Exp, TA 
Techniques (APTI SI: 473a) 

18. Skill in using computers for word processing and 
database manipulation .. 
a. Produce documents such as letters, lists, WordPerfect 6.1 for Windows Level III All Exp, TA 

and charts using standard agency 
software. 

b. Enter data, search databases, and extract Paradox for Windows Level III All Exp, TA 
data to support reports and analyses Quattro Pro for Windows Level III All Exp, TA 

19. Skill in working at heights in excess of 150 feet. None ST Exp 
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I. 

2. 

Knowledge or Skill 

Knowledge of applicable local, state, and federal 
ordinances and laws. 
a. Describe significant federal and state 

legislation relating to environmental 
contamination and remediation. 

Knowledge of air sampling methodologies and 
techniques. 

* AM=Arnbient Monitoring Team 

** Ed= Education (Academic) 
PR= Professional Requirement 

Training Topics JVorksl1eet 
for 

Emission Eva/11ator IV 

Supporting Topic(s) 

Compliance Assurance Monitoring 
(CAM) and Flexible Permitting 
(APTI Workshop) 

Advanced Inspection Techniques 
(APTI 455) 

Volatile Organic Compounds Workshop 
(APTI Workshop) 

Gas chromatography/mass spectrometer 
orientation 

Reference and Automated Equivalent 
Measurement Methods {APTI 
SI:438) 

Sampling Procedures Manual for Level 
IV 

Laboratory Methods Manual for Level IV 
Laboratory and Mobile Momtoring 

Quality Assurance Policies and 
Procedures Manual for Level IV 

Initial Demonstration of Analytical 
Capabilities (IDAC) for Level IV 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

Team* Source for 
Satisrying Topic** 

ST Exp, TA 

ST Exp, TA 

ST Exp, TA 

AM Exp, OJT 

AM Exp, TA 

AM Exp, OJT 

AM Exp, OJT 
AM Exp, OJT 

AM Exp, OJT 

Exp= Experience (Tenure) 
TA= Training Academy 



3. Knowledge of scientific and engineering Volatile Organic Compounds Workshop ST Exp, TA 
principles, techniques, and procedures. (APTI Workshop) 

Gas chromatography/mass spectrometer AM Exp, OJT 
orientation 

Reference and Automated Equivalent AM Exp, TA 
Measurement Methods (APTI 
SI:438) 

Introduction to Boiler Operations ST Exp, TA 
(APTI SI:428) 

Emission Capture and Gas Handling ST Exp, TA 
System Inspection (APTI 345) 

Combustion Evaluation (APTI 427) ST Exp, TA 
Orientation to Quality Assurance All Exp, TA 

Management and Data Quality 
Objectives 

Quality Management Plans and Quality All Exp, TA 
Assurance Project Plans 

4. Knowledge of complex plant operations and Advanced Inspection Techniques ST Exp, TA 
those variables that could effect representative (APTI 455) 
sampling. Volatile Organic Compounds Workshop ST Exp, TA 

(APTI Workshop) 
Petroleum Refining (CARB 288) All Exp, TA 
Introduction to Boiler Operations ST Exp, TA 

(APTI SI:428) 
Emission Capture and Gas Handling ST Exp, TA 

System Inspection (APTI 345) 
Combustion Evaluation (APTI 427) ST Exp, TA 
Hazardous Waste Calculations (APTI SI: ST Exp, TA 

458) 
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5. 

6. 

7. 

8. 

9. 

10. 

11. 

Skill in the use and maintenance of various 
complex scienh fie instruments. 

Skill in performing complex emission estimate 
calculations using field data. 

Skill in developing analytical procedures. 

Skill in performing work according to standard 
operating procedures. 

Skill in effectively managing complex technical 
work. 
a. Adhere to activities and target dates 

established in project management plans. 

Skill in preparing technical test evaluation 
reports. 

Skill in evaluating complex plant operational data 
to verify level of operation during testing. 

November 19, 1997 3 

Volatile Organic Compounds Workshop ST Exp, TA 
(APTI Workshop) 

Gas chromatography/mass spectrometer AM Exp, OJT 
orientation 

Initial Demonstration of Analytical AM Exp, OJT 
Capabihties (IDAC) for Level IV 

Volattle Organic Compounds Workshop ST Exp, TA 
(APTI Workshop) 

Hazardous Waste Calculations (APT! SI: ST Exp, TA 
458) 

Gas chromatography/mass spectrometer AM Exp, OJT 
orientation 

None All Exp, Exp 

Advanced Inspection Techniques ST Exp, TA 
(APTI 455) 

Project Management Tools & Techniques All Exp, TA 

Hazardous Waste Calculations (APTJ SI: TA Exp, TA 
458) 

Compliance Assurance Monitoring ST Exp, TA 
(CAM) and Flexible Permitting 
(APT! Workshop) 

Advanced Inspection Techniques ST Exp, TA 
(APTI 455) 
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12. Skill in communicating effectively with the 
public, regulated community and professional 
groups under difficult conditions. 
a. Communicate clearly and accurately with Advanced Technical Writing All Exp, TA 

internal and external customers. Presentation Skills All Exp, TA 
b. Review documents for administrative None All Exp 

accuracy. 
c. Represent the TNRCC as an expert Expert Witness Course All Exp, TA 

witness. 

13. Skill in reviewing complex reports and studies Advanced Inspection Techniques ST Exp, TA 
for technical correctness. (APTI 455) 

Orientation to Quality Assurance All Exp, TA 
Management and Data Quality 
Objectives 

Quality Management Plans and Quality All Exp, TA 
Assurance Project Plans 

14. Skill in exercising good judgment. None All Exp 

15. Skill in making technically sound decisions. Orientation to Quality Assurance All Exp, TA 
Management and Data Quality 
Objectives 

Quality Management Plans and Quality All Exp, TA 
Assurance Project Plans 

16. Skill in using computers for word processing and 
database manipulation. 
a. Produce documents such as letters, lists, None All Exp 

and charts using standard agency 
software. 

b. Enter data, search databases, and extract None All Exp 
data to support reports and analyses 

17. Skill in assisting in planning and developing None ST Exp 
policies and procedures related to source testing 
compliance activities. 
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18. 

19. 

20. 

Ability to work in a safe manner. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 

Ability to use personal protection and safety 
equipment. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 

Skill in working at heights in excess of 150 feet. 

November 19, 1997 

Division training program for Level IV All Exp, OJT 

Division traimng program for Level IV All Exp, OJT 

None ST Exp 
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Knowledge or Skill 

I. Skill in the application of personnel management 
principles. 
a. Exercise responsibilities in employing and 

supervising persons with disabilities. 
b. Sensitize employees to appropriate 

etiquette in working with persons with 
disabilities. 

c. Implement agency policies regarding 
career ladders. 

d. Resolve employee issues regarding career 
ladders. 

e. Develop Job Analysis Worksheets (JAW) 
for job classifications. 

f. Develop an Employee Performance Plan. 
g. Administer and document disciplinary 

actions in accordance with agency 
policies. 

h. Develop practical methods for 
overcoming cultural barriers in the work 
environment. 

• AM=Ambient Monitoring Team 

** Ed= Education (Academic) 
PR =Professional Requirement 

Trai11ing Topics Worksl1eet 
for 

Emissio11 Evaluator V 

Supporting Topic(s) 

Equal Employment Opportunity for 
Managers 

Performance Management System 

Managing Diversity in the Workplace 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

Team* Source for 
Satisfying Topic** 

All Exp, TA 

All Exp, TA 

All Exp, TA 

Exp= Experience (Tenure) 
TA = Training Academy 



ID 
co 
co 

2. 

I. Intervene in situations involving potential 
discrimination on the basis of race, age, 
sex, ethnicity, sexual orientation, and 
physical disability. 

J. Balance the needs of employees with 
organizational goals. 

k. Apply the agency's operating policies 
and procedures to the work environment. 

I. Practice core management functions of 
planning, organizing, controlling, 
performing, and leading. 

m. Develop performance standards. 
n. Document performance and behavior. 
o. Provide performance feedback to 

employees. 
p. Enforce the agency's policies regarding 

the prevention of sexual harassment. 
q. Implement the agencies policies and 

procedures regarding employment. 
r. Observe federal and state regulations 

regarding the hiring process. 

Skill in the use and maintenance of various 
advanced scientific instruments. 

November 19, 1997 2 

Orientation to Supervisory Skills All Exp, TA 

Performance Management System All Exp, TA 

Equal Employment Opportunity for All Exp, TA 
Managers 

TNRCC Hiring Process All Exp, TA 

Initial Demonstration of Analytical AM Exp, OJT 
Capabilities (IDAC) for Level V 
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3. 

4. 

5. 

6. 

Knowledge of air sampling methodologies and 
techniques. 

-

Knowledge of scientific and engineering 
principles, techniques, and procedures. 

Knowledge of highly complex plant operations 
and those variables that could effect 
representative sampling. 

Ability to interpret applicable local, state, and 
federal ordinances and laws. 
a. Descnbe significant federal and state 

legislation relating to environmental 
contamination and remediation. 

November 24, 1997 3 

Basic Statistics for Environmental All Exp, TA 
Decision Makers 

Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 
Sampling Procedures Manual for Level V AM Exp,OJT 
Laboratory Methods Manual for Level V AM Exp, OJT 
Laboratory and Mobile Monitoring AM Exp, OJT 

Quality Assurance Policies and 
Procedures Manual for Level V 

Initial Demonstration of Analytical AM Exp,OJT 
Capabilities (IDAC) for Level V 

Basic Statistics for Environmental All Exp, TA 
Decision Makers 

Hazardous Waste Incineration (APTI 502) ST Exp, TA 
Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 

Hazardous Waste Incineration (APTI 502) ST Exp, TA 
Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 

None All Exp 
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8. 

9. 

IO. 

11. 

12. 

13. 

Skill in performing advanced emission estimate 
calculations using field data. 

Skill in completing complex technical work. 
a. Adhere to activities and target dates 

established in project management plans. 

Skill in evaluating highly complex plant 
operational data to verify level of operation 
during testing. 

Skill in developing analytical or sampling 
procedures. 

Skill in performing work according to standard 
operating procedures. 

Skill in effectively pla1U1ing, directing, and 
coaching less experienced staff on technical 
work. 
a. Identify strengths and weaknesses of team 

members and assist in developing 
technical and communication skills. 

b. Lead meetings with internal and external 
customers. 

Skill in preparing technical test evaluation 
reports. 

November 14, 1997 4 

Hazardous Waste Incineration (APTI 502) ST Exp, TA 
Statistical Evaluation Methods for Air ST Exp, TA 

Pollution Devices (APTI 
Workshop) 

Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 

None All Exp 

None All Exp 

None All Exp 

Basic Statistics for Environmental All Exp, TA 
Decision Makers 

Coaching: Preparing Others for Success All Exp, TA 

Leading Effective Meetings All Exp, TA 

Statistical Evaluation Methods for Air ST Exp, TA 
Pollution Devices (APTI 
Workshop) 
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14. Skill in assisting in managing and planning group None All Exp 
efforts on environmental activities. 

15. Skill in communicating effectively with the 
public, regulated community and professional 
groups under difficult conditions. 
a. Communicate clearly and accurately with None All Exp 

internal and external customers. 
b. Review documents for administrative None All Exp 

accuracy. 

16. Skill in reviewing advanced reports and studies Statistical Evaluation Methods for Air ST Exp, TA 
for technical correctness. Pollution Devices (APTI 

Workshop) 

17. Skill in exercising good judgment. Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 

18. Skill in making technically sound decisions. Statistical Evaluation Methods for Air ST Exp, TA 
Pollution Devices (APTI 
Workshop) 

Engineering Foundation Conference ST Exp 
Air and Waste Management Association ST Exp 

Conference 
Air and Waste Management Association ST Exp 

Specialty Conferences 

19. Skill in using computers for word processing and 
database manipulation. 
a. Produce documents such as letters, lists, None All Exp 

and charts using standard agency 
software. 

b. Enter data, search databases, and extract None All Exp 
data to support reports and analyses 
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20. Skill in assisting in planning and developing Engineering Foundation Conference ST Exp 
policies and procedures related to testing Air and Waste Management Association ST Exp 
activities. Conference 

Air and Waste Management Association ST Exp 
Specialty Conferences 

21. Ability to work in a safe manner. 
a. Operate in a potentially hazardous area Division training program for Level V All Exp, OJT 

observing appropriate safety procedures. 

22. Ability to use personal protection and safety 
equipment. 
a. Operate in a potentially hazardous area Division training program for Level V All Exp, OJT 

observing appropriate safety procedures. 

23. Skill in working at heights in excess of 150 feet. None ST Exp 
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I. 

Knowledge or Skill 

Skill in the application of personnel management 
principles. 
a. Exercise responsibilities in employing and 

supervising persons with disabilities. 
b. Sensitize employees to appropriate 

etiquette in working with persons with 
disabilities. 

c. Implement agency policies regarding 
career ladders. 

d. Resolve employee issues regarding career 
ladders. 

e. Develop Job Analysis Worksheets (JAW) 
for job classifications. 

f. Develop an Employee Performance Plan. 
g. Administer and document disciplinary 

actions in accordance with agency 
policies. 

h. Develop practical methods for 
overcoming cultural barriers in the work 
environment. 

I. Intervene in situations involving potential 
discrimination on the basis of race, age, 
sex, ethnicity, sexual orientation, and 
physical disability. 

• AM=Ambient Monitoring Team 

•• Ed= Education (Academic) 
PR= Professional Requirement 

Trai11i11g Topics Workslieet 
for 

Emissio11 Evaluator VI 

Supporting Toplc(s) 

None 

ST=Stack Testing Team 

OJT = Structured On-the-Job Training 
MQ = Minimum Qualification 

Team* Source for 
Satisfying Topic** 

All Exp 

Exp= Experience (Tenure) 
TA =Training Academy 



J. Balance the needs of employees with None All Exp 
organizational goals. 

k. Apply the agency's operating policies 
and procedures to the work environment. 

I. Practice core management functions of 
planning, organizing, controlling, 
performing, and leading. 

m. Develop performance standards. 
n. Document performance and behavior. 
0. Provide performance feedback to 

employees. 
p. Enforce the agency's policies regarding 

the prevention of sexual harassment. 
q. Implement the agencies policies and 

procedures regarding employment. 
r. Observe federal and state regulations 

regarding the hiring process. 

2. Skill in interpreting applicable local, state, and 
federal ordinances and laws. 
a. Describe significant federal and state None All Exp 

legislation relating to environmental 
contamination and remediation. 

3. Knowledge of air sampling methodologies and Sampling Procedures Manual for Level AM Exp,OJT 
techniques. VI 

Laboratory Methods Manual for Level VI AM Exp, OJT 
Laboratory and Mobile Monitoring AM Exp,OJT 

Quality Assurance Policies and 
Procedures Manual for Level VI 

Initial Demonstration of Analytical AM Exp, OJT 
Capabilities (IDAC) for Level VI 

Initial Demonstration of Analytical AM Exp, OJT 
Capabilities (IDAC) for Level VI 

November 19, J 997 2 F \WBELL\CAREERLD\ENGINSPL\EMISSJOMITW EE6 



4. Knowledge of scientific and engineering None All Exp 
principles and techniques. 

5. Knowledge of highly complex plant operations None All Exp 
and those variables that could effect 
representative sampling. 

6. Skill in supervising and planning group efforts on None All Exp 
environmental activities. 

7. Skill in operating and mamtaining advanced Initial Demonstration of Analytical AM Exp,OJT 
technical equipment and various detection Capabilities (IDAC) for Level VI 
instruments. 

8. Skill in planning and developing policies and None All Exp 
procedures. 

9. Skill in training personnel on highly complex None All Exp 
technical aspects of the job. 

IO. Skill in performing work according to standard None All Exp 
operating procedures. 

11. Skill in performing highly advanced emission None All Exp 
estimate calculations using field data. 

12. Skill in evaluating highly complex plant None All Exp 
operational data to verify level of operation 
during testing. 

13. Skill in effectively planning, directing, and 
coaching less experienced staff on technical 
work. 
a. ldenti fy strengths and weaknesses of team None All Exp 

members and assist in developing 
technical and communication skills. 

b. Lead meetings with internal and external None All Exp 
customers. 
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14. Skill in completing advanced technical work. 
a. Adhere to activities and target dates None All Exp 

established in project management plans. 

15. Skill in preparing technical test evaluation None All Exp 
reports. 

16. Skill in communicating effectively with the 
public, regulated community and professional 
groups under stressful conditions. 
a. Communicate clearly and accurately with None All Exp 

internal and external customers. 
b. Review documents for administrative None All Exp 

accuracy. 

17. Skill in reviewing highly advanced reports and None All Exp 
studies for technical correctness. 

18. Skill in exercising good judgment. None All Exp 

19. Skill in making technically sound decisions. None All Exp 

20. Skill in using computers for word processing and 
database manipulation. 
a. Produce documents such as letters, lists, None All Exp 

and charts using standard agency 
software. 

b. Enter data, search databases, and extract None All Exp 
data to support reports and analyses 

21. Skill in assisting in planning and developing None All Exp 
policies and procedures related to sampling 
activities. 

22. Ability to work in a safe manner and use personal 
protection and safety equipment. 
a. Operate in a potentially hazardous area Division training program for Level VI All Exp, OJT 

observing appropriate safety procedures. 
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23. Skill in working at heights m excess of 150 feet. None All Exp 
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l. 

* 

Trai11i11g Topics Worksheet 
for 

Modeling & Assessme11t I11ter11 I 

Knowledge or Skill 

Knowledge of statistical procedures, 
mathematics, and computer programming. 
a. 

b. 

c. 

Assist in conducting graphical analyses. 

Assist in developing emissions 
inventories. 

Assist in conducting GIS spatial analyses. 

Ed= Education (Academic) 
PR= Professional Requirement 

Supporting Topic(s) 

Paradox Level I 
Quattro Pro Level I 
FoxPro Programming Level I 
Paradox Level I 
Quattro Pro Level I 
Principles and Practices of Air Pollution 

Control {APT NI ) 
Air Pollution Control Orientation Course 

(APTA/I) 
Operating Pennits Division 

training videos (Job Aid) 
Global Positioning System Certification 

OJT =Structured On-the-Job Training 
MQ =Minimum Qualification 

** EI = Emissions Inventory 
MOPS= MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR =New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Exp, OJT, TA 

EI, MOPS 

EI 

EI 

Exp= Experience (Tenure) 
TA= Training Academy 
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3. 

4. 

5. 

Knowledge of the principles and practices of 
environmental science and applied science. 
a. Assist in conducting graphical analyses. 

b. Assist in developing emissions 
inventories. 

c. Assist in conducting GIS spatial analyses. 

Skill in assisting in the preparation of technical 
reports and other appropriate documentation. 
a. Assist in developing emissions 

inventories. 

Skill in using computers for word processing and 
database manipulation. 
a. Assist in developing emissions 

inventories. 
b. Assist in producing documents such as 

letters, lists, and charts using standard 
agency software. 

c. Review documents for administrative 
accuracy. 

d. Enter data, search databases, and extract 
data to support reports and analyses. 

e. Assist in conducting GIS spatial analyses. 

Skill in following policies and procedures. 

October 16, 1997 2 

Exp, OJT, TA 

Paradox Level I EI, MOPS 
Quattro Pro Level I 
FoxPro Programming Level I 
Paradox Level I El 
Quattro Pro Level I 
Operating Pennits training videos (Job 

Aid) 
Global Positioning System Certification EI 

Exp, OJT, TA 

Writing That Speaks! EI 

Exp, OJT, TA 

Paradox Level I EI, MOPS 
Quattro Pro Level I 
Windows 3.1 Level I All 
WordPerfect 6.1 for Windows Level I 
Corel Office Professional 8 Suite for 

Windows 95 

Paradox Level I All 
Quattro Pro Level I 
FoxPro Programming Level I 
Global Positioning System Certification EI 

Agency Orientation All Exp, OJT 
Performance Management System 

Overview 
Career Ladder Overview for Employees 
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6. Skill in complying with appropriate OSHA safety El, NSR, SIP Exp, TA 
standards. 
a. Operate in a potentially hazardous area 8-Hour OSHA Refresher Safety Training 

observing appropriate safety procedures. 24-hour OSHA Safety Training Course 
40-hour OSHA Hazardous Materials 

Training Course 

7. Knowledge of the agency's organizational All Exp, OJT, TA 
structure, primary functions, and operating 
policies and procedures. 
a. Explain the mission and goals of the Agency Orientation 

TNRCC. 
b. Apply agency policies and procedures to 

the work environment. 
c. Assist internal and external customers in 

locating appropriate offices and staff to 
resolve questions and issues. 

d. Define sexual harassment tenns and Sexual Harassment Prevention for 
behavior. Employees 

e. Apply the agency's policy on sexual 
harassment to the work environment. 

f. Define terms associated with disabilities. An Employee's Guide to the Americans 
With Disabilities Act 

g. Identify acceptable and unacceptable 
terminology associated with disabilities. 

h. Apply the agency's policy on disabilities 
to the work environment. 

t. Define tenns associated with diversity. Valuing Diversity in the Workplace 
j. Identify organizational problems that can 

inhibit the full participation of a diverse 
workforce. 

k. Apply the agency's policy on diversity to 
the work environment. 
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1. 

Knowledge or Skill 

Tral11i11g Topics Workslieet 
/or 

Modeli11g & Assess111e11t Assista11t I 

Supporting Topic(s) 

Knowledge of statistical procedures, 
mathematics, and computer programming. 
a. 

b. 

c. 
d. 

* 

** 

Assist in conducting graphical analyses. 

Assist in developing emissions 
inventories. 

Assist in conducting GIS spatial analyses. 
Convert data into database format. 

Ed= Education (Academic) 
PR = Professional Requirement 

El = Emissions Inventory 

Paradox Level I 
Quattro Pro Level I 
FoxPro Programming Level I 
Paradox Level I 
Quattro Pro Level I 
Principles and Practices of Air Pollution 

Control (APT NI ) 
Air Pollution Control Orientation Course 

(APT NI) 
NAAQS Standards (APT A/I) 
Federal Clean Air Act (APTA/l) 
RE: 100 Prerequisite Reading on Control 

Technology (APT NI) 
Operating Permits training videos (Job 

Aid) 
Global Positioning System Certification 
Paradox Level I 
Quattro Pro Level I 
FoxPro Programming Level I 

OJT = Structured On-the-Job Training 
MQ = Minimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Exp, OJT, TA 

EI, MOPS 

EI 

El 
EI, MOPS 

Exp= Experience (Tenure) 
TA = Training Academy 



J3 ..... 

2. Knowledge of principles and practices of both Exp, OJT, TA 
environmental science and applied science. 
a. Assist in conducting graphical analyses. Paradox Level I El, MOPS 

Quattro Pro Level I 
FoxPro Programming Level I 

b. Assist in developing emissions Paradox Level I EI 
inventories. Quattro Pro Level I 

Operating Pennits training videos (Job 
Aid) 

c. Assist in conducting GIS spatial analyses. Global Positioning System Certification El 
d. Review current literature. All 
e. Assist in conducting site visits. 8-Hour OSHA Refresher Safety Training EI 

24-hour OSHA Safety Training Course 
40-hour OSHA Hazardous Materials 

Training Course 

3. Skill in using computers for word processing and Exp, OJT, TA 
database manipulation. 
a. Assist in developing emissions Paradox Level I El 

inventories. Quattro Pro Level I 
b. Assist in evaluating ambient air quality NAAQS Standards MOPS 

data. 
c. Assist in producing documents such as Windows 3.1 Level I All 

letters, lists, and charts using standard WordPerfect 6.1 for Windows Level I 
agency software. Corel Office Professional 8 Suite for 

Windows 95 
d. Review documents for administrative 

accuracy. 
e. Enter data, search databases, and extract Paradox Level I All 

data to support reports and analyses. Quattro Pro Level I 
FoxPro Programming Level I 

f. Assist in conducting GIS spatial analyses. Global Positioning System Certification EI 
g. Convert data into database format. Paradox Level I EI, MOPS 

Quattro Pro Level I 
FoxPro Programming Level I 
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5. 

6. 

Skill in assisting in preparing technical reports 
and other appropriate documentation. 
a. Assist m developing emissions 

inventories. 

Skill in following policies and procedures. 

Skill in complying with appropriate OSHA safety 
standards. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 

October I 6, I 997 3 

Exp, OJT, TA 

Writing That Speaks! All 

Agency Orientation All Exp, OJT, TA 
Performance Management System 

Overview 
Career Ladder Overview for Employees 

EI, NSR, SIP Exp, TA 

8-Hour OSHA Refresher Safety Training 
24-hour OSHA Safety Training Course 
40-hour OSHA Hazardous Materials 

Training Course 
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8. 

Knowledge of the agency's organizational 
structure, primary functions, and operating 
policies and procedures. 
a. Explain the mission and goals of the 

TNRCC. 
b. Apply agency policies and procedures to 

the work environment. 
c. Assist internal and external customers in 

locating npptopiiatc offices and staff to 
resolve questions and issues. 

d. Define sexual harassment tenns and 
behavior. 

e. Apply the agency's policy on sexual 
harassment to the work environment. 

f. Define tenns associated with disabilities. 
g. Identify acceptable and unacceptable 

terminology associated with disabilities. 
h. Apply the agency's policy on disabilities 

to the work environment. 
i. Define tem1s associated with diversity. 
J. Identify organizational problems that can 

inhibit the full participation of a diverse 
workforce. 

k. Apply the agency's policy on diversity to 
the work environment. 

Skill in communicating effectively. 
a. Communicate clearly and accurately with 

internal and external customers. 
b. Using available resources, provide 

accurate responses to customer inquiries 
regarding agency organization and 
functions. 

ber 16, 1997 4 

All Exp, OJT, TA 

Agency Orientation 

Sexual Harassment Prevention for 
Employees 

An Employee's Guide to the Americans 
With Disabilities Act 

Valuing Diversity in the Workplace 

All Exp, OJT, TA 
Writing That Speaks! 

Introduction to the Programs of the 
TNRCC 
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9. Skill in organizing multiple tasks under close 
supervision. 
a. Assist in prioritizing assigned tasks to 

ensure completion within established 
target dates. 

October 16, 1997 5 

-
All Exp, OJT, TA 

Project Management Essentials 
Time Management 
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Trai11ing Topics Works/leet 
for 

Modeling & Assessme"t Assistant II 

Knowledge or Skill 

Skill in applying modeling, statistical 
procedures, mathematics, and computer 
programming. 
a. Assist in performmg quality assurance of 

emissions inventories. 
b. Assist in conducting surveys to improve 

inventories. 

• Ed== Education (Academic) 
PR = Professional Requirement 

** EI = Emissions Inventory 

Supporting Topic(s) 

Paradox Level II 
Quattro Pro Level II 
AP-42 Compilation of Air PQllution 

Emission Factors (Job Aid) 
Mathematical Statistics With 

Applications, Mendenhall (Job 
Aid) 

Envirgnmental Statistics. Ott (Job Aid) 
Control of Gaseous Emissions (APT All) 
Sources and Control of Organic Air 

Pollutants (APT NI) 
Control of Particulate Emissions 

(APT NI) 

OJT = Structured On-the-Job Training 
MQ = Minimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Exp, OJT 

EI, NSR, SIP 

EI 

Exp= Experience (Tenure) 
TA = Training Academy 



2. Knowledge of principles and practices of both Exp,OJT 
environmental science and applied science. 
a Assist in pc1 fonning quality assurance of Paradox Level II El 

emissions inventories. Quattro Pro Level II 
b. Research current literature. All 
c. Assist in conducting surveys to improve AP-~2 CQmpil!!tion Q[Air fQllutiQn EI 

inventories. Emission Factors (Job Aid) 
Mathematical Sti!listics With 

Applications, Mendenhall (Job 
Aid) 

Environmental Statistic§. Ott (Job Aid) 

3 Skill in assisting in organizing and analyzing Exp, OJT, TA 
data, organizing and planning workloads, and 
expressing ideas clearly and concisely. 
a. Assist in developing emissions Paradox Level II EI 

inventories. Quattro Pro Level II 
b. Assist in developing emissions growth Paradox Level II EI 

factors. Quattro Pro Level II 
c. Assist in prioritizing assigned tasks to Project Management Tools & Techniques All 

ensure completion within established 
target dates. 

d. Communicate clearly and accurately with Customer Service All 
internal and external customers. 

e. Using available resources, provide Customer Service All 
accurate responses to customer inquiries 
regarding agency organization and 
functions. 

f. Interact with other agencies. EI 
g. Assist in conducting surveys to improve AP-~2 Cgm12ilalion Q[Air follution EI 

inventories. Emi§sion Factors (Job Aid) 
Mnl11~1n!llica! Statistics With 

Applications, Mendenhall (Job 
Aid) 

En~ironmentill Statistics. Ott (Job Aid) 
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4. Skill in assisting in preparing technical reports Exp, OJT, TA 
and other appropriate documentation. 
a. Assist in performing quality assurance of Paradox Level JI EI 

emissions inventories. Quattro Pro Level II 
b. Assist in developing emissions Paradox Level II EI 

inventories. Quattro Pro Level II 

5. Skill in using computers for word processing and Exp, OJT, TA 
database manipulation. 
a. Assist in performing quality assurance of Paradox Level II EI 

emissions inventories. Quattro Pro Level I I 
b Produce documents such as letters, lists, Windows 3.1 Level II All 

and charts using standard agency WordPerfect 6.1 for Windows Level II 
so fl ware. 

c. Review documents for administrative All 
accuracy. 

d. Enter data, search databases, and extract Paradox Level II All 
data lo support reports and analyses. Quattro Pro Level II 

e. Assist in conducting surveys to improve AP-42 ComQilation of Air fQllytion EI 
inventories. Emission Factors (Job Aid) 

Mgthematicill ~itD1i§ti~s With 
A1212liciilions, Mendenhall (Job 
Aid) 

Emdronmental StH1i§li~s. Ott (Job Aid) 

6. Skill in following policies and procedures. All Exp 
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7. Skill in communicating effectively. Exp,OJT 
a. Communicate clearly and accurately with Customer Service All 

internal and external customers. 
b. Using available resources, provide Customer Service All 

accurate responses to customer inquiries 
regarding agency organization and 
functions. 

c. Assist in conducting surveys to improve AP-42 Compilation o( Air follution EI 
inventories Emission Factors (Job Aid) 

Mathcmali~al Statistic~ With 
Applications, Mendenhall (Job 
Aid) 

Environmental Statistics. Ott (Job Aid) 

8. Skill in organizing multiple tasks under close All Exp, OJT, TA 
supervision. 
a. Assist in prioritizing assigned tasks to Project Management Tools & Techniques 

ensure completion within established 
target dates. 

9. Skill in complying with appropriate OSHA safety El, NSR, SIP Exp 
standards. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 
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10. Knowledge of the agency's organizational 
structure, primary functions, and operating 
policies and procedures. 
a. Explain the mission and goals of the 

TNRCC. 
b. Apply agency policies and procedures to 

the work environment. 
c Assist intcmnl nnd external customers in 

locating appropriate offices and staff to 
resolve questions and issues. 

d Define sexual harassment terms and 
behavior. 

e. Apply the agency's policy on sexual 
harassment to the work environment. 

f. Deline terms associated with disabilities. 
g. Identify acceptable and unacceptable 

tenninology associated with disabilities. 
h. Apply the agency's policy on disabilities 

to the work environment. 
I. Deline terms associated with diversity. 
J. Identify organizational problems that can 

inhibit the full participation of a diverse 
workforce. 

k. Apply the agency's policy on diversity to 
the work environment. 

October 16, 1997 

All Exp 
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l. 

Knowledge or Skill 

Trai11i11g Topi._ .. Workslieet 
for 

Modeli11g & Assess111e11t Specialist I 

Supporting Topic(s) 

Skill in applying modeling, statistical procedures, 
higher mathematics, and computer programming. 
a. 

b. 

c. 

d. 
e. 

f. 

* 

** 

Assist in perfonning statistical analyses. 

Conduct graphical analyses. 

Organize and validate ambient air quality 
data. 

Evaluate ambient air quality data. 
Assist in developing emissions 
inventories. 

Assist in developing GIS products. 

Ed= Education (Academic) 
PR = Professional Requirement 

EI = Emissions Inventory 

Basic Statistics for Environmental 
Decision Making 

Beginning Environmental Statistical 
Techniques (APT All) 

Basic Statistics for Environmental 
Decision Making 

SAS Programming Level I 
UNISYS/CANDE 
Gas chromatography data validation 
TURBOCHROME 
CAMS data validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 

Overview and Update on Air Emissions 
From Wastewater Treatment 
Systems and Landfills (APTA/I) 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Exp, OJT, TA 

MOPS, NSR, SIP 

EI, NSR, SIP 

MOPS, NSR 

NSR 
EI 

EI 

Exp= Experience (Tenure) 
TA = Training Academy 



g. Conduct GIS spatial analyses. EI, SIP Exp, OJT, TA 
h. Perform systems administration. FoxPro Programming Level 11 El, MOPS, SIP 

SQL Programming Level I 
i. Perfonn ah pollution dispersion NSR 

modeling. 
J. Assist in generating emissions projections Basic Statistics for Environmental El, SIP 

for future years. Decision Making 

2. Knowledge of principles and practices of Exp, Off, TA 
environmental science and applied science. 
a. Assist in performing statistical analyses. Basic Statistics for Environmental All 

Decision Making 
b. Conduct graphical analyses. Basic Statistics for Environmental 

Decision Making 
c. Organize and validate mnhient air quality UNISYS/CANOE All 

data. Gas chromatography data validation 
TURBOCHROME 
CAMS data validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 

d. Evaluate ambient air quality data. MOPS, NSR 
e. Assist in developing emissions NSR 

inventories. 
f. Assist in developing GIS products. EI 
g. Conduct GIS spatial analyses. EI 
h. Perform systems administration. FoxPro Programming Level II El, MOPS, SIP 

SQL Programming Level I 
i. Perfonn air pollution dispersion NSR 

modeling. 
J. Assist in generating emissions projections Basic Statistics for Environmental EI 

for future years. Decision Making 
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3. Knowledge of applicable laws, regulations, and Exp, OJT, 'lA 

policies. 
a. Organize and validate ambient air quality UNISYS/CANOE MOPS, NSR 

data. Gas chromatography data validation 
TURBOCHROME 
CAMS data validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 

b. Evaluate ambient air quality data. SAS Programmmg Level I MOPS, NSR 
c. Assist in developing emissions EI 

inventories. 
d. Describe significant federal and state All 

legislation relating to air pollution. 
e. Perfom1 air pollution dispersion NSR 

modeling. 
f. Assist in generating emissions projections EI 

for future years. 
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N 
0 !l. Knowledge of the state of the art in the specialty 

area and related specialties. 
a. Perfonn statistical analyses. 

b. Conduct graphical analyses. 

c. Organize and validate ambient air quality 
data. 

d. Evaluate ambient air quality data. 
e. Assist in developing emissions 

inventories. 
f. Assist in developing GIS products. 
g. Conduct GIS spatial analyses. 
h. Perform systems administration. 
I. Perform air pollution dispersion 

modeling. 
J. Assist in generating emissions projections 

for future years. 

October I 6, I 997 4 

Exp, OJT, TA 

Basic Statistics for Environmental All 
Decision Making 

SAS Programming Level I 
Basic Statistics for Environmental All 

Decision Making 
SAS Programming Level I MOPS, NSR 
UNISYS/CANOE 
Gas chromatography data validation 
TURBOCHROME 
CAMS data validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 
SAS Programming Level I NSR 

EI 

EI 
EI, SIP 
EI, SIP 
NSR 

Basic Statistics for Environmental EI 
Decision Making 
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5. Skill in organizing and analyzing data, Exp, OJT, TA 
organizing and planning workloads, and 
expressing ideas clearly and concisely. 
a. Assist in performing statistical analyses. Basic Statistics for Environmental All 

Decision Making 
SAS Programming Level I 

b Conduct graphical analyses. Basic Statistics for Envirorunental All 
Decision Making 

c. Organize and validate ambient air quality UNISYS/CANDE MOPS, NSR 
data. Gas chromatography data validation 

TURBOCHROME 
CAMS data validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 

d. Evaluate ambient air quality data. SAS Programming Level I EI, MOPS 
e. Assist in developing emissions EI 

inventories. 
f. Communicate clearly and accurately with All 

internal and external customers. 
g. Using available resources, provide All 

accurate responses to customer inquiries 
regarding agency organization and 
functions. 

h. Assist in developing GIS products. EI 
i. Conduct GIS spatial analyses. El, SIP 
j. Perform systems administration. FoxPro Programming Level II EI, MOPS, SIP 

SAS Programming Level I 
SQL Programming Level I 

k. Perfonn air pollution dispersion NSR 
modeling. 

l. Assist in generating emissions projections Basic Statistics for Environmental EI 
for future years. Decision Making 

m. Develop growth factors. Basic Statistics for Environmental EI 
Decision Making 
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6. Skill in assisting in the preparation of technical Exp, OJT, TA 
1 cports and other appropriate documentation. 
a. Organize and validate ambient air quality Advanced Technical Writing MOPS, NSR 

data. FoxPro Programming Level II 
SAS Programming Level I 
SQL Programming Level I 

b. Evaluate ambient air quality data. SAS Programming Level I MOPS, NSR 
c. Assist in developing emissions El 

inventories. 
d. Report AIRS Data to EPA. EPA AIRS System Uploads MOPS 

EPA AIRS System Retrievals 
FoxPro Programming Level II 
SQL Programming Level I 

e. Provide ad hoc air quality reports. MOPS 
f. Perform air pollution dispersion NSR 

modeling. 
g. Assist in generating emissions projections Basic Statistics for Environmental El 

for future years. Decision Making 
h. Develop growth factors. Basic Statistics for Environmental El 

Decision Making 
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7. Skill in using computers for word processing and Exp, OJT, TA 
database manipulation. 
a. Assist in performing statistical analyses. Basic Statistics for Environmental All 

Decision Making 
SAS Programming Level I 

b. Conduct grnphical analyses. Basic Statistics for Environmental All 
Decision Making 

c. Organize and validate ambient air quality UNISYS/CAN DE MOPS, NSR 
data. Gas chromatography data validation 

TURBOCHROME 
CAMS <lata validation 
LEADS data validation 
Data Quality Objectives Workshop (EPA) 

d. Evaluate ambient air quality data. SAS Programming Level I El, MOPS 
e Assist in developing emissions El 

inventories. 
f. Produce documents such as letters, lists, All 

and charts using standard agency 
so fl ware. 

g. Review documents for administrative All 
accuracy. 

h. Enter data, search databases, and extract All 
data to support reports and analyses. 

I. Assist in developing GIS products. EI 
J. Conduct GIS spatial analyses. El, SIP 
k. Perform systems administration. EI, SIP 
I. Administer PC databases. FoxPro Programming Level II MOPS 

SQL Programming Level I 
m. Perform air pollution dispersion NSR 

modeling. 
n. Assist in generating emissions projections Basic Statistics for Environmental El 

for future years. Decision Making 

8. Skill in following policies and procedures. All Exp, OJT 
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9. Skill in complying with appropriate OSHA safety 
standards. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 

10. Knowledge of the agency's organizational 
structure, primary functions, and operating 
policies and procedures. 
a. Explain the mission nntl goals of the 

TNRCC. 
b. Apply agency policies and procedures to 

the work environment. 
c. Assist internal and external customers in 

locating appropriate offices and staff to 
resolve questions and issues. 

d. Define sexual harassment tenns and 
behavior. 

e. Apply the agency's policy on sexual 
harassment to the work environment. 

f. Define terms associated with disabilities. 

g. Identify acceptable and unacceptable 
terminology associated with disabilities. 

h. Apply the agency's policy on disabilities 
to the work environment. 

i. Define tenns associated with diversity. 
J. Identify organizational problems that can 

inhibit the full participation of a diverse 
workforce. 

k. Apply the agency's policy on diversity to 
the work environment. 

October 16, 1997 8 

EI, NSR, SIP Exp, TA 

All Exp, OJT 
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I. 

* 

Trnl11l11g Topics Workslleet 
/or 

Modeli11g & Assessme11t Specialist II 

Knowledge or Skill 

Skill in applying modeling, statistical procedures, 
higher mathematics, and computer programming. 
a. Conduct surveys to improve inventories. 
b. Generate emissions projections for future 

years. 

c. Develop emissions growth factors. 

d. Develop guidance documents. 

e. Evaluate air pollution dispersion 
modeling. 

f. Provide guidance to applicants. 
g. Provide meteorology and modeling 

training. 

Ed= Education (Academic) 
PR = Professional Requirement 

Supporting :roplc{s) 

Introduction to PM- I 0 SIP Development 
Introduction to Environmental Statistics 

(APTAfl) 
Intermediate/ Advanced Environmental 

Statistics {UT) 
Palisades Statistical Software Package 
Intermediate/ Advanced Environmenta 1 

Statistics {UT) 
Palisades Statistical Software Package 
Orientation to Quality Assurance 

Management 
Quality Management Plan and Quality 

Assurance Project Plan Seminar 
Atmospheric Sampling (APT NI) 

OJT =Structured On-the-Job Training 
MQ = Minimum Qualification 

•• EI = Emissions Inventory 
MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Ed, Exp, OJT, TA 

EI 
El, NSR 

EI, NSR 

All 

NSR 

El,NSR 
MOPS,NSR 

Exp = Experience (Tenure) 
TA = Training Academy 



2. Knowledge of principles and practices of Ed, Exp, OJT, TA 
environmental science and applied science. 
a Conduct surveys to improve inventories. Preparation of Emission Inventories El 

(APT All) 
b. Generate emissions projections for future Intermediate/ Advanced Environmental El, NSR 

years. Statistics (UT) 
Palisades Statistical Software Package 
Fabric Filter Operation Review (APT NI) 
Electrostatic Precipitator Plan Review 

(APT All) 
Controlling VOC Emissions from 

Leaking Process Equipment 
(APTAJI) 

Air Pollution Control Systems for 
Selected Industries (APT NI) 

lntennediate/ Advanced Environmental 
Statistics (UT) 

c. Develop emissions growth factors. Palisades Statistical Software Package EI, MOPS, NSR 
REMI Model Maintenance and Operation 
EGAS Model Maintenance and Operation 
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d. Develop guidance documents. Fabric Filter Operation Review (APT NI) All Ed, Exp, OJT, TA 
Electrostatic Precipitator Plan Review 

(APTA/l) 
Controlling VOC Emissions From 

Leaking Process Equipment 
(APTA/l) 

Air Pollution Control Systems for 
Selected Industries (APT All) 

Introduction to Air Toxics (APT All) 
Air Pollution Dispersion Models-

Application (APT A/I) 
Combustion Evaluation (APT A/l) 
Principles and Practices of Air Pollution 

Control (APT All) 
Orientation to Quality Assurance 

Management 
Quality Management Plan and Quality 

Assurance Project Plan Seminar 
e. Evaluate air pollution dispersion Atmospheric Sampling (APT NI) NSR 

modeling. 
f. Provide guidance to applicants. EI, NSR 
g. Provide meteorology and modeling NSR 

training. 
h. Manage air monitoring equipment. MOPS 
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3. Knowlec.lge of applicable laws, regulations, am.I Ed, Exp, OJT, TA 
policies. 
a. Describe significant federal and state All 

legislation relating to air pollution. 
b. Develop guidance documents. Fabric Filter Operation Review (APT NI) All 

Electrostatic Precipitator Plan Review 
(APTNI) 

Controlling VOC Emissions from 
Leaking Process Equipment 
(APT NI) 

Air Pollution Control Systems for 
Selected Industries (APT NI) 

Orientation to Quality Assurance 
Management 

Quality Management Plan and Quality 
Assurance Proj eel Plan Seminar 

c. Evaluate air pollution dispersion Introduction to Air Toxics (APT NI) NSR 
modeling. Air Pollution Dispersion Models-

Application (APT NI) 
Combustion Evaluation (APT NI) 
Principles and Practices of Air Pollution 

Control (APT NI) 
d. Provide guidance to applicants. EI, NSR 
e. Provide meteorology and modeling NSR 

training. 
f. Manage air monitoring equipment. Atmospheric Sampling (APT NI) MOPS 
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4. Knowledge of the state of the art in the specialty Ed, Exp, OJT, TA 
area and related specialties. 
a Conduct surveys to improve inventories. EI 
b. Generate emissions projections for future Intermediate/ Advanced Environmental EI, NSR 

years. Stattstics (UT) 
Palisades Statistical Software Package 

c Develop emissions growth factors. Intermediate/ Advanced Environmental EI, MOPS, NSR 
Statistics (UT) 

Palisades Statistical Software Package 
REMI Model Maintenance and Operation 
EGAS Model Maintenance and Operation 

d Develop guidance documents. Fabric Filter Operation Review (APT All) All 
Electrostatic Precipitator Plan Review 

(APT NI) 
Controlling VOC Emissions from 

Leaking Process Equipment 
(APT NI) 

e. Evaluate air pollution dispersion Air Pollution Control Systems for NSR 
modeling. Selected Industries (APT NI) 

Introduction to Air Toxics (APT NI) 
Air Pollution Dispersion Models-

Application (APT All) 
Combustion Evaluation (APT NI) 

f. Provide guidance to applicants. Principles and Practices of Air Pollution EI, NSR 
Control (APTA/I) 

g. Provide meteorology and modeling Atmospheric Sampling (APT NI) NSR 
training. 

h. Manage air monitoring equipment. MOPS 
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5. Skill in organizing and analyzing data, organizing 
and planning workloads, and expressing ideas 
clearly and concisely. 
n. Conduct surveys to improve inventories. 
b. Generate emissions projections for future 

years. 
c. Develop emissions growth factors. 

d. Develop guidance documents. 
e. Evaluate air pollution dispersion 

modeling. 
f. Provide guidance to applicants. 
g. Provide meteorology and modeling 

training. 
h. Manage air monitoring equipment. 
I. Lead meetings with internal and external 

customers. 

October 16, 1997 

Ed, Exp, OJT, TA 

El 
El 

REMI Model Maintenance and Operation El, MOPS 
EGAS Model Maintenance and Operation 

All 
NSR 

El, NSR 
NSR 

MOPS 
Atmospheric Sampling (APT NI) All 
Leading Effective Meetings 
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6. Skill in preparing technical reports and other 
appropriate documentation. 
a. Conduct surveys to improve inventories. 
b. Generate emissions projections for future 

years. 

c. Develop emissions growth factors. 

d. Develop guidance documents. 

e. Evaluate air pollution dispersion 
modeling. 

( Provide guidance to applicants. 
g. Provide meteorology and modeling 

training. 
h. Manage air monitoring equipment. 

October 16, 1997 

Ed, Exp, OJT, TA 

EI 
Intermediate/ Advanced Environmental EI, NSR 

Statistics (UT) 
Palisades Statistical Software Package 
Intermediate/ Advanced Environmental EI, MOPS, NSR 

Statistics (UT) 
Palisades Statistical Software Package 
REMI Model Maintenance and Operation 
EGAS Model Maintenance and Operation 
Fabric Filter Operation Review All 
Electrostatic Precipitator Plan Review 
Controlling VOC Emissions from 

Leaking Process Equipment 
Air Pollution Control Systems for 

Selected Industries 
Orientation to Quality Assurance 

Management 
Quality Management Plan and Quality 

Assurance Project Plan Seminar 
Introduction to Air Toxics (APT NI) NSR 
Air Pollution Dispersion Models-

Application 
Combustion Evaluation 
Principles and Practices of Air Pollution 

Control 
EI, NSR 

NSR 

Atmospheric Sampling (APTA/I) MOPS 
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7. 

8. 

Skill in using computers for word processing and I 
database manipulation. 
a. Conduct surveys to improve inventories. 
b. Generate emissions projections for future 

years. 

c. Develop emissions growth factors. 

d Produce documents such as letters, lists, 
and charts using standard agency 
software. 

e. Review documents for administrative 
accuracy. 

f. Compose documents such as letters, 
memoranda, and lists using standard 
agency software. 

g. Enter data, search databases, and extract 
data to support reports and analyses. 

h Evaluate air pollution dispersion 
modeling. 

I. Provide guidance to applicants. 
J. Provide meteorology and modeling 

training. 
k. Manage air monitoring equipment. 

Skill in following policies and procedures. 

(\ '1er 16, 1997 8 

Ed, Exp, OJT, TA 

EI 
Intermediate/ Advanced Environmental El,NSR 

Statistics (UT) 
Palisades Statistical Software Package 
Paradox Level Ill 
Quattro Pro Level Ill 
Intermediate/ Advanced Environmental El, MOPS, NSR 

Statistics (UT) 
Palisades Statistical Software Package 
REMI Model Maintenance and Operation 
EGAS Model Maintenance and Operation 

All 

All 

All 

Paradox Level Ill All 
Quattro Pro Level III 
UNIX Korn Shell Programming 

NSR 

NSR, EI 
NSR 

Atmospheric Sampling (APTNI) MOPS 

All Exp 
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9. Skill in complying with appropriate OSHA safety All Exp, OJT, TA 
standards. 
a. Operate in a potentially hazardous area 

observing appropriate safety procedures. 
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1. 

Knowledge or Skill 

Trai11i11g Topics Worksl1eet 
for 

Modeli11g & Assess111e11t Specialist III 

Supporting Topic(s) 

Skill in applying modeling, statistical procedures, 
higher mathematics, and computer programming. 
a. 

b. 
c. 

d. 
e. 
f. 

g. 
h. 
I. 

J. 
k. 
l. 

m. 

* 

** 

Evaluate photochemical modeling 
analyses. 
Develop and evaluate new techniques 
Perform quality assurance of 
meteorology. 
Conduct special studies. 
Testify in hearings and/or trials. 
Perform biogenic emissions modeling. 

Test the model's sensitivities. 
Process meteorological data for input. 
Process emissions inventory before input. 
Select air monitoring sites. 
Manage air monitoring equipment. 
Conduct real-time analyses of air quality 
and meteorological data. 
Provide technical training. 

Ed= Education (Academic) 
PR= Professional Requirement 

EI= Emissions Inventory 

Introduction to Photochemistry, UT, Dr. 
David Allan 

Expert Witness Course 

BEIS Emission Estimation Models 
Biome Emission Estimation Models 

FoxPro Programming Level Ill 

On-the-Job (OJT) Training 

OJT = Structured On-the-Job Training 
MQ = Mmimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Ed, Exp, OJT, TA 

MOPS, NSR, SIP 

All 
SIP, NSR, MOPS 

All 
NSR 
SIP 

SIP, NSR, El 

SIP, NSR, MOPS 
SIP, NSR, MOPS 

NSR,MOPS 
MOPS 
MOPS 
MOPS 

Alt 

Exp= Experience (Tenure) 
TA =Training Academy 



n. Develop databases (JAD). Sterling COOL-GEN (formerly TI El,MOPS Exp, OJT, TA 
Composer) 

Oracle Database Programmmg 
Visual Basic Programming Level I 
Crystal Reports 

2. Knowledge of principles and practices of Exp, OJT, TA 
environmental science and applied science. 
a. Perform quality assurance of SIP, NSR, MOPS 

meteorology. 
b. Conduct special studies. Expert Witness Course All 
c Testify in hearings and/or trials. NSR 
d Perform biogenic emissions modeling. BEIS Emission Estimation Models SIP 

Biome Emission Estimation Models 
e. Test the model's sensitivities. SIP, NSR, EI 
f. Process meteorological data for input. SIP, NSR, MOPS 
g. Process emissions inventory before input. FoxPro Programming Level Ill SIP, NSR, MOPS 
h. Select air monitoring sites. NSR, MOPS 
l. Manage air monitoring equipment. MOPS 
J. Conduct real-time analyses of air quality MOPS 

and meteorological data. 
k. Conduct air quality forecasting and MOPS 

analyses. 
L Provide technical training. On-the-Job (OJT) Training All 
m. Develop databases (JAD). Sterling COOL-GEN (formerly TI MOPS 

Composer) 
Oracle Database Programming 
Visual Basic Programming Level I 
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3. Knowledge of applicable laws, regulations, and Exp, OJT, TA 
policies. 
a. Conduct special studies. All 
b. Testify in hearings and/or trials. Expert Witness Course NSR 
c Perfonn biogenic emissions modeling. BEIS Emission Estimation Models SIP 

Biome Emission Estimation Models 
d. Process emissions inventory before input. FoxPro Programming Level III SIP, NSR, MOPS 
e. Select air monitoring sites. NSR,MOPS 
f. Manage air monitoring equipment. MOPS 
g. Conduct real-time analyses of air quality MOPS 

and meteorological data. 
h. Conduct air quality forecasting and MOPS 

analyses. 
I. Provide technical training. On-the-Job (OJT) Training All 

October 20, 1997 3 F \WBELL\CAREERLD\ENGJNSPL\MOD&ASS'\1TW3 T 



O:l 
I-' 
w 
00 4. Knowledge of the state of the art in the specialty 

area and related specialties. 
a. Evaluate photochemical modeling 

analyses. 
b. Develop and evaluate new teclmiques 
c. Perform quality assurance of 

meteorology. 
d. Conduct special studies. 
e. Testify in hearings and/or trials. 
f. Perform biogenic emissions modeling. 

g. Test the model's sensitivities. 
h. Process meteorological data for input. 
i. Process emissions inventory before input. 

J. Select air monitoring sites. 
k. Manage air monitoring equipment. 
1. Conduct real-time analyses of air quality 

and meteorological data. 
m. Conduct air quality forecasting and 

analyses. 
n. Provide technical training. 
0. Develop databases (JAD). 

October 20, 1997 4 

Ed, Exp, OJT, TA 

Introduction to Photochemistry, UT, SIP, NSR, MOPS 
Dr. David Allan 

All 
SIP, NSR, MOPS 

Expert Witness Course All 
NSR 

BEIS Emission Estimation Models SIP 
Biome Emission Estimation Models 

SIP, NSR, EI 
SIP, NSR, MOPS 

FoxPro Programming Level III SIP, NSR, MOPS 
NSR, MOPS 

MOPS 
MOPS 

MOPS 

On-the-Job (OJT) Training All 
Sterling COOL-GEN (formerly TI MOPS 

Composer) 
Oracle Database Programming 
Visual Basic Programming Level I 

F \WBELL\CAREERLD\ENGJNSPL\MOD&ASS'l1TW3. T 



5. Skill in organizing and analyzing data, organizing Exp, OJT, TA 
and platllling workloads, expressing ideas clearly 
and concisely, and addressing groups effectively. 
a. Perform quality assurance of 

meteorology. SIP, NSR, MOPS 
b. Conduct special studies. All 
c. Testify in hearings and/or trials. Expert Witness Course NSR 
d. Perform biogenic emissions modeling. BEIS Emission Estimation Models SIP 

Biome Emission Estimation Models 
e. Test the model's sensitivities. SIP, NSR, El 
f. Process meteorological data for input. SIP, NSR, MOPS 
g. Process emissions inventory before input. FoxPro Programming Level III SIP, NSR, MOPS 
h. Select air monitoring sites. NSR, MOPS 
I. Manage air monitoring equipment. MOPS 
J. Conduct real-time analyses of air quality MOPS 

and meteorological data. 
k. Conduct air quality forecasting and MOPS 

analyses. 
l Provide technical training. On-the-Job (OJT) Training All 
m. Develop databases (JAD). Sterling COOL-GEN (formerly Tl EI, MOPS 

Composer) 
Oracle Database Programming 
Visual Basic Programmmg Level I 
Crystal Reports 

n. Prepare and give presentations. Presentations 3.0 Alt 
Presentation Skills 
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J. Skill in preparing technical reports and other Exp, OJT, TA 
appropriate documentation. 
a. Perform quality assurance of SIP, NSR, MOPS 

meteorology. 
b. Conduct special studies. Expert Witness Course All 
c. Testify in hearings and/or trials. NSR 
d. Perform biogenic emissions modeling. BEIS Emission Estimation Models SIP 

Biome Emission Estimation Models 
e. Test the model's sensitivities. SIP, NSR, EI 
f. Process emissions inventory before input. FoxPro Programming Level III El, MOPS, NSR, 

Crystal Reports SIP 
g. Select air monitoring sites. On-the-Job (OJT) Traming NSR, MOPS 
h. Provide technical traming. EI 
I. Conduct air quality forecasting and MOPS 

analyses. 
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7 Skill in using computers for word processing and Exp, OJT, TA 
database manipulation. 
a. Perfonn quality assurance of SIP, NSR, MOPS 

meteorology. 
b. Conduct special studies. Expert Witness Course All 
c. Testify in hearings and/or trials. NSR 
d. Perfonn biogenic emissions modeling. BEIS Emission Estimation Models SIP 

Biome Emission Estimation Models 
e. Test the model's sensitivities. SIP, NSR, El 
f. Process meteorological data for input. SIP, NSR, MOPS 
g Process emissions inventory before input. FoxPro Programming Level III SIP, NSR, MOPS 
h. Select air monitoring sites. NSR,MOPS 
i. Manage air monitoring equipment. MOPS 

J· Conduct real-time analyses of air quality MOPS 
and meteorological data. 

k. Conduct air quality forecasting and MOPS 
analyses. . 

I. Provide technical training. On-the-Job (OJT) Training All 
m. Develop databases (JAD). Sterling COOL-GEN (formerly TI EI, MOPS 

Composer) 
Oracle Database Programming 
Visual Basic Programming Level I 
Crystal Reports 

11. Prepare and give presentations. Presentations 3.0 All 
Presentation Skills 

8. Skill in following policies and procedures. All Exp 
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1 

Knowledge or Skill 

Trai11i11g Topics Worksheet 
for 

Modeli11g & Assessme11t Specialist JV 

Supporting Topic(s) 

Skill in applying modeling, statistical 
procedures, higher mathematics, and computer 
programming. 
a. 

b. 

c. 
d. 
e. 
f. 
g. 
h. 

1. 

J. 

k. 

* 

** 

Defend workmanship (reports and 
presentations). 
Participate in national technical 
workgroups, e.g. OT AG. 
Testify in hearings and/or trials. 
Run UAM base cases. 
Select study episodes. 
Write the Scope of Work for contracts. 
Evaluate contractor performance. 
Provide technical advice to the 
Commission via policy. 
Provide technical advice to the 
Commission via written and oral 
communications. 
Publish documents and present findings at 
conferences 
Run specific control scenarios. 

Ed= Education (Academic) 
PR = Professional Requirement 

EI = Emissions Inventory 

OJT = Structured On-the-Job Training 
MQ =Minimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR =New Source Review Permits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

Exp 

All 

El, NSR, SIP 

NSR 
SIP, El 
SIP, El 

All 
All 
All 

All 

All 

EI, NSR, SIP 

Exp= Experience (Tenure) 
TA= Training Academy 



l. Run general control scenarios. SIP, NSR, EI Exp, TA 
m. Conduct air quality forecasting and MOPS 

analyses. 
n. Propose and negotiate grants. Negotiating Environmental Agreements El, NSR, SIP 
0. Develop border air quality control EI 

programs. 
p. Develop combustion strategies. NSR 

2. Knowledge of principles and practices of Exp 
environmental science and applied science. 
a. Defend workmanship (reports and All 

presentations). 
b. Participate in national technical El, NSR, SIP 

workgroups, e.g. OT AG. 
C. Run UAM base cases. SIP, EI 
d. Select study episodes. SIP, El 
e. Write the Scope of Work for contracts. Alt 
f. Evaluate contractor performance. Alt 
g. Provide technical advice to the Alt 

Commission via policy. 
h. Provide technical advice to the All 

Commission via written and oral 
communications. 

l. Publish documents and present findings at All 
conferences. 

J. Run specific control scenarios. El, NSR, SIP 
k. Run general control scenarios. SIP, NSR, EI 
I. Conduct air quality forecasting and MOPS 

analyses. 
m. Propose and negotiate grants. El, NSR, SIP 
n. Develop border air quality control EI 

programs. 
0. Develop combustion strategies. NSR 
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3. Knowledge of applicable laws, regulations, and Exp, TA 
policies 
a. Defend workmanship (reports and 

presentations). All 
b Participate in national technical 

workgroups, e.g. OT AG. EI, NSR, SIP 
c. Run UAM base cases. SIP, EI 
d. Select study episodes. SIP, EI 
e. Write the Scope of Work for contracts. All 
f. Evaluate contractor performance. All 
g. Provide technical advice to the All 

Commission via policy. 
h. Provide technical advice to the All 

Commission via written and oral 
communications. 

1 Publish documents and present findings at All 
conferences. 

j Run specific control scenarios. EI, NSR, SIP 
k. Run general control scenarios. SIP, NSR, EI 
1. Conduct air quality forecasting and MOPS 

analyses. 
m. Propose and negotiate grants. Negotiating Environmental Agreements El, NSR, SIP 
n. Develop border air quaJity control El 

programs. 
o. Develop combustion strategies. NSR 
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-+. Knowledge of the state of the art in the specialty 
area and related specialties. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OT AG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 
I. Conduct air quality forecasting and 

analyses. 
m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16, 1997 4 

Exp, TA 

AH 

EI, NSR, SIP 

SIP, El 
SIP, EI 

All 
All 
All 

All 

All 

EI, NSR, SIP 
SIP, NSR, El 

MOPS 
. 

Negotiating Environmental Agreements EI, NSR, SIP 
EI 

NSR 

F. \WBELL\CAREERLD\ENGINSPL\MOD&ASS'\TI' 
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5. Skill in organizing and analyzing data, 
organizing and planning workloads, expressing 
ideas clearly and concisely, and training others. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national teclmical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 
I. Conduct air quality forecasting and 

analyses. 
m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16, 1997 5 

Exp, TA 

All 

EI, NSR, SIP 

SIP, EI 
SIP, EI 

All 
All 
All 

Alt 

All 

EI, NSR, SIP 
SIP, NSR, El 

MOPS 

Negotiating Envirorunental Agreements El, NSR, SIP 
EI 

NSR 

F \WBELL\CAREERLD\ENGJNSPL\MOD&ASS'\1T 
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J. Skill in preparing technical reports and other 
appropriate documentation. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OT AG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor perfonnance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

i. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 
l. Conduct air quality forecasting and 

analyses. 
m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16. 1997 6 

Exp, TA 

All 

EI, NSR, SIP 

SIP, El 
SIP, El 

All 
All 
All 

All 

All 

El, NSR, SIP 
EI, SIP, NSR 

MOPS 

Negotiating Environmental Agreements EI, NSR, SIP 
EI 

NSR 

F \WBELL\CAREERLD\ENG/NSPL\MOD&ASS'\TT 
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7. Skill in using computers for word processing and Exp, 1r\. 

database manipulation. 
a. Defend workmanship (reports and All 

presentations). 
b. Participate in national technical EI, NSR, SIP 

workgroups, e.g. OTAG. 
c. Run UAM base cases. SIP, EI 
d. Select study episodes. SIP, EI 
e Write the Scope of Work for contracts. All 
f. Evaluate contractor performance. All 
g. Provide technical advice to the All 

Commission via policy. 
h. Provide technical advice to the All 

Commission via written and oral 
communications. 

l. Publish documents and present findings at All 
conferences. 

J. Run specific control scenarios. EI, NSR, SIP 
k. Run general control scenarios. SIP, NSR, EI(MS, 

EI 
I. Conduct air quality forecasting and MOPS 

analyses. 
m Propose and negotiate grants. Negotiating Environmental Agreements EI, NSR, SIP 
n. Develop border air quality control EI 

programs. 
0. Develop combustion strategies. NSR 
p. Develop in-house air pollution custom Visual Basic Programming Level II MOPS 

applications. 
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U1 
0 8. Skill in following policies and procedures, as 

well as planning and developing new policies and 
procedures. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 
I. Conduct air quality forecasting and 

analyses. 
m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16, 1997 8 

Exp, TA 

All 

EI, NSR, SIP 

SIP, El 
SIP, El 

All 
All 
All 

All 

All 

EI, NSR, SIP 
SIP, NSR, EI 

MOPS 

Negotiating Environmental Agreements EI, NSR, SIP 
EI 

NSR 
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9. 

10. 

Skill in representing the agency as an expert 
witness on matters not requiring registration as a 
professional engineer. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OT AG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

j. Run specific control scenarios. 
k. Run general control scenarios. 
l. Conduct air quality forecasting and 

analyses. 
m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
0. Develop combustion strategies. 

Skill in directing and supervising staff members. 
a Identify strengths and weaknesses of team 

members and assist in developing 
technical and communication skills. 

b. Lead meetings with internal and external 
customers. 

October 16, 1997 9 

Exp, in. 

All 

EI, NSR, SIP 

STP, EI 
SIP, EI 

All 
All 
All 

All 

All 

El, NSR, SIP 
SIP, NSR, El 

MOPS 

Negotiating Environmental Agreements EI, NSR, SIP 
EI 

NSR 

All Exp, TA 
Coaching: Preparing Others for Success 
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11. Skill in applying federal, state, and agency laws, 
policies, and procedures to work-related issues. 
a. Exercise responsibilities in employing and 

supervising persons with disabilities. 
b. Sensitize employees to appropriate 

etiquette in working with persons with 
disabilities. 

c. Implement agency policies regarding 
career ladders. 

d. Resolve employee issues regarding career 
ladders. 

e. Develop Job Analysis Worksheets (JAW) 
for job classifications. 

f. Develop an Employee Performance Plan. 
g. Administer and document disciplinary 

actions in accordance with agency 
policies. 

h. Develop practical methods for 
overcoming cultural barriers in the work 
environment. 

I. Intervene in situations involving potential 
discrimination on the basis of race, age, 
sex, ethnicity, sexual orientation, and 
physical disability. 

J. Balance the needs of employees with 
organizational goals. 

k. Apply the agency's operating policies 
and procedures to the work environment. 

I. Practice core management functions of 
planning, organizing, controlling, 
performing, and leading. 

October 16, 1997 JO 

All Exp, TA 

A Manager's Guide to the Americans 
with Disabilities Act (ADA) 

Career Ladder Overview for Supervisors 

Developing JAWS and Writing 
Performance Plans 

Disciplinary Action 

Managing Diversity in the Workplace 

Orientation to Supervisory Skills 

F \WBELL\CAREERLD\ENGJNSPL\MOD&ASS'\ITW4 T 
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Vl 
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m. Develop performance standards. 

n. Document performance and behavior. 
0. Provide performance feedback to 

employees. 
p. Enforce the agency's policies regarding 

the prevention of sexual harassment. 
q. Implement the agencies policies and 

procedures regarding employment 
r. Observe federal and stale regulations 

regarding the hiring process. 

October 16, 1997 II 

Performance Management System All Exp, TA 
Training 

Sexual Harassment Prevention for 
Managers 

TNRCC Hiring Process 
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to ...... 
lJ1 
lJ1 

l. 

Knowledge or Skill 

Skill in applying modeling, statistical 
procedures, higher mathematics, and computer 
programming. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OTAG. 
c. Testify in hearings and/or trials. 
d. Run UAM base cases. 
e. Select study episodes. 
f. Write the Scope of Work for contracts. 
g. Evaluate contractor performance. 
h. Provide technical advice to the 

Commission via policy. 
I. Provide technical advice to the 

Commission via written and oral 
communications. 

Trai11i11g Topics Workslieet 
for 

Modeliug & Assess111e11t Specialist V 

Supporting Topic(s) 

j. Publish documents and present findings at 

k. 
1. 

* 

** 

conferences 
Run specific control scenarios. 
Run general control scenarios. 

Ed= Education (Academic) 
PR= Professmnal Requirement 

EI = Emissions Inventory 

OJT = Structured On-the-Job Training 
MQ = Minimum Qualification 

MOPS = MOPS--Data Management, Statistical Sciences, and Air Pollution Meteorology 
NSR = New Source Review Pennits Modeling 
SIP=State Implementation Plan Modeling 

Team* Source for 
Satisfying Topic* 

All Exp 

Exp =Experience (Tenure) 
TA =Training Academy 



m. Conduct air quality forecasting and All Exp 
analyses. 

n. Propose and negotiate grants. 
0. Develop border air quality control 

programs. 
p. Develop combustion strategies. 

2. Knowledge of principles and practices of All Exp 
environmental science and applied science. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

l. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
0. Develop combustion strategies. 
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3. Knowledge of applicable laws, regulations, and All Exp 
policies. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OT AG. 
c. Run UAM base cases 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

i. Publish documents and present findings at 
conferences. 

j. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 
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4. Knowledge of the state of the art in the specialty All Exp 
area and related specialties. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
0. Develop combustion strategies. 

October 16, 1997 4 F \WBELL\CAREERLD\ENGINSPL\MOD&ASS'\TI'W5 T 



5. Skill in organizing and analyzing data, All Exp 
organizing and planning workloads, expressing 
ideas clearly and concisely, and training others. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OT AG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

1. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 
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6. Skill in preparing technical reports and other All Exp 

appropriate documentation. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
0. Develop combustion strategies. 
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7. Skill m using computers for word processing and 
database manipulation. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national technical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16, 1997 7 

All Exp 
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8. Skill in following policies and procedures, as 
well as planning and developing new policies and 
procedures, as necessary. 
a. Defend workmanship (reports and 

presentations). 
b. Participate in national teclmical 

workgroups, e.g. OT AG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
f. Evaluate contractor perfonnance. 
g. Provide teclmical advice to the 

Commission via policy. 
h. Provide teclmical advice to the 

Commission via written and oral 
communications. 

l. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

October 16, 1997 8 

All Exp 
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9. Skill in representing the agency as an expert 
witness on matters not requiring registration as a 
professional engineer. 
a. Defend workmanship (reports and 

presentations). 
b. Participate m national technical 

workgroups, e.g. OTAG. 
c. Run UAM base cases. 
d. Select study episodes. 
e. Write the Scope of Work for contracts. 
[. Evaluate contractor performance. 
g. Provide technical advice to the 

Commission via policy. 
h. Provide technical advice to the 

Commission via written and oral 
communications. 

I. Publish documents and present findings at 
conferences. 

J. Run specific control scenarios. 
k. Run general control scenarios. 

I. Conduct air quality forecasting and 
analyses. 

/ 

m. Propose and negotiate grants. 
n. Develop border air quality control 

programs. 
o. Develop combustion strategies. 

10. Skill in directing and supervising staff members. 
a. Identify strengths and weaknesses of team 

members and assist in developing 
technical and communication skills. 

b. Lead meetings with internal and external 
customers. 

October 16, 1997 9 

All Exp 

All Exp 
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11. Skill in applying federal, state, and agency laws, 
policies, and procedures to work-related issues. 
a. Exercise responsibilities in employing and 

supervising persons with disabilities. 
b. Sensitize employees to appropriate 

etiquette in working with persons with 
disabi lilies. 

c. Implement agency policies regarding 
career ladders. 

d. Resolve employee issues regarding career 
ladders. 

e. Develop Job Analysis Worksheets (JAW) 
for job classifications. 

f. Develop an Employee Performance Plan. 
g. Administer and document disciplinary 

actions in accordance with agency 
policies. 

h. Develop practical methods for 
overcoming cultural barriers in the work 
environment. 

I. Intervene in situations involving potential 
discrimination on the basis of race, age, 
sex, ethnicity, sexual orientation, and 
physical disability. 

J Balance the needs of employees with 
organizational goals. 

k. Apply the agency's operating policies 
and procedures to the work environment. 

I. Practice core management functions of 
planning, organizing, controlling, 
performing, and leading. 

October 16, 1997 JO 

All Exp 
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m. Develop performance standards. 

n. Document perfonnance and behavior. 
o. Provide performance feedback to 

employees. 
p. Enforce the agency's policies regarding 

the prevention of sexual harassment. 
q. Implement the agencies policies and 

procedures regarding employment 
r. Observe federal and state regulations 

regarding the hiring process. 

12. Skill in communicating technical information 
within the organization boundary and with 
customers; delivering presentations at technical 
functions and meetings; and composing reports 
such as updates, briefs, summaries, and 
memoranda. 
a. Facilitate team meetings using appropriate 

techniques for assuring attention to task 
and relationships. 

b. Build, lead, and evaluate teams formed to 
achieve specific results within resource 
constraints. 

c. Identify sources of conflict. 
d. Practice communication skills. 
e. Mediate disputes using an appropriate 

model. 
f. Assist in developing team goals and 

objectives. 
g. Propose policies relating to air pollution. 
h. Prepare responses to legislative initiatives 

and public inquiries. 

October 16, 1997 

All Exp 

All Exp 

Facilitating Groups 

Leading, Building, and Evaluating High 
Performance Teams 

Excellence in Leadership 
Mediation Skills (Advanced) 
Facilitation Skills 

Management Development Course 
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ENVIRONMENTAL SPECIALIST Il 
(ENVIRON1\.1ENTAL INVESTIGATOR I) 

CLASS NO. 2681A 

PAY GROUP BS 

GENERAL DESCRIPTION 

Performs work at the trainee level in the fields of 
air, water, or waste pollution. Work is performed 
under close supervision with minimal latitude for 
the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED 

Prepares draft correspondence. 
Operates technical equipment and various detection 
instruments. 
Makes preliminary evaluations of samples and data 
obtained during inspections. 
Assists in routine inspections, surveys, and 
complaint investigations, and prepares technical 
reports and practical recommendations regarding 
rmdings. 
Assists in collecting samples and conducting field 
studies. 
Assists in the preparation of environmental 
seminars and educational presentations. 
Performs related work as assigned. 

l\ilJ'l,lJMUM QUALil'ICA TIO NS 

Nmety semester boms from an accredited college or 
university. 

One year of full-time experience in the field of 
environmental activities which are directly related 
to the examples of work performed may be 
substituted for each year (30 semester hours) of the 
required education. 

OR 

Three years of full-time TNRCC experience in an 
administrative capacity* or in clerical work in 
environmental investigations or similar program 
area. 

•Administrative capacity is work where primary 
duties consist of performing administrative tasks of 
an office, excluding work such as clerical, 
secretarial, sales, equipment operations, and 
manual labor. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of the operation and care of scientific 
equipment and of scientific principles and 
techniques. 
Ability to read and understand state and federal 
laws and regulations; to comnumicate effectively; to 
exercise good judgment; to make technically sound 
decisions; to function as a member of a team; and 
to use word processing, spreadsheet, and database 
computer programs. 

TNRCC 
JDM 97-S/SEPTEMBER 1997 
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ENVIRONMENTAL QUALITY SPECIALIST ill 
(ENVJRONMENTAL INVESTIGATOR Il) 

CLASS NO. 4062A 

PAYGROUP15 

GENERAL DESCRIPTION 

This is the entry point of the Environmental 
Investigator career ladder. Performs routine work 
in the fields of air, water, or waste pollution. Work 
is perf onned under moderate supervision with 
limited latitude for the use of initiative and 
independent judgment. 

EXAMPLES OF WORK PERFORMED 

Conducts technical inspections and surveys, and 
evaluate the results. 
Conducts routine follow-up inspections. 
Prepares technical papers on studies of this type of 
work. 
Prepares technical reports and recommendations 
regarding findings. 
Prepares draft correspondence. 
Distributes educational materials concerning the 
program. 
Operates and performs minor maintenance of 
technical equipment and various detection 
instruments. 
Assists in the collection and analysis of 
environmental samples. 
Assists in the preparation of educational 
presentations as required. 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university. 

One year of full-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year (30 semester hours) of the required 
education. 

OR 

Two years of full-time TNRCC experience as an 
Environmental Investigator I. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of applicable local, state and federal 
ordinances and laws; of environmental protection 
practices and techniques; of scientific principles 
and techniques; and of the operation and care of 
scientific detection equipment. 
Ability to communicate effectively; to exercise good 
judgment; to make technically sound decisions; to 
function as a member of a team; and to use word 
processing, spreadsheet, and database computer 
programs. 

TNRCC 
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ENVIRONMENTAL QUALITY SPECIALIST IV 
(ENVIRONMENTAL INVESTIGATOR III) 

CLASS NO. 4063A 

PAY GROUP17 

GENERAL DESCRIPTION 

Performs moderately complex technical work in the 
fields of air, water or waste pollution. Work is 
performed under general supervision with 
moderate latitude for the use of initiative and 
independent judgment. 

EXAMPLES OF WORK PERFORMED 

Conducts and leads technical inspections, surveys, 
follow-up investigations and studies, and prepares 
reports. 
Conducts environmental monitoring and may lead 
a team conducting such monitoring; prepares 
technical papers on studies of this type of work. 
Participates in special projects and may direct the 
efforts of other environmental investigators in such 
projects. 
Reviews routine plans and draft permits. 
Operates, maintains, and calibrates technical 
equipment used in the field of environmental 
pollution. 
Provides limited technical as.mtance to the public, 
regulated community and other interested groups. 
Provides advice to interested parties regarding the 
application of appropriate regulations. 
Assists in the training of environmental 
investigators. 
May conduct educational presentations on general 
environmental subjects. 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university plus one year of full-time experience in 
environmental activities directly related to the 
examples of work performed. 

One year of full-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year (30 semester hours) of the required 
education. 

OR 

One year of full-time TNRCC experience as an 
Environmental Investigator D. 

KNOWLEDGE, SKil..LS, AND ABD.Jl1ES 

Knowledge of applicable local, state and federal 
ordinances and laws; of environmental principles in 
the field of industrial and municipal solid waste 
management, air pollution, water pollution or 
water resources; and of environmental monitoring 
techniques and analysis. 
Ability to operate and maintain complex technical 
equipment and various detection instruments; to 
communicate effectively; to supervise and plan 
group efforts in environmental activities; to review 
reports and studies for technical correctness; to 
exercise good judgment; to make technically sound 
decisions; to function as a member of a team; and 
to use word processing, spreadsheet, and database 
computer progrmm. 

TNRCC 
JDM 96-8/NOVEMBER 1996 
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ENVIRONMENTAL QUALITY SPECIALIST V 
(ENVIRONMENTAL INVESTIGATOR IV) 

CLASS NO. 4064A 

PAYGROUP19 

GENERAL DESCRIPTION 

This is the top of the Environmental Investigator 
career ladder. Performs or manages complex 
technical work in the fields of air, water, or waste 
pollution. Work involves performing or managing 
the work of others in complex environmental 
investigations, inspections, surveys, studies, or 
other environmental projects; writing and 
reviewing highly technical reports; providing advice 
and complex technical assistance; providing 
scientific or technical public education programs; 
interpreting rules, regulations, and environmental 
policies. Reviews complex plans and draft permits, 
interprets scientific data and makes appropriate 
recommendations. Work is performed under 
minimal supervision with considerable latitude for 
the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED 

Performs or manages complex investigations, 
inspections, surveys, follow-up investigations, 
studies, and reviews regarding facility compliance 
or permit activities. 
Plans and manages projects and the work of other 
employees on those projects in air, water, and 
waste pollution activities. 
Prepares technical articles and papers for 
presentation to professional groups or reviews 
reports from environmental investigators. 
Reviews collected data, maintains appropriate files, 
prepares reports, and makes recommendations as 
required. 
Reviews complex plans and draft permits. 
Interprets statutes, regulations, and policy for 
applicability to individual situations. 
Advises and provides complex technical assistance 
to representatives of the public, the regulated 
community, and professional groups. 
Analyzes and evaluates special conditions and 
situations involving environmental problems. 
Operates, maintains, and calibrates technical 
equipment used in the field of environmental 
pollution. 

Assists in, or trains other environmental 
investigators. 
May be responsible for activities relating to the 
monitoring of environmental contamination and 
evaluation of data. 
May use of supervise the use of various instruments 
in sampling, collecting, and analyzing information 
and data. 
May interact with federal, state or local 
governments, media, regulated community, and the 
general public. 
May prepare scientific, technical, or other 
publications related to environmental topics. 
Performs related work as assigned. 

MINIMUM QUALIF1CATIONS 

A bachelor's degree from an accredited college or 
university plus three years of full-time experience 
in the field of environmental activities directly 
related to the examples of work performed. 

One year of full-time experience in the field of 
environmental activities which are directly related 
to the examples of work performed may be 
substituted for each year (30 semester hours) of the 
required education. 

OR · 

A master's degree from an accredited college or 
university with a major in engineering, basic 
science, math, environmental science, computer 
science or a related field, plus two years of full-time 
experience in the field of environmental activities 
directly related to the examples of work performed. 

OR 

Two years of full-time TNRCC experience as an 
Environmental Investigator m. 

TNRCC 
JDM 96-8/NOVEMBER 1996 



ENVIRONMENTAL QUALITY SPECIALIST V 
(ENVIRONMENTAL INVESTIGATOR IV) 

KNOWLEDGE, SKD..LS, AND ABILITIES 

Knowledge of, and ability to, interpret applicable 
local, state, and federal laws, regulations, and 
policies. 
Knowledge of the organization and structure of 
environ.mental protection organizations; of 
environmental and/or engineering principles in the 
field of industrial and municipal solid waste 
management, air pollution, water pollution or 
water resources; and of environmental monitoring 
techniques and analysis. 
Ability to prepare and present technical papers and 
studies to professional groups; to manage and plan 
group efforts in environmental activities; to operate 
and maintain complex teclmical equipment and 
various detection instruments; to communicate 
effectively under stressful conditions with the 
public, regulated community, and professional 
groups; to review reports and studies for technical 
correctness; to exercise good judgment; to make 
technically sound decisions; to function as a 
member of a team; to use word processing, 
spreadsheet, and database computer programs; am 
to plan and develop policies and procedures. 

CLASS NO. 4064A 

PAY GROUP19 

TNRCC 
JDM 96-8/NOVEMBER 1996 
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ENVIRONMENTAL QUALITY SPECIALIST VI 
(ENVIRONMENTAL INVESTIGATOR V) 

CLASS NO. 4065A 

PAY GROUP21 

GENERAL DESCRIPTION 

Performs highly complex technical work at a 
professional level in the fields of air, water, or 
waste pollution. Work involves conducting, 
organizing, managing, or coordinating programs 
and activities in highly complex environmental 
investigations or projects; initiating special studies; 
serving as a technical resource; conducting public 
meetings; reviewing and making recommendations 
regarding complex permit applications; providing 
complex technical assistance and information to the 
public, the regulated community, other 
governmental agencies, public officials, and the 
news media; determining compliance with 
schedules, orders, or permit requirements; 
planning or assigning work and/or directly 
supervising other employees. Ensures that all work 
assignments are carried out in accordance with 
applicable rules, regulations, policies, and/or 
standards of good scientific and/or engineering 
practices. Work is performed under direction with 
extensive latitude for the use of initiative and 
independent judgment. 

EXAMPLES OF WORK PERFORMED 

Performs or manages highly complex investigations 
and reviews regarding facility compliance or permit 
activities. 
Organizes, assigns, supervises, and coordinates 
programs, projects, and activities in the planning 
and execution of environmental projects. 
Serves as a mentor or trainer to other 
environmental investigators. 
Evaluates data for adherence to specified 
requirements in applicable laws and regulations 
and reports from environmental investigators. 
Interprets statutes, regulations, and policy for 
applicability to individual situations. 
Reviews collected data, maintains appropriate mes, 
prepares reports, and makes recommendations as 
required. 
Reviews and approves staff recommendations 
regarding highly complex plans and draft permits. 
Edits reports and special publications; aids in the 
preparation of program budget requests. 

Advises and provides highly complex technical 
assistance to representatives of the public, the 
regulated community, and professional groups. 
Interacts with federal, state, or local governments, 
media, regulated community, and the general 
public. 
May aid in the preparation of program budget 
requests. 
May plan, assign, and/or supervise the work of 
other employees, including the direct supervision 
of staff through performance evaluations. 
May be responsible for or supervise activities 
relating to the monitoring of environmental 
contamination and evaluation of data. 
May use or supervise use of various instruments in 
sampling, collecting, and analyzing information and 
data. 
May initiate or recommend special studies, reduce 
data to specific fmdings, and recommend 
resolutions. 
May conduct public meetings and group discus.tjons 
relative to environmental problems. 
May prepare educational materials including 
training and operational manuals used in 
implementing a specific environmental program. 
May prepare scientific, technical, or other 
publications related to environmental topics. 
May review and prepare recommendations 
regarding applications for complex permits for air, 
water, or waste projects. 
May assist in the formulation of rules, regulations 
and policies. 
Performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

Two years of full-time TNRCC experience as an 
Environmental Investigator IV*. 

*Progression to the Environmental Investigator V 
(pay group 21) is strictly tied to the business needs 
of the agency. 

KNOWLEDGE, SKILLS, AND ABD.,ITIES 

TNRCC 
IDM 96-S!NOVEMBER 1996 



ENVIRONMENTAL QUALITY SPECIALIST VI 
(ENVIRONMENTAL INVESTIGATOR V) 

Knowledge of environmental and/or engineering 
principles in the fields of industrial and municipal 
solid waste management, air pollution, water 
pollution, or water resomces and of environmental 
monitoring techniques and analysis; and in the 
application of personnel management principles. 
Ability to interpret applicable local, state, and 
federal laws, regulations, and policies to individual 
situations; to interact with federal, state, or local 
governments, media, the regulated community, and 
the general public and provide advice on highly 
complex technical issues to representatives of the 
public, the regulated community, and professional 
groups; to prepare and present technical papers 
and studies to professional groups; to supervise and 
plan group efforts in environmental activities; to 
operate and maintain complex technical equipment 
and various detection instruments; to communicate 
effectively under stressful conditions with the 
public, the regulated community, and professional 
groups; to review reports and studies for technical 
correctness; to exercise good judgment; to make 
technically sound decisions; to function as a 
member of a team; to use word processing, 
spreadsheet, and database computer progr~; to 
plan and develop policies and procedures; and to 
train personnel on highly complex technical aspects 
of the job. 

CLASS NO. 4065A 

PAY GROUP21 

TNRCC 
JDM 96-8/NOVEMBER 1996 
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1. 

2. 

3. 

* 

Trai11illg Topics Worksheet 
for 

(E11viro11me11tal lllvestigator I) 

Knowledge or Skill Supporting Topic(s) Source for 

Knowledge of the operation and care of scientific 
equipment: 
a. Calibrate equipment. 
b. Identify faulty equipment. 
c. Follow referral procedures for 

maintenance. 
d. Use equipment according to established 

standards. 

Knowledge of scientific pnnciples and techniques: 
a. Use proper classic scientific methods. 
b. Perform calculations correctly. 
c. Perform evidence collection according to 

standardized procedures (sampling). 
d. Prepare and maintain field notebook. 
e. Identify proper equipment or method for 

given task. 
f. Make detailed field observations. 

Skill in reading and understanding state and 
federal laws and regulations: 
a 

b. 

Distinguish structure and format of mies 
and regulations. 
Distinguish between state, federal, and 
permit applicable rules and regulations. 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Satisfying Topic* 

Exp, OJT, TA 

Exp, arr 

Exp, OJT 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



4. Skill in communicating effectively: Exp, OJT, TA 
a. Introduce oneself correctly to inspection 

site staff. 
b. Determine when and who to refer 

information requests made by the: 
I. Regulated community. 
II. Public. 
iii. Staff. 

c. Attend meetings with regulated 
community and TNRCC staff and observe 
interactions. 

5. Skill in exercising good judgement: Exp, OJT, TA 
a. Follow personal safety and protection 

guidelines. 
b. Use state equipment properly. 
c. Follow basic right of entry procedures 

including what waivers or other documents 
not to sign. 

d. Determine when and who to refer 
information requests made by the: 
i. Regulated community. 
II. Public. 
Ill. Staff. 

6. Skill in making technically sound decisions: Exp, TA 
a. Use equipment according to guidance. 
b. Follow TNRCC policies and procedures. 
c. Determine when and who to refer issues 

following established guidelines. 
d. Follow correct evidence collection 

procedures. 
e. Determine applicable regulations. 

A11gust 21, 1997 2 F \IYBELL\CAREERLD\ENV/R/NV\ITW I 



7. Skill in functioning as a member of a team: Exp, TA 
a. Identify role within all levels of the 

agency. 
b. Contribute ideas and solutions when 

possible. 

8. Skill in using word processing, spreadsheet, and Exp, TA 
database computer programs: 
a. Use baselined software. 

August 20. 1997 J F \WBELL\CAREERLD\ENVIRINVl1TW I 
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l. 

2. 

3. 

4. 

* 

Trai11i11g Topics JYorks/1eet 
for 

(E11viro11111e11tal /11vestigator II) 

Knowledge or Skill Supporting Topic(s) Som·ce for 

Knowledge of applicable local, state, and federal 
ordinances and laws: 
a. Reference applicable rules and regulations. 
b. Apply to appropriate situation. 

Knowledge of environmental protection practices and 
techniques: 
a. Conduct basic inspections. 
b. Identify basic processes employed by industries 

and regulated community. 
c. Identify basic process control equipment (what it 

looks like, how it functions, when is it working 
improperly. 

d. Utilize risk-based assessment. 
e. Identify appropriate remediation techniques. 

Knowledge of scientific principles and techniques: 
a Assist in required analysis. 

Knowledge of the operation and care of scientific 
detection equipment. 
a. Perform some minor preventive maintenance. 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Mmimum Qualification 

OJT 
PR 
TA 

= 

= 

Satisfying Topic* 

Exp 

Exp, OJT, TA 

Exp 

Exp, OJT 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



5. Skill in communicating effectively: Exp, OJT, TA 
a. Conduct entry and exit interviews. 
b. Participate in enforcement conferences; describe 

site inspection observations. 
c. Provide technical assistance to regulated 

community. 
d. Write reports and other correspondence according 

to technical and business writing standards. 
e. Interact with media according to TNRCC 

guidelines. 
f. Act as a witness according to TNRCC guidelines. 

6. Skill in exercising good judgement: Exp 
a. Identify personal hazards. 
b. Answer some questions previously required to be 

referred. 

7. Skill in making technically sound decisions: Exp 
a. Make some decisions previously required to be 

referred. 
b. Recognize own level of expertise. 

8. Skill in functioning as a member of a team: Exp, TA 
a. Contribute more. 
b. Assume more responsibility. 

9. Skill in using word processing, spreadsheet, and database Exp 
computer programs. 

August 2 l, l 997 2 F \WBELL\CAREERLD\ENVJRJNV\ITW 2 
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2. 

3. 

* 

Trai11i11g Topics JVorkslleet 
for 

(E11viro11111e11tal 111vestigator III) 

Knowledge or Skill Supporting Topic(s) Source for 

Knowledge of applicable local, state and federal 
ordinances and laws: 
a. Locate resources and perform research using in-

house and outside resources including written 
interpretations. 

b. State the background and intent of applicable 
regulations and rules. 

Knowledge of environmental principles in the field of 
industnal and municipal solid waste management, air 
pollution, water pollution or water resources: 
a. State the theoretical background of mdustrial 

processes and technology. 
b. Identify available envirorunental control devices. 
c. State how environmental control devices work. 

Knowledge of environmental monitoring techniques and 
analysis: 
a. 

b. 

Determine if monitoring performed by regulated. 
entity is in compliance. 
Perform monitoring and analysis of regulated 
entitles. 

Ed 
Exp 
MQ 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 

= 

Satisfying Topic* 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Reqmrement (Continuing) 
Training Academy 



4. Skill in operating and maintaining complex technical Exp 
equipment and various detection instruments: 
a. Perfonn preventive maintenance on equipment. 
b. Trouble shoot equipment. 
c. Take corrective action on defective equipment. 
d. Operate equipment correctly. 

5. Skill in communicating effectively: Exp 
a. Give presentations: 

I. Technical. 
ii. Public outreach. 
Ill. Public hearings. 
iv. Public meetings. 
V. Enforcement conferences. 

b. Serve as an expert witness. 

6. Skill in supervising and planning group efforts in Exp 
environmental activities: 
a. Assume lead role on inspections: 

i. Coordinate interviews. 
11. Assign roles. ... 

Identify multimedia issues . 111. 

b. Conduct meetings. 
c. Act as mentor to less experienced inspectors. 

7. Skill in reviewing reports and studies for technical Exp 
correctness: 
a. Review: 

1. Reports by regulated community. 
ii. Permits. 

b. Provide peer review without alienating peer. 

8. Skill in exercising good judgement: Exp 
a. Assess ideas submitted by regulated community 

or public and explain process for new ideas. 

9. Skill in making technically sound decisions. Exp 

Aug11st2/, /997 2 F \WBELL\CAREERLDIENVIRINV\ITW 3 



lO. Skill in functioning as a member of a team. Exp 

11. Skill in using word processing, spreadsheet and database Exp 
computer programs. 

A11gust 20, 1997 3 F \WBELL\CAREERLDlENVIRINVl1TW 3 
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2. 

3. 

* 

Trai11i11g Topics JVorksl1eet 
for 

(E11viro11111e11tal l11vestigator IV) 

Knowledge or Skill Supporting Topic(s) Source for 

Knowledge of and ability to interpret applicable local, 
state, and federal laws, regulations, and pohc1es: 
a. Determine compliance/non-compliance. 
b. Make enforcement referral determination. 
c. Compare state and federal regulations and 

determine which apply to situation. 
d. Ask and answer questions on interpretation of 

state and federal regulations. 

Knowledge of the organization and structure of 
environmental protection organizations: 
a. Describe the purpose and organization of: 

I. Other state and federal agencies having 
any kind of jurisdiction over 
environmental issues. 

ii. Civic groups. 
Ill. Formal environmental groups. 
IV. Local programs. 

Knowledge of environmental and/or engineering 
principles in the field of industrial and municipal solid 
waste management, air pollution, water pollution or 
water resources. 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 
= 

Satisfying Topic* 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Requirement (Continumg) 
Training Academy 



txl 
....... 
(X) 

en 
4. 

5. 

6. 

7. 

Knowledge of envirorunental monitoring techniques and 
analysis. 

Skill in preparing and presenting technical papers and 
studies to professional groups: 
b. Public speaking. 
c. Presentation skills: 

I. Preparation. 
ii. Visual aids. 

d. Independent research. 
e. Multimedia knowledge outside main area of 

expertise. 
f. Hot issues. 

Skill in managing and planning group efforts in 
environmental activities: 
a. Assume lead role in multimedia inspections. 
b. Mentor less experienced inspectors. 
c. Generate new ideas. 
d. Participate in team and committee work. 
e. Provide input to regional workplan. 
f. Coordinate outside projects. 
g. Provide peer review without alienating peers. 

Skill in operating and maintaining complex technical 
equipment and various detection instruments: 
a. Mentor less experience inspectors. 
b. Train all preventive maintenance. 
c. Repair some instrumentation. 

August 20, 1997 2 
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8. 

9. 

10. 

11. 

12. 

13. 

14. 

Skill in communicating effectively under stressful 
conditions with the public, regulated community, and 
professional groups: 
a. Demonstrate high level of diplomacy. 
b. Deal with hostile individuals one-on-one and in 

public meetings. 
c. Deal with intimidating conditions one-one and in 

meetings. 
d. Deal with stress. 

Skill in reviewing reports and studies for technical 
correctness: 
a. Perfonn final review. 
b. Perfonn diplomatic peer review. 
c. Demonstrate leadership skills. 
d. Assume responsibility for office when program 

manager away. 

Skill in exercising good judgement. 

Skill in making technically sound decisions. 

Skill in functioning as a member of a team: 
a. Mentor less experienced inspectors. 
b. Demonstrate team leadership skills. 

Skill in using word processing, spreadsheet, and database 
computer programs. 

Skill in planning and developing policies and 
procedures: 
a. Describe rnle- and pohcy-making process. 
b. Demonstrate team leadership skills. 

August 20, 1997 3 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Trai11i11g Topics Workslleet 
for 

(E11viro11me11tal Investigator V) 

Knowledge or Skill Supporting Topic(s) 

Knowledge of environmental and/or engineering Newest technologies (professional and scientific 
principles in the fields of industrial and municipal solid conferences and seminars) 
waste management, air pollution, water pollution, or 
water resources. 

Knowledge of environmental monitoring techniques and 
analysis. 

Knowledge of application of personnel management 
principles. 

Skill in interpreting applicable local, state, and federal 
laws, regulations, and policies to individual situations. 

Skill in interacting with federal, state, or local 
governments, media, the regulated community, and the 
general public. 

Skill in providing advice on highly complex technical 
issues to representatives of the public, the regulated 
community, and professional groups. 

Skill in preparing and presenting technical papers and 
studies to professional groups. 

Skill in supervising and planning group efforts in Project Management Tools and Techniques 
environmental activities. 

On-the-Job Training 

Source for 
Satisfying Topic* 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp, TA 

Ed 
Exp 
MQ 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 
= 

Professional Requirement (Continuing) 
Training Academy 



9. Skill in operating and maintaining complex technical Exp 
equipment and various detection instruments. 

10. Skill in communicating effectively under stressful Advanced presentation skills Exp 
conditions with the public, regulated community, and Advanced people skills 
professional groups. Advanced communication skills 

11. Skill in reviewing reports and studies for teclmical Exp 
correctness. 

12. Skill in exercising good judgement. Exp 

13. Skill in making technically sound decisions. Exp 

14. Skill in functioning as a member of a team. Exp 

15. Skill in using word processing, spreadsheet, and database Exp 
computer programs. 

16. Skill in plalUling and developing policies and Exp 
procedures: 
a. Draft procedures for field ops rule making. 
b. Assess regulator initiatives for impact on field 

ops. 

17. Skill in training personnel on highly complex technical Instructional systems design skills Exp 
aspects of the job. 

Training Academy 2 TTW5 



Environmental Permit 
Specialist and Assistant 
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ENVIRONMENTAL PERMIT ASSISTANT Il 
(Engineering Assistant II) 

GENERAL DESCRIPTION 

Performs basic envrronmental quality and 
engmeermg work m one of the Agency's 
environmental pe:rilllttmg programs. Work mvolves 
perfornung pemnttmg acnvines related to pollunon 
control mcludmg wastewater/sludge peimltnng, au 
quality pemlltnng, mdustnal and hazardous waste 
penmttmg, and municipal solid waste pemuttmg 
Ensures that all assignments are performed accordmg 
to standards of good sc1ennfic and engmeenng 
practices W orlcs under a high level of supervtslon 
with moderate lantude for the use of lilltlative and 
mdependentJudgement 

EXAMPLES OF WORK PERFORMED 

Reviews permit apphcanons and prepares draft 
penrut packages to comply with state and federal 
laws and regulations and good engmeenng 
Judgement 
Performs engmeenng calculations 
Reviews tecbmcal reports associated with permitting 
acnvines at the Agency and provides 
recommend.anons as appropnate. 
Provides basic regulatory and technical inf ormanon 
to the regulated community. 
Reviews data, applications, calculations, and reports, 
mamtams appropriate files, prepares reports, and 
makes recommendations as appropnate. 
May work with computer models. 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from a recognized msntunon of 
lugher education with a major m engmeenng, 
physical science, enV'll'onmental science, or related 
field. 

Passmg the Fundamentals of Engineering 
Exammanon may be substituted for six months of 
expenence 

CAREER LADDER PROGRESSION 

This is the entry pomt to the TNRCC career ladder 
for EnVll'onmental Penmt Specialists. 

KNOWLEDGE, SKILLS, AND ABil..ITIES 

Class No._ 
Group 15 

Ability to communicate technical mformatlon to a 
tecbmcalauchence. 
Abtl1ty to evaluate or analyze technical data and 
niakerecomrnendations 
Knowledge and skill m the use of vanous sciennfic 
mstruments and computer software programs. 
Ability to effecnvely commumcate m wnnng. 
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ENVIRONMENTAL PERMIT ASSISTANT ID 
(Engineering Assistant III) 

GENERAL DESCRIPTION 

Performs basic enviromnental quality and 
engmeenng work in one of the Agency's 
environmental pemuttmg programs Work mvolves 
performmg permitting actmties related to pollution 
control mcludmg wastewater/sludge permitting, air 

quality pemnttmg, industrial and hazardous waste 
penmttmg, and murucipal sohd waste permittmg 
Ensures that all assignments are performed accordmg 
to standards of good scientific and engmeenng 
practices. Works under a high level of supervision 
with moderate latitude for the use of lDltiative and 
mdependent judgement 

EXAMPLES OF WORK PERFORMED 

Reviews pemut applications and prepares draft 
permit packages to comply with state and federal 
laws and regulations and good engmeering 
Judgement 
Performs technical engmeenng work. 
ReVIews techmcal reports associated with pen:mttmg 
activities at the Agency and provides 
recommendations as appropnate. 
May assist m the development of guidance 
documents 
Provides basic regulatory and techmcal mformanon 
to the regulated commumty. 
May proVIde testimony m contested case beanngs. 
May assist m pohcy and rule development actlVlties. 
ReVIews data, apphcations, calculations, and reports, 
maintains appropnate files, prepares reports, and 
makes recommendations as appropnate. 
May work with tecbmcal computer models 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from a recogmzed mstitution of 
higher education with a ma1or m engineenng, 
physical science, environmental science, or related 
field, plus one (1) year of full-tune experience m 
performmg engineering, techmcal, or related 
assigmnent in environmental perrmtting or control 
actlVlties 

Passing the Fundamentals ofEngmeenng 
Examination may be substituted for six months of 
expenence. Registration as a Professional Engmeer 

Class No._ 
Group 16 

with a vahd Texas License may be substituted for 
one year of expenence. A masters degree or a 
doctoral degree from a recognized 10Stttution of 
higher education m the specified fields may each be 
substituted for one year of experience with a 
maxunum substitution of one year. 

CAREER LADDER PROGRESSION 

One year of full-time TNRCC experience as an 
Environmental Permit Assistant II. 

KNOWLEDGE, SIOLLS, AND ABILITIES 

Ability to apply engmeering techmques and concepts 
to basic permitting issues 
Ability to commumcate technical mformanon to a 
technical audience. 
Ability to evaluate or analyze techmcal data and 
make recommendations. 
Knowledge and skill in the use of vanous scientific 
mstruments and computer software programs. 
Ability to effectively commumcate m writing. 
Knowledge of selected local, state, and federal 
environmental laws, regulations, and pohcies. 
Ab1hty to provide a basic analySlS of pemut 
apphcations. 
Ability to operate routme computer apphcations used 
by the permittmg division. 



ENVIRONMENT AL PERMIT SPECIALIST I 
(Engineering Specialist D 

GENERAL DESCRIPTION 

Performs rounne enVU"onmental quality and 
engmeenng work in one of the Agency's 
enVIIonmental permitting programs Work involves 
perform.mg penrutnng acnvtnes related to pollution 
control mcludmg wastewater/sludge pemutb.ng, arr 
quality pemutnng, mdustnal and hazardous waste 
penmtb.ng, and mumcipal solid waste permxtnng 
Ensures that all assignments are performed accord.mg 
to standards of good sciennfic and engmeeriDg 
pracnces. Works under general supervision Wlth 
moderate latitude for the use of 101tianve and 
mdependent Judgement. 

EXAMPLESOFWORKPERFORMED 

Reviews moderately complex permit applications and 
prepares draft penmt packages to comply with state 
and federal laws and regulations and good 
engineenngJudgCIIlent 
Performs engmeenng calculations. 
ReVIews techmcal reports associated with permitting 
activities at the Agency and provides 
recommendanons as appropnate. 
Develops guidance documents. 
May provtde public outreach efforts, represennng the 
Agency at seminars and other pubhc forums. 
ProVJdes technical adVJce to, and mteracts with, 
federal, state, and local governments, industry 
representatives, the general public, legislature, and 
other programs of the agency. 
May proVIde testimony m contested case hearmgs 
May ass!St m policy and rule development acnvtties 
ReVIews data, applications, and reports, mamtams 
appropnate files, prepares reports, and makes 
recommendations as appropnate. 
May work with computer models. 
Performs related work as assigned. 

MINIMUM QUALIF1CATIONS 

A bachelor's degree from a recogmzed msntunon of 
higher education with a major m engmeenng, 
physical science, envlI'onmental science, or related 
field, plus two (2) years of full-time expenence in 
perfomung engmeenng, techmcal, or related 
assignment m enVIIonmental permitting or control 
acnVInes 

Class No. 
Group 17 

Passmg the Fundamentals of Engmeenng 
Exammanon may be substituted for six months of 
expenence. Registration as a Professional Engmeer 
with a vahd Texas License may be substituted for 
one year of expenence A masters degree or a 
doctoral degree from a recognized mstitunon of 
higher educanon m the specified fields may each be 
subsntuted for one year of expenence with a 
maxunum substitunon of two years. 

CAREER LADDER PROGRESSION 

One year offull-nme TNRCC expenence as an 
EnVIIonmental Permit AsslStant III. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Ability to apply engmeermg techniques and concepts 
to moderate to rounne permitting issues. 
Knowledge of applicable local, state, and federal 
enVIronmental laws, regulations, and policies. 
Ability to provtde a thorough analysIS of penmt 
applicanons 
Ability to complete multiple projects withm the 
guidelmes of the permitting d1Vls1on. 
Knowledge of the agency's operations and 
orgamzanon, and mteraction of dIVISions. 
Knowledge and slall m the computer applicanons 
used by the penmtnng diVIS1on 
Ability to communicate technical mformatJ.on 
eff ecnvely to a vanety of audiences. 
Knowledge of field and laboratory studies and 
protocols. 
General knowledge of the apphcation of 
environmental controls 
Ability to prepare concISe reports and technical 
papers. 
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ENVIRONMENTALPERMITSPECIALISTil 
(Engineering Specialist II) 

GENERAL DESCRIPTION 

Perl"onns routine to moderately complex 
c::nvirollIDeXltal quality and engineenng work m one 
of the Agency's CDVlIOllDlental permitting progrmis. 
Work involves planning, coordmating. and 
performing pennitting activities related to pollution 
control including wastewater/sludge permitting, air 

quality permitting. indUS1rial and hazardous waste 
permitting, and municipal solid waste pemnttmg . 
.Ensures imt all assignments are performed accordmg 
to standards of good scientific and engineering 
practices. Works under general to lmuted supervision 
'Mth moderate latitude for the use of :wtiauve and 
independent judgement 

EXAMPLES OF WORK PERFORMED 

Reviews moderately complex pennit applications and 
prepares draft permit packages to comply with staie 
and federal laws and regulations and good 
engmecring judgement. 
Perf onns eogmeering caleulations. 
Reviews technical reports associated with pennitting 
activities at the Agency and provides 
recommendations as appropriate. 
Develops guidance documents. 
May provide public outreach efforts, representing the 
AgeDtJy at semmars and other public forums. 
Provides technical advice to, a.ud interaC1S with, 
federal, state, and local govezm:nentS, industry 
representatives, the general public, legislature, and 
other programs of the agency. 
May proVlde testlmony in contested case heazings. 
May assists m pohcy and rule development activities 
Reviews data, applicatioDS, calculations, and repons, 
maintaiDs appropnate files, prepares reports, and 
makes recommendaboos as appropnate. 
Uses and evaluates the results of computer models. 
Performs related work as assigned. 

MINIMUM QUALIFlCATIONS 

A bachelor's degree from a recogmzcd iDstitution of 
higher education with a major in engineenng. 
physical science, enviromnemal science, or related 
field, plus three (3) years of full-time experience in 
perlormmg engineering, tec:lmical, or related 
assignment in environmental pe:rmitting or control 
activities. 

Class No._ 
Group 18 

Passing the Fundamentals ofEngmcering 
Examination may be subsntuted for six months of 
CAJ>crience. Registration as a Prof ess10D.'ll Engineer 
with a valld Texas License may be subsut11tcd for 
one year of e~mence. A masters degree or a 
doctoral degree from a recognized i.tisctution of 
higher education in the specified fields may each be 
substituted for one year of experience with a 
maximum substitution of two years. 

CAREER.LADDERfROGRESSON 

One year of full-time TNR.CC experience as an 
E.nviromcental Permit Speciahst I. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Ability to apply engi:neenng tecbJuques and concepts 
to moderate to complex permitting issues. 
Knowledge of applicable local, state, and federal 
enviromnental laws, regulations, and p•>hci.cs. 
Ability to provide a thorough analysis ofpennit 
applications. 
Ability to complete mnltiple projects \\ithin the 
gwdelines of the permittiDg division. 
Knowledge of the agency's operations .and 
orgamzation, and interaction of divisions. 
Knowledge and skill in the computer applications 
used by the pe:muttmg division. 
Ability to communicate technical information 
effectively to a variety of audiences. 
Knowledge of field and laboratory studies and 
protocols. 
Knowledge and skill in the application of 
eJJViromnezrtal controls. 
Ability to prepare concise repons and technical 
papers. 



ENVIRONMENTAL PERMIT SPECIALIST ill 
(Engineering Specialist III) 

Class No._ 
Group 19 

GENERAL DESCRIPTION 

Performs moderately complex enVU'onmental quahty 
and engmeermg work m one of the Agency's 
enVU'onmental perm.ittmg programs. Work mvolves 
planmng, coordmating, leadmg, and performmg 
penmttmg activities related to pollution control 
mcluding wastewater/sludge penmttmg, m quality 
pemnttmg, mdustnal and hazardous waste 
pemutting, and mumcipal solid waste pemuttmg 
Ensures that all assignments are performed accordmg 
to standards of good scientific and engmeermg 
practices Works under lumted supervlSlon with 
considerable latitude for the use of m.it:IatJ.ve and 
mdependentJudgement 

EXAMPLES OF WORK PERFORMED 

Reviews moderately complex permit applications and 
prepares draft permit packages to comply with state 
and federal laws and regulations and good 
engmeermg Judgement 
Performs engineermg calculanons and mterprets 
results as to their impact on the perIDlt and the 
environment 
Reviews techmcal reports assoc1ated With pemnttmg 
acnvitJ.es at the Agency and provides 
recommendations as appropnate. 
Develops guidance documents and may prepare 
scientJ.fic, techmcal, or other publications related to 
au/water pollution control, which assist the regulated 
community and/or the general public. 
ProVJdes pubhc outreach efforts, representing the 
Agency at seminars and other public forums. 
Provides techm.cal adVJce to, and mteracts with, 
federal, state, and local governments, mdustry 
representatives, the general pubhc, legislature, and 
other programs of the agency 
May proVJde testimony m contested case heanngs. 
Assists m pohcy and rule development activities. 
Reviews data, applications, calculations, and reports, 
mamtalDS appropnate files, prepares reports, and 
makes recommendations as appropnate. 
Uses and evaluates the results of computer models 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from a recognized lllStltunon of 
higher education with a major m engmeermg, 

physical science, enVU'onmental science, or related 
field, plus four (4) years offull-ome expenence m 
performmg engmeermg, techmcal, or related 
assignment m enVU'onmental perIDlttmg or control 
activities. 

Passmg the Fundamentals ofEngmeering 
Exammatlon may be subsntuted for six months of 
expenence. ReglStratlon as a Professional Engmeer 
with a valid Texas License may be substituted for 
one year of expenence. A masters degree or a 
doctoral degree from a recogmzed mstitution of 
higher education m the specified fields may each be 
substituted for one year of expenence WJth a 
maxJIIlum subSt:ltutlon of two years. 

CAREER LADDER PROGRESSION 

One year of full-tune TNRCC expenence as an 
Environmental Pemnt SpeciallSt II. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Ability to apply engmeermg techmques and concepts 
to complex penwttmg programs 
Thorough knowledge of applicable local, state, and 
federal environmental laws, regulations, and policies 
Ability to proVIde a thorough analysJS of penmt 
applications. 
Ability to complete mulnple projects within the 
gwdehnes of the penwttmg dlVlsion. 
Knowledge of the agency's operations and 
orgamzat1on, and mteraction of diVJsions. 
Knowledge and skill m the computer applications 
used by the penmttmg diVISion. 
Ability to communicate techm.cal information 
effecovely to a vanety of audiences. 
Understandmg and the ability to mterpret field and 
laboratory studies and protocols. 
Knowledge and skill m the apphcatlon of 
enVU'onmental controls. 
Ability to prepare concise reports and technical 
papers. 
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ENVIRONMENT AL PERMIT SPECIALIST IV 
(Engineering Specialist IV) 

GENERAL DESCRIPTION 

Performs complex enVll'onmental quality and 
engmeenng work in one of the Agency's 
enVU"onmental pernuttmg programs Work involves 
planning, coordmating, leadmg, and performing 
permitting act1V1bes related to pollubon control 
mcludmg wastewater/sludge penmttmg, air quahty 
penmtting, industnal and hazardous waste 
permitting, and municipal solld waste pernutt:mg 
Ensures that all assignments are performed according 
to standards of good sc1ennfic and engmeenng 
pracbces. Works under mmimal supervision with 
considerable lantude for the use of lDltxanve and 
mdependent judgement. 

EXAMPLES OF WORK PERFORMED 

Reviews complex penmt apphcabons and prepares 
highly technical draft permit packages to comply 
with state and federal laws/regulabons and good 
engmeering judgement 
Performs engmeenng calculabons and mterpret:s 
results as to their impact on the permit and the 
enVU"orunent 
Revxews technical reports associated with perrruttmg 
acttvxbes at the Agency and provxdes 
recommendabons as appropnate. 
Develops guidance docmnents and may prepare 
scientific, techrucal, or other publicabons related to 
air/water pollution control, which assists the 
regulated community and/or the general pubhc 
ProVJdes public outreach efforts, representing the 
Agency at seminars and other public forums. 
ProVJdes technical advice to, and interacts with, 
federal, state, and local governments, industry 
representanves, the general publlc, legislature, and 
other programs of the agency. 
May provide testimony m contested case hearmgs 
May plan, revxew, and/or coach the work of other 
employees. 
Provides experbse durmg policy and rule 
development activibes and may act as lead m 
development of policy and rules. 
ReVJews data, applications, calculabons, and reports, 
mamtams appropnate files, prepares reports, and 
makes recommendations as appropnate. 
May imbate special studies, reduce facts to specific 
findmgs and recommend resolubons 
Uses and evaluates results of computer models. 

Performs related work as assigned 

MINIMUM QUALIFICATIONS 

Class No._ 
Group 20 

A bachelor's degree from a recogmzed msnrunon of 
higher education with a major m engmeermg, 
physical science, enVU"Onmental science, or related 
field, plus six ( 6) years of full-time expenence m 
performing engmeenng, techrucal, or related 
assignment m environmental permltting or control 
acbvxbes 

Passmg the Fundamentals ofEngmeenng 
Exammanon may be substltuted for six months of 
expenence Regist:ra1lon as a Professional Engineer 
with a valld Texas License may be subsututed for 
one year of expenence. A masters degree or a 
doctoral degree from a recogmzed xnsntutton of 
higher educanon m the specified fields may each be 
subsntuted for one year of expenence with a 
maximum substJ.tutlon of two years. 

CAREER LADDER PROGRESSION 

Two years of full-time TNRCC expenence as an 
EnVU"onmental Permit Speciahst ill This pos1non is 

the top of the career ladder progression. 

KNOWLEDGE, SKILLS, AND ABil.ITIES 

Ability to apply engineermg techruques and concepts 
to complex penmttlng programs. 
Thorough knowledge of appllcable loca~ state, and 
federal envuonmental laws, regulaoons, and policies. 
Ability to provide a thorough analysis ofpernut 
applications. 
Ability to complete mulnple projects withm the 
guidelines of the permitting diVISion. 
Thorough knowledge of the agency's operanons and 
orgamzabon, and mteractlon of divmons. 
General knowledge of multimedia pemntting and 
other agency environmental programs 
Knowledge and skill in the computer appllcatlons 
used by the pernutt:mg diVISion. 
Ability to plan, review, and/or coach the technical 
work of others 
Ability to commurucate techrucal mformation 
effectively to a vanety of audiences 
Understandmg and the ability to interpret field and 
laboratory studies and protocols 



Knowledge and slall m the apphcat:Jon of 
environmental controls 
Ab1hty to prepare conclSe reports and techmcal 
papers 
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ENVIRONMENTAL PERMIT SPECIALIST V 
(State Classification Title To Be Determined) 

GENERAL DESCRIPTION 

Perfonns highly advanced enVU'onmental quality and 
engmeenng work m one of the Agency's 
envrronmental penruttmg programs. Work mvolves 
plannmg, coordmatmg, lead.mg, and perfomung 
pemuttmg activities related to pollution control 
mcludmg wastewater/sludge pemnttmg, air quality 
pemuttmg, mdustrial & hazardous waste pemuttmg, 
and mumcipal sohd waste penmttmg. Ensures that 
all assignments are performed accord.mg to standards 
of good scientific and engmeermg practices W orlcs 
under dlrection with extensive latitude for the use of 
lDltiative and mdependent judgement. This position 
1s designed for non-supervISory staff 

EXAMPLES OF WORK PERFORMED 

ReVIews complex pemnt applications and prepares 
highly technical draft pemut packages to comply 
with state and federal laws/regulations and good 
engmeenng Judgement 
Perfonns engmeenng calculations and mterprets 
results as to therr Impact on the pemut and the 
environment 
ReVIews techmcal reports associated with pemnttmg 
activities at the Agency and proVIdes 
recommendanons as appropnate. 
Develops gwdance documents and may prepare 
scientific, technical, or other pubhcatJ.ons related to 
au/water pollution control, which assists the 
regulated community and/or the general public 
Provides a vanety of public outreach efforts, 
mcludmg speeches and other public presentations, 
requmng thorough knowledge of penmtting 
program. 
Provides detailed tecbrucal advice to, and mteracts 
with, federal, state, and local governments, mdustry 
representatives, the general public, legislatlire, and 
other programs of the agency 
May provide testunony m highly contested case 
hearmgs, may act as backup for less experienced 
staff. 
Provides expertise dunng pohcy and rule 
development actJ.VItJ.es and may act as lead m 
development of policy and rules 
Plans, develops, and/or leads the actlVItles of an 
envlfonmental penmttmg initiative. 
May plan, review, and/or coach the work of other 

Class No. 
Group 21 

employees 
Reviews data, applications, calculations, and reports, 
mamtalDS appropnate files, prepares reports, and 
makes recommendations as appropnate 
Iruttates special studies, reduces facts to specific 
findings and recommends resolutions. 
Uses and evaluates results of computer models 
Performs related work as assigned. 

l\.fiNIMUM QUALIFICATIONS 

A bachelor's degree from a recogmzed lDStltution of 
higher education with a maJor m engmeenng, 
physical science, environmental science, or related 
field, plus eight (8) years of full-time experience m 
perfonnmg engineenng, technical, or related 
assignment m environmental pemntnng or control 
actJV1ttes. 

Pass mg the Fundamentals of Engmeenng 
Exammation may be subStJ.tuted for six months of 
experience Registranon as a Professional Engmeer 
with a valid Texas License may be substituted for 
one year of experience. A masters degree or a 
doctoral degree from a recogruzed institution of 
hlgher education m the specLfied fields may each be 
substituted for one year of expenence with a 
maxunwn subsntution of two years 

CAREER LADDER PROGRESSION 

This position is a competitive position on the career 
path. 

KNOWLEDGE, SKILLS, AND ABll.ITIES 

Ability to apply engmeenng techniques and concepts 
to complex permitting programs 
Thorough knowledge of applicable local, state, and 
federal environmental laws, regulations, and policies. 
Ability to provide a thorough analysIS of complex 
technical pemut applications 
Ab1hty to complete multiple complex projects withm 
the gwdelines of the permittlng div1Slon 
Thorough knowledge of the agency's operations and 
orgamzation, and mteracnon of divisions 
Good understanding of multunedla permittmg and 
other agency environmental programs 
Knowledge and skill m the computer apphcanons 
used by the pemuttmg division. 



Ability to plan, review, and/or coach the technical 
work of others 
Ability to effecnvely represent the agency regardmg 
complex and difficult technical issues. 
Abtl1ty to commurucate techmcal mformallon 
effectively to a variety of audiences. 
In-depth understandmg and the ability to mterpret 
field and laboratory studies and protocols 
Uuderstand.J.ng of the apphcanon of multuned.J.a 
enVU"onmental controls 
Ab1hty to prepare concise reports and techmcal 
papers 
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Trai11i11g Topics Worksheet 
for 

(E11viro11111e11tal Permit Assista11t II) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in communicating technical information to a 
technical audience. 

Skill in evaluating or analyzing technical data and 
making recommendations. 

Skill in using the computer applications used by the 
permitting division. 

Skill in communicating effectively in writing. 

Ed 
Exp 
MQ 

= 
= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

Presentation Skills 

Agency baseline-software 

Writing That Speaks 

OJT 
PR 
TA 

= 
= 

Satisfying Topic* 

Exp, TA 

Exp, OJT 

Exp, TA 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 
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Trai11i11g Topics Worksheet 
for 

(E11viro11111e11tal Permit Assista11t III) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering techniques and concepts to 
basic permitting issues. 

Skill in communicating teclmical information to a 

* 

teclmical audience. 

Skill in evaluating or analyzing technical data and 
makmg recommendations. 

Skill m usmg various scientific instruments and 
computer software programs .. 

Skill in communicating effectively m wnting. 

Knowledge of selected local, state, and federal 
environmental laws, regulations, and policies. 

Skill in providing a basic analysis of permit applications. 

Skill in using the computer applications used by the 
permitting division. 

Ed 
Exp 
MQ 

= 
= 
= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

Presentation Skills 

Writing That Speaks 

Agency baseline-software 

OJT 
PR 
TA 

= 
= 

Satisfying Topic* 

Exp, OJT 

Exp, TA 

Exp, OJT 

Exp, OJT 

Exp 

Exp, OJT 

Exp, OJT 

Exp, TA 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 
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Trai11i11g Topics Worksheet 
for 

(E11viro11111e11tal Permit Specialist /) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering techniques and concepts to 
moderate to routine pennitting issues. 

Knowledge of applicable local, state, and federal 
environmental laws, regulations, and policies. 

Skill in providing a thorough analysis of permit 
applications. 

Skill in completing multiple projects within the 
guidelines of the pennitting division. 

Knowledge of the agency's operations and organization, 
and interaction of divisions. 

Skill in using the computer applications used by the 
permitting division. 

Skill in communicating technical information effectively 
to a variety of audiences. 

Knowledge of field and laboratory studies and protocols. 

Knowledge of the application of environmental controls. 

Skill in preparing concise reports and technical papers. 

Ed 
Exp 
MQ 

= 

= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

Satisfying Topic* 

Exp 

Exp 

Fundamentals of engineering, environmental, and Ed,MQ 
physical science 

Agency baseline-software 

Technical writing 
Basic presentation skills 

OJT 
PR 
TA 

= 

= 

Exp 

Exp 

Exp, TA 

Exp, TA 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 
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1. 

2. 

3. 

4. 

5. 

6. 

Trai11i11g Topics Worksl1eet 
for 

(E11viro11111e11tal Permit Specialist II) 

Knowledge or Skill Supporting Topic(s) 

Skill in applying engineering techniques and concepts to Preparation for Fundamentals of Engineering (FE) Exam 
moderate to complex permitting issues. 

Knowledge of applicable local, state, and federal Local, state, and federal environmental laws, regulations, 
environmental laws, regulations, and policies. and policies 

Skill m providing a thorough analysis of permit Basic permitting process 
applications. Teclmical industrial processes 

Structure of rules and regulations 
Pollution source characteristics 
Application review process 
Modeling and impact review 
Site map interpretation 
Interpretation of appropriate guidance documents 
Interpretation of applicable rules and regulations 

Skill in completing multiple projects within the Project management 
guidelines of the permitting division. Time management 

Knowledge of the agency's operations and organization, Introduction to the Programs of the TNRCC 
and interaction of divisions. . 
Skill in using computer applications used by the Agency/Division/Section/Team-baselined software 
permitting division. 

= On-the-Job Training 

Source for 
Satisfying Topic* 

Ed, OJT, TA 

Exp, OJT, TA 

Exp, OJT, TA 

Exp, TA 

Exp, TA 

Exp, TA, OJT 

Ed 
Exp 
MQ = 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

Professional Requirement (Continuing) 
Training Academy 
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7. 

8. 

9. 

10. 

Skill m communicating technical information effectively 
to a vanety of audiences. 

Knowledge of field and laboratory studies and protocols 

Skill in the application of environmental controls. 

Skill in preparing concise reports and technical papers. 

August 26, 1997 2 

Communicating technical information to the non- Exp, TA 
technical audience 

Public meetings 
Expert witness 

EPA/state approved protocols Exp, OJT, TA 

Environmental controls Ed, Exp, OJT 

Permit writing Exp, OJT, TA 
Permit documentation and correspondence 
Fact sheets 
Notice sununaries 
Guidance documents 
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5. 
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7. 

8. 

9. 

* 

Trai11i11g Topics Workslieet 
for 

(E11viro11111e11tal Permit Speciallst Ill) 

Knowledge or Skill Supporting Topic(s) 

Skill in applying engineering techniques and concepts to 
moderate to complex permitting issues. 

Knowledge of applicable local, state, and federal Rule interpretation 
environmental laws, regulations, and policies. 

Skill in providing a thorough analysis of permit 
applications. 

Skill in completing multiple projects within the 
guidelines of the permitting division. 

Knowledge of the agency's operations and organization, Division/section details - subjects To Be Determined 
and interaction of divisions. (TBD) 

Skill in using computer applications used by the 
permitting division. 

SkiJI in communicating technical information effectively Conference presentations (communicate to 100 or more 
to a variety of audiences. people) 

Skill in interpreting field and laboratory studies and 
protocols. 

Skill in the application of environmental controls. 

= = On-the-Job Training 

Source for 
Satisfying Topic* 

Ed, Exp 

Exp, OJT, TA 

Exp 

Exp 

Exp, TA 

Exp 

Exp, OJT, TA 

Exp 

Exp 

Ed 
Exp 
MQ = 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Contmumg) 
Training Academy 
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10. Skill in preparing concise reports and technical papers. Exp 
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Trai11i11g Topics Workslieet 
for 

(E11viro111ne11tal Permit Specialist IV) 

Knowledge or Skill Supporting Topic(s) 

Skill in applying engineering techniques and concepts to Specialized technical topics (TBD) 
moderate to complex permitting issues. Preparation for the Principles and Practices of 

Environmental Engineering Exam 

Knowledge of applicable local, state, and federal 
environmental laws, regulations, and policies. 

Skill in providing a thorough analysis of permit 
applications. 

Skill in completing multiple projects within the 
guidelmes of the permitting division. 

Knowledge of the agency's operations and organization, Cross-program interactions 
and interaction of divisions. 

Knowledge of multimedia permitting and other agency 
environmental programs 

Skill in using computer applications used by the 
permitting division. 

= On-the-Job Training 

Source for 
Satisfying Topic* 

Exp, TA 

Exp 

Exp 

Exp 

OJT, TA 

Exp,OJT, TA 

Exp 

Ed 
Exp 
MQ 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Continuing) 
Training Academy 



VJ 
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8. 

9. 

10. 

11. 

12. 

Skill in plaIUiing, reviewing, and/or coaching the 
technical work of others. 

Skill in communicating technical information effectively 
to a variety of audiences. 

Skill in interpreting field and laboratory studies and 
protocols 

Skill in the application of environmental controls. 

Skill in preparing concise reports and technical papers. 

A11g11st 26, l 997 

Governor's Center for Management Development Exp, TA 
(GCMD) 

Agency policy-related topics 
Mentoring 
Coaching 
Leadership skills 
Supervisory skills 
Other management courses (TBD) 

Exp 

Specialized technical topics (TBD) Exp, OJT, TA 

Exp 

Exp 
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Trai11i11g Topics Works/leet 
for 

(E11viro11111e11tal Permit Specialist VJ 

Knowledge or Skill Supporting Topic(s) 

Skill in applying engineering techniques and concepts to 
complex permitting issues. 

Knowledge of applicable local, state, and federal OPRD 
environmental laws, regulations, and policies. 

Skill in providing a thorough analysis of complex Impact of permits on other agency areas/ programs/ 
technical permit applications. multimedia 

Skill in completing multiple projects within the 
guidelines of the permitting division. 

Knowledge of the agency's operations and organization, 
and interaction of divisions. 

Knowledge of multimedia permitting and other agency Pollution prevention 
environmental programs Interaction with other programs 

Skill in using computer applications used by the 
permitting division. 

Skill in planning, reviewing, and/or coaching the 
technical work of others. 

= = On-the-Job Training 

Source for 
Satisfying Topic* 

Exp 

Exp, TA 

Exp, OJT, TA 

Exp 

Exp, OJT, TA 

Exp, OJT, TA 

Exp 

Exp, TA 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Continuing) 
Training Academy 
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10. 

11. 

12. 

13. 

Skill in effectively representing the agency regarding 
complex and difficult technical issues. 

Skill in communicating technical infonnation effectively 
to a variety of audiences. 

Skill in interpreting field and laboratory studies and 
protocols. 

Skill in the application of environmental controls. 

Skill in preparing concise reports and technical papers. 

August 26, I 997 

Federal and state contacts Exp, OJT, TA 
EPA 
State agencies 

Local programs 
Resource Witness 

Exp 

Exp, OJT, TA 

Exp 

Exp 
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ENGINEERING SPECIALIST I 

GENERAL DESCRIPTION 

Performs engmeenng work reqwnng judgment m the 
evaluation, review, selection, adaptation, and 
modlfication of standards, techniques, procedures, and 
cnteria. Any work requinng ceruficauon under the 
prov1S1ons of the Texas Engmeenng Pracuce Act as 
amended, Article 327la, Vernon's Annotated Texas 
Statutes, must be certified by the superv1Sing 
reg1Stered professional engineer. Work may be 
performed m an office, laboratory, or field 
envll'onment. 

Work 1s performed under moderate supervlSlon of a 
registered professional engineer, with lautude for the 
use of mlUatlve and independent judgment. 

EXAMPLES OF WORK PERFORMED 

Plans, schedules, coord!D.ates or conducts rouune 
engmeenng work for projects as assigned. Work may 
mclude: 
• techmcal review of permit or bond 

applications 
• compilation of point source eIIll.Ssions 

inventories 
• development and assessment of pollution 

control strategies 
• review of site assessments and/or correcnve 

acnon repons 
performance of compliance determinations 
collecuon and analySlS of data 
development of simulauon models 
review or preparanon of engineenng plans 
and specifications, evaluations, 
hardware/software specificanons, or reports 
performance of site or construction inspection 
design, development, building, and 
mtegranon of hardware and software systems 
support of regulattons development and 
contracts management 
preparauon of correspondence and technical 
re pons 
mteraction with local, state, and federal 
agencies, regulated commuruty, and general 
pubhc. 

Assist m the trammg of less expenenced employees. 
May serve as a techrucal task or project manager. 

CLASS NO. 2158A 
PAY GROUP 18 

MINIMUM QUALIF1CA TIONS 

A bachelor's degree m engmeenng from an accredited 
college or uruversity, plus three years of sausfactory 
full-ttme engmeenng experience; 

AND 
Must have passed the Fundamentals of Engineering 
Exam (E.1.T. certificauon), or have had this exam 
w3.l.ved by the Board of Registration for Professional 
Engineers. 

A master's degree in engmeermg, envrronmental 
science, or related fields from an accredited college or 
uruvers1ty may be subsuruted for one year of 
expenence. 

A Ph.D. degree m engineenng, envll'onmental 
science, or related fields from an accredited college or 
university may be subsututed for one additional year 
of experience. 

One year of sansfactory experience as an Engineering 
Assmant IV with E.1.T. ceruficauon will qualify for 
promotion to Engmeenng Specialist I. 

KNOWLEDGE, SKILLS, AND ABO.,ITIES 

Working knowledge of, and skill in applying: 
engineermg theory, techruques, procedures, and 
higher mathematics. 

Workmg knowledge of pnnc1ples and practices of 
engineering as applied to envll'onhiental, health, and 
safety 1Ssues. 

Worlang knowledge of applicable laws, regulations, 
and policies. 

Worlang knowledge of precedents m the specialty 
area and related spec1alues. 

Proven abllity to: organize and plan workload; deal 
tactfully with the pubhc; express ideas clearly and 
concJ.Sely; address groups effecttvely; and tram others 

Ability to prepare technical reports and other 
appropriate documentation. 

TNRCC DRAFT 
06106197 
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ENGINEERING SPECIALIST I 

Knowledge of computers and application software. 

Demonstrated ability to follow policies and 
procedures. 

Ability to effectively represent the agency as an expert 
witness on matters not requiring registration as a 
professional engineer. 

CLASS NO. 2158A 
PAY GROUP 18 

TNRCC DRAFI' 
06106197 



ENGINEERING SPECIALIST II 

GENERAL DESCRIPTION 

Performs complex engmeenng work at a professional 
level requmng judgment m the evaluauon, review, 
selectton, adaptation, and modlficatton of standards, 
techniques, procedures, and cntena. Any work 
reqwnng cerufication under the prov1S1ons of the 
Texas Engineenng Pracuce Act as amended, Arucle 
327la, Vernon's Annotated Texas Statutes, must be 
cerufied by the supervismg registered professional 
engineer. Work may be performed m an office, 
laboratory, or field envrronment. 

Work 1S performed under general supervlSlon of a 
registered professional engineer, with considerable 
lautude for the use of miUallve and mdependent 
judgment. 

EXAMPLES OF WORK PERFORMED 

Plans, schedules, coordinates or conducts routine 
engineenng work for projects as assigned. Work may 
mclude: 

techrucal review of penmt or bond 
apphcanons 

• compilation of point source eIIllss1ons 
mventories 

• development and assessment of pollution 
control strategies 

• review of sire assessments and/or corrective 
action reports 
performance of compliance determmauons 
collectton and analysis of data 

• development of simulation models 
review or preparation of engmeering plans 
and specifications, evaluations, 
hardware/software spec1ficattons, or reports 
performance of site or construcnon mspecti.on 
design, development, build.mg, and 
mtegranon of complex mulntasla.ng, realwne 
hardware and software systems 
support of regulations development and 
contracts management 
preparation of correspondence and technical 
reports 
interaction with local, state, and federal 
agencies, regulated community, and general 
public 

May assist m coordmatmg the work of engmeering 
specialists or assistants, and technicians on specific 

CLASS NO. 2160 
PAY GROUP 19 

asSJgnments. Assist m the training of less expenenced 
employees. May serve as a technical task or project 
manager. 

MINIMUM QUALIFICATIONS 

A bachelor's degree m engmeermg from an accredited 
college or umversity, plus four years of satisfactory 
full-wne engineenng expenence; 

AND 
Must have passed the Fundamentals of Engineering 
Exam (E.l.T. ceruficanon), or have had this exam 
waived by the Board of Registration for Professional 
Engineers. 

A master's degree m engmeenng, environmental 
science, or related fields from an accredited college or 
university may be substituted for one year of 
experience. 

A Ph.D. degree m engmeenng, environmental 
science, or related fields from an accredited college or 
university may be substituted for one add.ltlonal year 
of expenence. 

One year of sausfactory expenence as an Engineering 
Specialist I with E.I.T. certification will qualify for 
promotion to Engmeenng Specialist Il. 

KNOWLEDGE, SKILLS, AND ABll,ITIES 

Workmg knowledge of, and skill in applying: 
engmeenng theory, techmques, procedures, and 
higher mathemaucs. 

Working knowledge of pnnciples and practlces of 
engmeermg as applied to environmental, health, and 
safety issues. 

Working kllowledge of apphcable laws, regulanons, 
and pohcies. 

Working knowledge of precedents m the specialty 
area and related specialties. 

Proven ability to· organize and plan workload; deal 
tactfully with the public; express ideas clearly and 
concJ.Sely; address groups effectively; and tram others. 

Ability to prepare technical reports and other 
appropriate documentation 

TNRCCDRAFT 
06/03/97 
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ENGINEERING SPECIALIST II 

Knowledge of computers and apphcation software. 

Demonstrated ability to follow pohcies and 
procedures. 

Ability to effectively represent the agency as an expert 
witness on matters not requiring registration as a 
professional engmeer. 

CLASS NO. 2160 
PAY GROUP 19 

TNRCCDRAFT 
06/03/97 



ENGINEERING SPECIALIST ill 

GENERAL DESCRIPTION 

Performs highly complex engmeenng work at a 
professional level requinng judgment m the 
evaluanon, review, selection, adaptauon, and 
modification of standards, techmques, procedures, and 
critena. Any work requiring certification under the 
provISions of the Texas Engineering Practlce Act as 
amended, Arncle 327la, Vernon's Annotated Texas 
Statutes, must be certified by the supervISmg 
registered professional engmeer. Work may be 
performed m an office, laboratory, or field 
environment. 

Work lS performed under broad general supervmon of 
a regIStered professional engmeer, with considerable 
laurude for the use of ioiuatlve and independent 
judgment. 

EXAMPLES OF WORK PERFORMED 

Plans, schedules, coordmates or conducts detailed 
engmeenng work for projects as assigned. This work 
may mclude a variety of complex features. Work may 
mclude: 
• technical review of pernut or bond 

applications 
• compilanon of pomt source emissions 

mventones 
• development and assessment of pollution 

control strategies 
• review of Slte assessments and/or correcuve 

acnon reports 
• performance of comphance detenrunations 

collection and analysis of data 
development of sunulatlon models 
review or preparation of engineering plans 
and specifications, evaluations, 
hardware/software speclficaoons, or reports 
performance of site or constructton mspecnon 
design, development, bwldmg, and 
integration of complex mulntaslang, realume 
hardware and software systems 
support of regulauons development and 
contracts management 
preparauon of correspondence and techmcal 
reports 
mteracuon with local, state, and federal 
agencies, regulated community, and general 
public. 

May assist ID supervising or coordmatmg the work of 

CLASS NO. 2162 
PAY GROUP20 

engmeenng specialists or assIStants, and technicians on 
specific assignments. AssISt m the trammg of less 
expenenced employees. May serve as a techmcal task 
or project manager. 

MINIMUM QUALIF1CATIONS 

A bachelor's degree m engmeenng from an accredited 
college or umvers1ty, plus five years of sans factory 
full-ti.me engmeenng experience; 

AND 
Must have passed the Fundamentals of Engmeering 
Exam (E.l.T. certification), or have had th.J.s exam 
waived by the Board of RegIStrauon for Professional 
Engineers 

A master's degree in engmeering, environmental 
science, or related fields from an accredited college or 
university may be subsututed for one year of 
expenence. 

A Ph.D. degree m engmeenng, environmental 
science, or related fields from an accredited college or 
university may be substituted for one additional year 
of expenence. 

One year of satisfactory experience as an Engineering 
Specialist II with E. I. T. certification will qualify for 
promotton to Engmeenng Specialist III. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Thorough knowledge of, and skill ID applymg: 
engineenng theory, techmques, procedures, and 
higher mathematics. 

Thorough knowledge of pnnciples and practices of 
engmeenng as apphed to environmental, health, and 
safety issues. 

Considerable knowledge of applicable laws, 
regulauons, and pohc1es. 

Broad knowledge of precedents in the specialty area 
and related spec1altles. 

Proven ability to: organize and plan workload; deal 
taetfully with the publtc; express ideas clearly and 
concISely; address groups effecnvely; and tram others. 

Proven ability to prepare techmcal reports and other 
appropnate documentauon 

TNRCCDRAIT 
06106/97 
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ENGINEERING SPECIALIST ID 

Knowledge of computers and application software. 

Demonstrated ability to follow policies and 
procedures, and ability to plan and develop new 
policies and procedures as necessary. 

Ability to effectively represent the agency as an expert 
witness on matters not requiring registration as .a 
professional engineer. 

CLASS NO. 2162 
PAYGROUP20 

TNRCCDRAFT 
06106197 



ENGINEERING SPECIALIST IV 

GENERAL DESCRIPTION 

Performs supervisory or highly complex engineermg 
work at a professional level requuing judgment m the 
evaluation, review, selection, adaptauon, and 
modification of standards, techniques, procedures, and 
cnteria. Any work reqwnng certification under the 
prov1Sions of the Texas Engmeermg Pracuce Act as 
a.mended, Article 3271a, Vernon's Annotated Texas 
Statutes, must be certified a reg1Stered professional 
engineer. 

May represent the agency in legal proceedmgs. Plans, 
orgamzes, and directs work of subordinate engineermg 
specialists, ass1Stants, or technicians. Receives broad 
general direcnon on assignments. 

EXAMPLES OF WORK PERFORMED 

May supervise, coordinate, and review the work 
subordmate staff, and may be assisted on projects by 
engineers, other professionals, or technicians 

Typical duues may include one or more of the 
followmg: 

I) In a supervisory capacity· 
• plans, develops, coordinates and 

directs the activities of engineering 
or techmcal staff 
esnmates personnel needs, lnltlates 
personnel aCtlons, prepares budgets, 
and schedules and assigns work to 
meet completion dates. 

2) As a project manager or office specialist· 
develops and evaluates plans and 
cntena for a variety of projects and 
acnvities to be carried out by others 
assesses the feasibility and 
soundness of proposed engmeermg 
evaluauon tests, products, or 
eqwpment when necessary data are 
insufficient or confumauon by 
testmg is advisable 
usually performs as an office 
advisor and consultant in techmcal 
matters and program funcuons 
estimates personnel needs, prepares 
budgets, and schedules and assigns 
work to meet compleuon dates. 

Work may result m the development of new 

CLASS NO. 2164 
PAY GROUP21 

or refined techmques, procedures, equipment, 
processes, products, andlor scientific 

methods. 

May coordmate the work of division level techmcal 
staff. Assist in the trammg of less experienced 
employees. 

Work may mclude review of permit or bond 
applicauons, compilation of emissions inventories, 
development and assessment of polluuon control 
strategies, review site assessments and/or corrective 
acuon reports, perform compliance determinauons, 
collecuon and analysJS of data, development of 
simulation models, review or prepare engmeenng 
plans and specifications, evaluations, 
hardware/software, or reports, perform site or 
construcuon inspection, design, develop, build, and 
mtegrate complex multi-tasking, real-ume hardware 
and software systems, supporting regulauons 
development and contracts management, preparauon 
of correspondence and technical reports, and 
interaction with local, state, and federal agencies, 
regulated commUDlty, and general publlc. 

MINIMUM QUALIFICATIONS 

A bachelor's degree in engineenng from an accredited 
college or umversny, plus six years of satisfactory 
ful.1-ume engineering expenence; 

AND 
Must have passed the Fundamentals of Engineermg 
Exam (E.I.T. ceruficauon), or have had this exam 
waived by the Board of Registratton for Professional 
Engineers 

A master's degree in engineermg, envuonmental 
science, or related fields from an accredited college or 
university may be substituted for one year of 
expenence. 

A Ph.D. degree in engmeermg, envrronmental 
science, or related fields from an accredited college or 
university may be substituted for one additional year 
of expenence 

One year of satlSfactory expenence as an Engmeenng 
Specialist III with E.I T. ceruficauon will qualify for 
promotion to Engineermg Spec1a11st IV. 

TNRCCDRAIT 
06106197 
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ENGINEERING SPECIALIST IV 

KNOWLEDGE, SKILLS, AND ABILITIES 

Extensive knowledge of, and skill m applymg: 
engmeenng theory, techniques, procedures, and 
higher mathematics. 

Extensive knowledge of principles and pracuces of 
engmeenng as applied to environmental, health, and 
safety issues. 

Thorough knowledge of applicable laws, regulations, 
and pohc1es. 

Extensive knowledge of precedents in the specialty 
area and related special.nes. 

Proven ability to: organize and plan workload; deal 
tactfully with the pubhc; express ideas clearly and 
concisely; address groups effectively; and train others. 

Proven ability to prepare technical reports and other 
appropriate documentation. 

Knowledge of computers and application software. 

Demonstrated ability to follow policies and 
procedures, and ability to plan and develop new 
policies and procedures as necessary. 

Ability to effecnvely represent the agency as an expen 
wimess on matters not requinng registration as a 
professional engineer. 

CLASS NO. 2164 
PAY GROUP21 
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8. 
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11. 
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Trai11ing Topics Workslteet 
for 

(Engi11eeri11g Specialist I) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering theory. 

Skill in applying engmeering techniques. 

Skill in applying engineering procedures. 

Skill in applying higher mathematics. 

Knowledge of principals and practices of engineering as 
applied to environmental, health, and safety issues. 

Knowledge of applicable laws, regulations, policies. 

Knowledge of precedents in the speciality area and 
related specialities. 

Skill in organizing and planning workloads. 

Skill in dealing tactfully with the public. 

Skill in expressing ideas clearly and concisely. 

Skill in addressing groups effectively. 

Skill in training others. 

Skill in preparing technical reports and other appropriate 
documentation. 

Ed 
Exp 
MQ 

= Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

On-the-Job (OJT) Training 

OJT 
PR 
TA 

Satisfying Topic* 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp, TA 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



tJj 
N 
w 
0 

14. 

15. 

16. 

Knowledge of computers and application software. 

Skill in following policies and procedures. 

Skill in effectively representing the agency as an expert 
witness in matters not requiring registration as a 
professional engineer. 
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Trai11i11g Topics Workslteet 
for 

(E11gi11eeri11g Specialist II) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering theory. 

Skill m applying engmeering techniques. 

Skill in applying engineering procedures. 

Skill in applying higher mathematics. 

Knowledge of principals and practices of engineering as 
applied to environmental, health, and safety issues. 

Knowledge of applicable laws, regulations, policies. 

Knowledge of precedents in the speciality area and 
related specialities. 

Skill in organizing and planning workloads. 

Skill in dealing tactfully with the public. 

Skill in expressing ideas clearly and concisely. 

Skill in addressing groups effectively. 

Skill in training others. 

Skill in preparing technical reports and other appropriate 
documentation. 

Ed 
Exp 
MQ 

= 
= 

= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 

= 

= 

Satisfying Topic* 

Exp 
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Professional Requirement (Continuing) 
Training Academy 



14. Knowledge of computers and application software. 

15. Skill in following policies and procedures. 

16. Skill in effectively representing the agency as an expert 
witness in matters not requiring registration as a 
professional engineer. 

August 19, 1997 l 
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3. 

4. 
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6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

* 

Trai11i11g Topics Workslleet 
for 

(E11gi11eeri11g Specialist Ill) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering theory. 

Skill in applying engineering techniques. 

Skill in applying engineering procedures. 

Skill in applying higher mathematics. 

Skill in applying principals and practices of engineering 
as they apply to environmental, health, and safety issues. 

Skill in applying applicable laws, regulations and 
policies. 

Skill in applying precedents in the speciality area and 
related specialities. 

Skill in using computers and application software. 

Skill in organizing and planning workloads. 

Skill in dealing tactfully with the public 

Skill in expressing ideas clearly and concisely. 

Skill in addressing groups effectively. 

Skill in training others. 

Ed 
Exp 
MQ 

= 
= 

= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 

= 

Satisfying Topic* 

Exp 
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Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



14. Skill in preparing technical reports and other appropriate 
documentation. 

15. Knowledge of computers and application software. 

16. Skill in following policies and procedures. 

17. Skill in planning and developing new policies and 
procedures. 

18. Skill in effectively representing the agency as an expert 
witness in matters not requiring registration as a 
professional engineer. 
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8. 

9. 
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12. 

* 

Traini11g Topics Workslieet 
for 

(E11gi11eeri11g Specialist IV) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in applying engineering theory. 

Skill in applying engineering techniques. 

Skill in applying engineering procedures. 

Skill in applying higher mathematics. 

Skill in applying pnncipals and practices of engineering 
as they apply to environmental, health, and safety issues. 

Skill in applying applicable laws, regulations and 
policies. 

Skill in applying precedents in the speciality area and 
related specialities. 

Skill in organizing and planning workloads. 

Skill in dealing tactfully with the public. 

Skill in expressing ideas clearly and concisely. 

Skill in addressing groups effectively. 

Skill in training others. 

Ed 
Exp 
MQ 

= 

= 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 
= 

Satisfying Topic* 

Exp 

Exp 
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Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



13. Skill in preparing technical reports and other appropriate 
documentation. 

14. Skill in using computers and application software. 

15. Skill in following policies and procedures. 

16. Skill in planning and developing new policies and 
procedures. 

17. Skill in effectively representing the agency as an expert 
witness in matters not requiring registration as a 
professional engineer .. 
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Exp 

Exp 

Exp 

Exp 

Exp 

F·\WBELL\CAREERLD\ENGINSPL\GENE 
RAL\ITW.4 



Enforcement Coordinator 
Specialist and Trainee 

B237 



B238 



ENGINEERING ASSISTANT I 
(ENFORCEMENT COORDINATOR TRAINEE I) 

CLASS NO. 2151A 

PAY GROUP 14 

GENERAL DESCRIPTION 

Perfo~ trainee entry level* work at a professional 
level in the environmental quality or engineering 
field not requiring certification under any 
provisions of the Texas Engineering Practice Act as 
amended, Article 327la V .A.C.S. Performs entry 
level work in the fields of air, water, or waste 
enforcement. Work involves reviewing technical 
inspections, surveys, and complaint investigations; 
preparing enforcement documents and making 
recommendations; preparing draft correspondence; 
conducting case follow-ups; and assisting in the 
preparation of environmental education programs. 
Work is performed under close supervision. 

* Entry level is the beginning level for acquiring the 
basic knowledge and skills of the enforcement 
program. 

EXAMPLES OF WORK PERFORMED 

Reviews basic technical inspections and surveys; 
evaluates results and determines compliance with 
applicable regulations, statutes, and policies. 
Prepares concise and accW"ate enforcement reports, 
documents, and letters using standardized formats. 
Schedules, coordinates, and observes enforcement 
meetings in a professional manner. 
Collects and analyzes additional information for 
further case development. 
Inputs and maintains the enforcement tracking 
systems (i.e. databases). 
Participates as a trainee in field investigations and 
discusses compliance issues with the regulated 
community. 
Provides entry level limited technical assistance to 
the public, regulated community, other interested 
groups and public officials. 
Attends TNRCC agendas, administrative bearings, 
and civil trials as an observer of expert testimony. 
Assists in the preparation of environmental 
education programs and observes presentations. 
Performs related work as assigned. 

MINIMUM QUALIFICATIONS 

1''inety semester hours from an accredited college or 
university. 

OR 

One year of TNRCC full time experience as an 
Environmental Investigator I. 

OR 

Four years of full time experience in an 
administrative capacity* or in clerical work in 
environmental investigations or similar program 
area. 

* Administrative capacity is work where primary 
duties consist of performing administrative tas~ of 
an office, excluding work such as clerical, 
secretarial, sales, equipment operations, and 
manual labor. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Ability to read and understand state and federal 
law and regulations; to effectively plan and 
organize entry level enforcement work; to 
communicate effectively; to exercise good 
judgment; to make technically sound decisions; to 
function as a member of a team; and to use word 
processing, database and other computer 
programs. 

TNRCC 
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ENGINEERING ASSISTANT II 
(ENFORCEMENT COORDINATOR TRAINEE m 

CLASS NO. 2153A 

PAY GROUP 15 

GENERAL DESCRIPTION 

This is the entry point of the Enforcement 
Coordinator career ladder. Performs trainee entry 
level* work to routine work at a professional level 
in the environmental quality or engineering field 
not requiring certification under any provisions of 
the Texas Engineering Practice Act as amended, 
Article 327la V .A.C.S. Perfonns entry level work 
in the fields of air, water, or waste enforcement. 
Work involves reviewing technical inspections, 
surveys, and complaint investigations; preparing 
enforcement documents and making 
recommendations; preparing draft correspondence; 
conducting case follow-ups; and assisting in the 
preparation of environmental education programs. 
Work is performed under close supervision. 

• Entry level is the beginning level for acquiring the 
basic knowledge and skills of the enforcement 
program. To perform the job of an Enforcement 
Coordinator (EC) Trainee II requires more 
knowledge, skills, techniques, experience, and 
ability to recognize and resolve technical issues than 
is required to perform the duties of an 
Enforcement Coordinator Trainee I position. 

EXAMPLES OF WORK PERFORMED 

Reviews basic technical inspections and surveys; 
evaluates results and determines compliance with 
applicable regulations, statutes, and policies. 
Prepares concise and accmate enforcement reports, 
documents, and letters ming standardized formats. 
Schedules, coordinates, and observes enforcement 
meetings. 
Collects and analyzes information for further case 
development. 
Inputs and maintains the enforcement tracking 
systems (i.e. databases). 
Participates as a trainee in field investigations and 
discusses compliance issues with the regulated 
community. 
Provides semi-routine, limited, technical assistance 

to the public, regulated community, other 

interested groups, and public officials. 
Attends TNRCC agendas, administrative hearings, 
and civil trials as an observer of expert testimony. 
Assists in the preparation of environmental 
education programs and presentations. 
Performs related work as assigned. 

MINIMUM QUALIDCATIONS 

A bachelor's degree from an accredited college or 
university. 

OR 

One year of TNRCC full-time experience as an 
Enforcement Coordinator Trainee I. 

OR 

Two years of full time experience as an 
Environmental Investigator I. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Ability to read and understand state and federal 
law and regulations; to effectively plan and 
organize entry level enforcement work; to 
communicate effectively; to exercise good 
judgment; to make technically sound decisions; to 
function as a member of a team; and to use word 
processing, database, and other computer 
programs. 

TNRCC 
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ENGINEERING SPECIALIST I 
(ENFORCEMENT COORDINATOR n 
GENERAL DESCRIPTION 

Performs routine* technical work at a professional 
level in the environmental quality or engineering 
field not requiring certification under any 
provisions of the Texas Engineering Practice Act as 
amended, Article 327la V .A.C.S. Performs routine 
work in the fields of air, water, or waste 
enforcement. Work involves reviewing technical 
inspections, surveys, complaint investigations, and 
technical reports; preparing enforcement 
documents and making recommendations; 
preparing draft correspondence; conducting case 
follow-ups; and as.tjsting in the preparation of 
environmental education programs. Work is 
performed under general supervision. 

"' For the purpose of this job description routine 
means common place or repetitious. To perform 
the job of an Enforcement Coordinator (EC) I 
requires more knowledge, skills, technique, 
experience and ability to recognize and resolve 
technical issues than is required to perform the 
duties of an Enforcement Coordinator Trainee 
position. 

EXAMPLES OF WORK PERFORMED 

Reviews routine technical inspections, reports, and 
survey; evaluates results and determines 
compliance with applicable regulations, statutes, 
and policies. 
Prepares concise and acCtll'ate enforcement reports, 
documents, and letters, including technical 
recommendations by applying sound scientific 
principles. 
Schedules, coordinates, and conducts enforcement 
meetings, including preparation of written 
summaries to the files for the meetings. 
Collects and analyzes additional information for 
further case development. 
Maintains enforcement tracking systems (i.e. 
databases). 
Participates in field investigations and discusses 
compliance issues with the regulated community. 
Provides limited technical as.tjstance to the public, 

CLASS NO. 2127G 

PAY GROUP 17 

regulated community, other interested groups and 
public officials. 
Provides expert testimony at TNRCC agendas, 
administrative hearings, and civil trials on routine 
cases. 
Assists in preparation of environmental education 
programs and presentations. 
Performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university, plus eighteen months of full time 
experience in the field of environmental activities 
directly related to the examples of work performed. 

One year of fulJ-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year of the required education. 

OR 

Eighteen months as an Enforcement Coordinator 
Trainee II. 

KNOWLEDGE, SKJLLS, AND ABILITIES 

Knowledge of applicable local, state, and federal 
ordinances and laws; of environmental protection 
practices and techniques; of scientific principles 
and techniques. 
Ability to plan and organize routine technical work; 
to communicate effectively with the public, 
regulated community and professional groups; to 
exercise good judgment; to make technically sound 
decisions; to function as a member of a team; and 
to use word processing and database computer 
programs. 
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ENGINEERING SPECIALIST II 
(ENFORCEI\1ENT COORDINATOR II) 

GENERAL DESCRlPTION 

Performs moderately complex* technical work at a 
professional level in the environmental quality or 
engineering field not requiring certification under 
any provisions of the Texas Engineering Practice 
Act as amended, Article 3271a V.A.C.S. Performs 
moderately complex work in the fields of air, 
water, or waste enforcement. Work involves 
reviewing technical inspections, surveys, complaint 
invemgations, and technical reports; preparing 
enforcement documents and making 
recommendations; preparing draft correspondence; 
conducting case follow-ups; and preparing 
environmental education programs. Work is 
performed under general direction. 

* For the purpose of this job description 
"moderately complex" means medium degree of 
difficulty. To perform the job of an Enforcement 
Coordinator (EC) D requires more knowledge, 
skills, technique, experience and ability to 
recognize and resolve technical issues than is 
required to perform the duties of an EC I position. 

EXAMPLES OF WORK PERFORMED 

Reviews moderately complex technical inspections, 
reports, and surveys; evaluates results and 
determines compliance with applicable regulations, 
statutes, and policies. 
Prepares concise and accurate enforcement reports, 
documents, and letters, including technical 
recommendations by applying sound scientific 
principles. 
Prepares environmental education programs and 
presentations. 
Schedules, coordinates, and conducts enforcement 
meetings in a professional manner, including 
preparation of written summaries for files. 
Collects and analyzes additional information for 
further case development. 
Maintains enforcement tracking systems (i.e. 
databases). 
Participates in field investigations and discusses 
compliance issues with the regulated community. 
Provides technical assistance to the public, 
regulated community, other interested groups and 
public officials, on moderately complex cases. 

CLASS NO. 2U8G 

PAYGROUP18 

Provides expert testimony at TNRCC agendas, 
administrative hearings, and civil trials. 
Performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university, plus two and a half years of full-time 
experience in the field of environmental activities 
directly related to the examples of work performed. 

One year of full-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year of the required education. 

OR 

One year as an Enforcement Coordinator I . 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of, and ability to interpret, applicable 
local, state and federal ordinances, and laws. 
Knowledge of organization and structure of other 
state and federal agencies with jurisdiction on 
environmental protection regulations; of 
environmental and/or engineering principles in the 
field of industrial or municipal solid waste, 
petroleum storage tanks, air pollution, waste 
pollution, or water resource management; and of 
environmental monitoring techniques and analysis. 
Ability to effectively plan, organize, and complete 
moderately complex technical work; to prepare and 
present technical papers and studies to professional 
groups; to assist in managing and planning group 
efforts on environmental activities; to commmicate 
effectively with the public, regulated community 
and professional groups; to review reports and 
studies for technical correctness; to exercise good 
judgment; to make technically sound decisions; to 
function as a member of a team; and to use word 
processing, and database computer programs. 

TNRCC 
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ENGINEERING SPECIALIST ill 
(ENFORCEMENT COORDINATOR III) 

GE!'i"ERAL DESCRIPTION 

Performs complex* technical work at a professional 
level in the environmental quality or engineering 
field not requiring certification under any 
provisions of the Texas Engineering Practice Act as 
amended, Article 3271a V.A.C.S. Performs, or 
manages, complex work in the fields of air, water, 
or waste enforcement. Work involves performing 
complex enforcement investigations or other 
compliance and enforcement projects; writing and 
reviewing technical reports and inspections, 
surveys, and complaint investigations; preparing 
enforcement documents and providing advice, 
complex technical assistance, and 
recommendations; preparing draft correspondence; 
conducting case follow-ups; providing scientific or 
technical public education programs; interpreting 
rules, regulations and environmental policies; 
and/or coaching {assisting in technical decision 
making) less experienced staff in technical matters. 
Work is performed under general direction with 
some latitude for initiative and independent 
judgment. 

• For the purpose of this job description "complex" 
means difficulty in scrutinizing, analyzing and 
resolving. To perform the job of an Enforcement 
Coordinator (EC) m requires more knowledge, 
skills, technique, experience and ability to 
recognize and resolve technical issues than is 
required to perform the duties of an EC Il 
position. 

EXAMPLES OF WORK PERFORMED 

Reviews moderately complex technical inspections, 
reports, and surveys; evaluates results and 
determmes compliance with applicable regulations, 
statutes and policies. 
Prepares, and may minimally coach, less 
experienced technical staff in preparation of concise 
and accurate enforcement reports, documents, and 
letters, including technical recommendations. 

CLASS NO. 2129G 

PAY GROUP 19 

Schedules, coordinates, conducts, and may 
minimally coach staff in conducting enforcement 
meetings, including preparation of written 
summaries to the files for meetings. 
Collects and analyzes additional information for 
further case development, including use of 
advanced investigative techniques. 
Maintains enforcement tracking systems (i.e. 
databases). 
Responsible for preparation of environmental 
education programs and presentations. 
Participates in field investigations and discusses 
compliance issues with tbe regulated community. 
Provides technical assistance to the public, 
regulated community, other interested groups, and 
public officials, which may involve sensitive and 
highly technical enforcement matters. 
Provides expert testimony at TNRCC agendas, 
administrative hearings, and civil trials on complex 
issues. 
Performs related duties as assigned. 

MINIMUM QUALIF1CATIONS 

A bachelor's degree from an accredited college or 
university, plus three and a half years of full time 
experience in the field of environmental activities 
directly related to the examples of work performed. 

One year of full-time experience in the field of 
environmental activities directly related to tbe 
examples of work performed may be substituted for 
each year of tbe required education. 

OR 

A master's degree from an accredited college or 
university with a major in engineering, basic 
science, math, environmental science, computer 
science or a related field, plus two and a half years 
of full-time experience in the field of environmental 
activities directly related to the examples of work 
performed which included one year as an 
enforcement coordinator. 

OR 
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ENGINEERING SPECIALIST ill 
(ENFORCEMENT COORDINATOR Ill) 

One year as an Enforcement Coordinator II . 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of, and ability to interpret, applicable 
local, state, and federal ordinances, and laws. · 
Knowledge of organization and structure of the 
environmental protection organizations; of 
environmental and/or engineering principles in the 
field of industrial or municipal solid waste, 
petroleum storage tanks, air pollution, water 
pollution or water resources management; and of 
environmental monitoring techniques and analysis. 
Ability to effectively plan, direct, and lead technical 
work; to prepare and present complex technical 
papers and studies to professional groups; to 
manage and plan group efforts on environmental 
activities; to communicate effectively with the 
public, regulated community, ·and professional 
groups under difficult conditions; to review 
complex reports and studies for technical 
correctness; to exercise good judgment; to make 
technically sound decisions; to function as a 
member of a team; to work with several TNRCC 
programs or groups; to use word processing, and 
database computer programs; and to assist in the 
planning and developing of policies and procedures. 

CLASS NO. 2129G 

PAYGROUP19 
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ENGINEERING SPECIALIST IV 
(ENFORCEMENT COORDINATOR IV) 

GENERAL DESCRIPTION 

This is the top of the Enforcement Coordinator 
Career Ladder. Performs highly complex* technical 
work at a professional level in the environmental 
quality or engineering field not requiring 
certification under any provisions of the Texas 
Engineering Practice Act as amended, Article 
327la V.A.C.S. Performs or manages highly 
complex work in the fields of air, water, or waste 
enforcement. Work involves performing highly 
complex enforcement investigations or other 
compliance and enforcement projects; writing and 
reviewing technical reports and inspections, 
surveys, complaint investigations; preparing and 
supervising preparation of enforcement documents 
and providing advice, complex technical assistance 
and recommendations; preparing draft 
correspondence; conducting case follow-ups; 
providing scientific or technical public education 
programs; interpreting rules, regulations and 
environmental policies; and/or coaching (assisting 
in technical decision making) less experienced staff 
in technical matters. Work involves development cl 
plans for effective enforcement project 
management in a specific environmental media. 
Work is performed under general direction with 
wide latitude for use of initiative and independent 
judgment. 

* For the pW"poSe of this job description " highly 
complex" means highest degree of difficulty to 
scrutinize, analyze and resolve. To perform the j<i> 
of an Enforcement Coordinator (EC) IV requires 
more lmowledge, skills, technique, experience and 
ability to recognize and resolve technical issues than 
is required to perform the duties of an EC m 
position. 

EXAMPLES OF WORK PERFOR.i.\fED 

Reviews bighJy complex technical inspections, 
reports, and surveys; evaluates results and 
determines compliance with applicable regulations, 
statutes, and policies. 
Prepares and may coach less experienced technical 

CLASS NO. 2130G 

PAYGROUP20 

staff in preparation of concise and accurate 
enforcement reports, documents, and letters, 
including recommendations. 
Schedules, coordinates, conducts, and may coach 
the development of enforcement meetings including 
preparation of written summaries to the files for 
the meetings. 
Collects and analyzes additional information for 
further case development, including use of 
advanced investigative techniques. 
Maintains and may review enforcement tracking 
systems (i.e. databases). 
Responsible for preparation of enviromnental 
education programs and presentations. 
Participates in field investigations and discusses 
compliance issues with the regulated community. 
Provides technical assistance to the public, 
regulated community, other interested groups, and 
public officials, which may involve sensitive and 
highly technical enforcement matters. 
Provides expert testimony at commission agendas, 
administrative hearings, and civil trials on highly 
complex cases. 
May serve as coach for less experienced technical 
staff providing technical expertise and/or 
consultation on specific environmental issues and/or 
technical issues. 
Performs related duties as assigned. 

MINThWM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university, plus five years of full time ecperience in 
the field of environmental activities directly related 
to the examples of work performed. 

One year of full-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year of the required education. 

OR 

A master's degree from an accredited college or 
university with a major in engineering, basic 
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ENGINEERING SPECIALIST IV 
(ENFORCEMENT COORDINATOR IV) 

science, math, environmental science, computer 
science or related field, plus four years of full-time 
experience in the field of environmental activities 
directly related to the examples of work performed 
which included .two and one half years as an 
enforcement coordinator. 

OR 

Eighteen months of full-time experience as an 
Enforcement Coordinator ID. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of, and ability to interpret, applicable 
local, state, and federal ordinances and laws; of 
organization and structure of the environmental 
protection organizations; of environmental and/or 
engineering principles in the field of industrial or 
municipal solid waste, petroleum storage tanks, air 
pollution, water pollution or water resources 
management; and of environmental monitoring 
techniques and analysis. 
Ability to effectively plan, direct, and coach less 
experienced staff on technical work; to prepare a.ml 
present complex technical papers and studies to 
professional groups; to manage and plan group 
efforts on environmental activities; to commmicate 
effectively with the public, regulated community, 
and professional groups under difficult conditions; 
to review complex reports and sttxlies for technical 
correctness; to exercise good judgment; to make 
technically sound decisions; to function as a 
member of a team; to work with several TNRCC 
programs or groups; to use word processing, and 
database computer programs; and to assist in the 
planning and developing of policies and procedures. 

CLASS NO. 2130G 

PAYGROUP20 
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ENVJRONMENTAL QUALITY SPECIALIST VI 
(ENFORCEMENT COORDINATOR V) 

CLASS NO. 4065G 

PAYGROUP21 

GENERAL DESCRIPTION 

Advises management and staff on highly complex 
technical issues. Performs highly complex technical 
work at a professional level in the environmental 
quality or engineering field not requiring 
certification under any provisions of the Texas 
Engineering Practice Act as amended, Article 
3271a V .A.C.S. Performs or manages highly 
complex work in the fields of air, water, or waste 
enforcement. Work involves performing highly 
complex enforcement investigations or other 
compliance and enforcement projects; writing and 
reviewing technical reports, technical inspections, 
surveys, and complaint investigations; preparing 
and supervising preparation or enforcement 
documents and providing advice, complex technical 
assistance and recommendations; preparing draft 
correspondence; conducting case follow-ups; 
providing scientific or technical public education 
programs; interpreting rules, regulations and 
environmental policies; and/or coaching the work 
of less experienced staff in technical matters. 
Work involves development of plans for effective 
enforcement project management in a specific 
environmental media. Work is performed under 
minimal direction. 

* For the purpose of this job description " highly 
complex" means highest degree of difficulty to 
scrutinize, analyze, and resolve. To perform the job 
of an Enforcement Coordinator (EC) V requires 
more knowledge, skills, technique, experience and 
ability to recognize and resolve technical issues than 
is required to perform the duties of an EC IV 
position. ('Ibis position is designed for non
supervisory staff). 

EXAMPLES OF WORK PERFORMED 

Advises management and staff on highly complex 
technical issues. 
Reviews highly complex technical inspections, 
reports, surveys, evaluates results, and determines 
compliance with applicable regulations, statutes 
and policies. 

Prepares and may coach less experienced technical 
staff in preparation of concise and accurate 
enforcement reports, documents, and letters, 
including recommendations within the specified 
time frames. 
Prepares environmental education programs and 
presentations. 
Provides technical guidance and expertise for staff 
in compliance and enforcement matters. 
Provides technical assistance to · the public, 
regulated community, other interested groups, and 
public officials, which may involve sensitive and 
highly technical enforcement matters. 
Provides expert testimony at Commission Agendas, 
Administrative Hearings, and civil trials on highly 
complex cases. 
Collects and analyzes additional information for 
further case development, including use of 
advanced investigative techniques. 
Maintains and may review enforcement tracking 
systems (i.e. databases). 
Participates in field investigations and discusses 
compliance issues with the regulated community. 
Serves as coach for less experience technical staff 
providing technical expertise and/or consultation cm 
specific environmental issues and/or technical 
issues. 
Performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

A bachelor's degree from an accredited college or 
university, plus six years of full time experience in 
the field of environmental activities directly related 
to the examples of work performed 

One year of full-time experience in the field of 
environmental activities directly related to the 
examples of work performed may be substituted for 
each year of the required education. 

OR 
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ENVIRONMENTAL QUALITY SPECIALIST VI 
(ENFORCEMENT COORDINATOR V) 

A master's degree from an accredited college or 
university with a major in engineering, basic 
science, math, environmental science, computer 
science or related field, plus five years of full-time 
experience in the field of environmental activities 
directly related to the examples of work performed, 
which included three and one half years of as an 
enforcement coordinator. 

OR 

One year of full-time experience as an 
Enforcement Coordinator IV. 

KNOWLEDGE, SKILLS, AND ABil..ITIES 

Knowledge of, and ability to, interpret applicable 
local, state, and federal ordinances, and laws; of 
organization and structure of the environmental 
protection organizations; of environmental and/or 
engineering principles in the field of industrial or 
municipal solid waste, petroleum storage tanks, air 
pollution, water pollution or water resources 
management; and of environmental monitoring 
techniques and analysis. 
Ability to effectively plan, direct, and communicate 
knowledge on specific technical fields; to prepare 
and present complex technical papers and studies to 
professional groups and TNRCC staff; to manage 
and plan group efforts on environmental activities; 
to communicate effectively with the public, 
regulated community, and professional groups 
under difficult conditions; to review complex 
reports and studies for technical correctness; to 
exercise good judgment; to make technically sound 
decisions; to function as a member of a team and a; 

a technical expert; to use word processing, and 
database computer programs; and to assist in the 
planning and developing of policies and procedures. 

CLASS NO. 406SG 

PAYGROUP21 

TNRCC 
IDM 96-8/NOVEMBER 1996 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

* 

Trai11il1g Topics Workslteet 
for 

(E11force111e11t Coordinator Trai11ee I) 

Knowledge or Skill Supporting Topic(s) 

Skill in reading and understanding state and federal laws Introduction to the Programs of the TNRCC 
and regulations. 
a. Identify structure of rules and regulations 
b. Distinguish between state and federal permit 

application rules and regulations 

Skill in effectively planning and organizing entry-level Enforcement process 
enforcement work. Project Management Essentials 

Time Management 

Skill in communicating effectively. Public/customer service 
Presentation Skills 
Writing That Speaks! 
Observation skills 

Skill in exercising good judgement. Decision making 

Skill in making technically sound decisions. Decision making 

Sktll in functioning as a member of a team. Teambuilding 

Skill in using word processing, database, and other Appropriate applications 
computer programs. 

On-the-Job Training 

Source for 
Satisfying Topic* 

Exp, TA 

Exp, TA 

Exp, TA 

Exp 

Exp 

Exp 

Exp, TA 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Continumg) 
Training Academy 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

Trai11i11g Topics Workslleet 
for 

(E11force111ent Coordi11ator Trai11ee II) 

Knowledge or Skill Supporting Topic(s) Source for 

Skill in reading and understanding state and federal laws 
and regulations. 
a. Identify structure of rules and regulations 
b. Distinguish between state and federal permit 

* 

application mies and regulations 

Skill in effectively planning and organizing entry-level 
enforcement work. 

Skill in communicating effectively. 

Skill in exercising good judgement. 

Skill m making technically sound decisions. 

Skill in functioning as a member of a team. 

Skill in using word processing, database, and other 
computer programs. 

Ed 
Exp 
MQ 

Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= 

Satisfying Topic* 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp 

Exp, TA 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 
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to ....., 
l.n 
w 

1. 

2. 

Knowledge or Skill 

Knowledge of applicable local, state and federal 
ordinances and laws. 

Trai11i11g Topics Workslieet 
for 

(E11force111e11t Coordi11ator I) 

Supporting Topic(s) 

OSHA 
RCRA 
Overview of Chapters 342, 361, and 26 of Health and 

Safety Code 
Overview of Chapters 335, 337, 330 or successor 

(enforcement rules) of the TAC 
FCAA 
FCWA 

Knowledge of environmental protection practices and 
techniques: 
a. Apply investigation and inspection processes and Field Investigator Training Course 

policies to events. 

* = = On-the-Job Training 

Source for 
Satisfying Topic* 

Exp, OJT, TA 

Exp, TA 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Expenence (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

= Professional Requirement (Continuing) 
Training Academy 



3. Knowledge of scientific principles and techniques. Intro to groundwater investigations Exp, OJT, TA 
Principles and techniques of risk assessment 
Hazardous materials constituents 
40CFR - 260-270 
Sampling techniques (QAQC) 
Chain of custody 
Soil, surface and groundwater, waste 
Utilize reference books 
Basic statistics 
Intro to closure/post closure 
Remediation techniques 
English grammar 101 

4 Skill in planning and organizing routine technical work. Time Management Exp, TA 
Project Management Tools and Techniques 
Seven Habits of Highly Successful People 

5. Skill in communicating effectively with the public, Writing That Speaks! Exp, TA 
regulated community and professional groups. Conflict management (dealing with difficult people) 

Presentation SkiJls 
Public service skills (customer service) 
Negotiation and settlement (political interactions) 
Conducting and controlling meetings 
Facilitation skiHs 

6. Skill in exercising good judgement. Exp 

7. Skill in making technically sound decisions. Basic scientific Jaws and techniques Exp 

8. Skill in functioning as a member of a team. Team building Exp, TA 

9. Skill in using word processing and database computer WP6.1 Exp, TA 
programs. Quattro Pro 

Paradox 
Fo.xPro 
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l. 

2 

3. 

4. 

5. 

6. 

OJ 

"' Ul 
Ul 

* 

Trai11i11g Topics JVorks/1eet 
for 

(E11force111e11t Coordi11ator JI) 

Knowledge or Skill Supporting Toplc(s) 

Knowledge of and ability to interpret applicable local, Air pennitting 30TAC, Chapter 305 
state and federal ordinances and laws. 

Knowledge of organization and stmcture of other state 
and federal agencies with jurisdiction over 
environmental protection regulations. 

Knowledge of environmental and/or engmeering Specialized technical courses 
principles in the field of industrial or municipal solid 
waste, petroleum storage tanks, air pollution, waste 
pollution, or water resource management. 

Knowledge of environmental monitoring techniques and Basic statistics 
analysis. Sampling techniques 

Advanced groundwater mvestigation 

Skill in effectively planning, organizing, and completing Orientation to Supervisory Skills 
moderately complex technical work. Seven Habits of Highly Successful People 

Project management 
Time Management 
Personal organization 

Skill in preparing and presenting technical papers and Public speaking 
studies to professional groups. How to make effective techmcal presentations 

= On-the-Job Training 

Source for 
Satisfying Topic* 

Exp 

Exp 

Exp, TA 

Exp, TA 

Exp, TA 

Exp, TA 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Expenence (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Continuing) 
Training Academy 



7. SkiH in assisting in managing and planning group efforts Exp 
on environmental activities. 

8. Skill in communicating effectively with the public, Exp 
regulated community and professional groups. 

9. Skill in reviewing reports and studies for technical Exp 
correctness. 

10. Skill in exercising good judgement. Exp 

11. Skill in making technically sound decisions. Exp 

12. Skill in functioning as a member of a team. Exp 

13. Skill in using word processing and database computer Exp, TA 
programs. 
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1 

2. 

3. 

4. 

5. 

6. 

7. 

Trai11i11g Topics Works/1eet 
for 

(E11/orce111e11t Coordi11ator Ill) 

Knowledge or Skill Supporting Topic(s) 

Knowledge of and ability to interpret applicable local, 
state and federal ordinances and laws. 

Knowledge of organization and structure of the Structure of environmental organizations 
environmental protection organizations. 

Knowledge of environmental and/or engineering Specialized technical (TBD) 
principles in the field of industrial or municipal solid Superfund risk assessment 
waste, petroleum storage tanks, air pollution, water 
pollution or water resource management. 

Knowledge of environmental monitoring techniques and 
analysis. 

Skill in effectively planning, directing and leading 
techmcal work. 

Skill in preparing and presenting complex technical Advanced technical writing 
papers and studies to professional groups. Advanced presentation skills 

Advanced communication techniques 
Advanced organizing communications (appropriateness) 

Skill in managing and planning group efforts on 
environmental activities. 

* = On-the-Job Traming 

Source for 
Satisfying Topic* 

Exp 

Exp 

Exp, TA 

Exp 

Exp 

Exp, TA 

Exp 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA = 

Professional Requirement (Continuing) 
Training Academy 



to 
N 
U1 
OJ 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

Skill in communicating effectively with the public, 
regulated community and professional groups under 
difficult conditions. 

Skill in reviewing complex reports and studies for 
technical correctness. 

Skill in exercising good judgement. 

Skill in making technically sound decisions. 

Skill in functioning as member of a team. 

Skill in working with several TNRCC programs or 
groups. 

Skill in using word processing and database computer 
programs. 

Skill in assisting in planning and developing policies and 
procedures for the section. 
a. Rule development procedures 
b. Small and rural community outreach 

August 20, 1997 2 

Expert Witness Course Exp, TA 

English grammar Exp 

Exp 

Exp 

Exp 

Introduction to the Programs of the TNRCC Exp, TA 

Exp, TA 

Exp, TA 
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2. 

3 

4. 

5. 

6. 

b::I 
N 
lil 
ID 

* 

Trai11i11g Topics Works/reel 
for 

(E11/orce111e11t Coordi11ator IV) 

Knowledge or Skill Supporting Topic~s) 

Knowledge of and ability to interpret applicable local, Agency policies: air, water, waste, multimedia 
state and federal ordinances and laws. 

Knowledge of organization and structure of the 
environmental protection organizations. 

Knowledge of environmental and/or engineering Advanced risk assessment methodologies 
principles in the field of industrial or municipal solid Treatment/remediation techniques 
waste, petroleum storage tailks, air pollution, water Goundwater monitoring 
pollution or water resource management. Fate and transport modeling 

Aquifer testing 
Advanced statistics 
Toxicology 
Superfund risk assessment 
Basic chemistry 

Knowledge of environmental monitoring techniques and 
analysis. 

Skill in effectively planning, directing and leading Leadership techniques 
technical work. Coaching skills 

Skill in preparing and presenting complex technical 
papers and studies to professional groups. 

= On-the-Job Traintng 

Source for 
Satisfying Topic* 

Exp, TA 

Exp 

Exp, TA 

Exp 

Exp, TA 

Exp 

Ed 
Exp 
MQ 

= 
Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

OJT 
PR 
TA 

Professional Requirement (Continuing) 
Training Academy 



7. Skill in managing and planning group efforts on Exp 
environmental activities. 

8. Skill in communicating effectively with the public, Exp 
regulated community and professional groups under 
difficult conditions. 

9. Skill in reviewing complex reports and studies for Exp 
technical correctness. 

10. Skill in exercising good judgement. Exp 

11. Skill in making technically sound decisions Exp 

12. Skill in functioning as member of a team. Exp 

13. Skill in working with several TNRCC programs or Exp 
groups. 

14. Skill in using word processing and database computer Exp 
programs. 

15. Skill in assisting in planning and developing policies and Exp 
procedures for the section. 
a. Rule development procedures 
b. Small and rural community outreach 
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I. 

2. 

3 

4. 

5. 

6. 

7 

8. 

* 

Trai11i11g Topics Worksheet 
for 

(E11force111e11t Coordi11ator VJ 

Knowledge or Skill Supporting Topic(s) Source for 

Knowledge of and ability to interpret applicable local, 
state and federal ordinances and laws. 

Knowledge of organization and structure of the 
environmental protection organizations. 

Knowledge of environmental and/or engineering 
principles in the field of industrial or municipal solid 
waste, petroleum storage tanks, air pollution, water 
pollution or water resource management. 

Knowledge of environmental monitoring techniques and 
analysis. 

Skill in effectively planning, directing and leading 
teclmical work. 

Skill in preparing and presenting complex technical 
papers and studies to professional groups. 

Skill in managing and planning group efforts on 
environmental activities. 

Skill in communicating effectively with the public, 
regulated community and professional groups under 
difficult conditions. 

Ed 
Exp 
MQ 

= Education (Academic) 
Experience (Tenure) 
Minimum Qualification 

On-the-Job (OJT) Training 

OJT 
PR 
TA 

= 

Satisfying Topic* 

Exp 

Exp 

Exp 

Exp 

Exp, TA 

Exp 

Exp 

Exp 

On-the-Job Training 
Professional Requirement (Continuing) 
Training Academy 



9. Skill in reviewing complex reports and studies for Exp 
technical correctness. 

10. Skill in exercising good judgement. Exp 

11. Skill in making technically sound decisions. Exp 

12. Skill in functioning as member of a team. Exp 

13. Skill in workmg with several TNRCC programs or Exp 
groups. 

14. Skill in using word processing and database computer Exp 
programs. 

15. Skill in assisting in planning and developing policies and Exp 
procedures for the section. 
a. Rule development procedures 
b. Small and rural community outreach 
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AIR RESOURCES BOARD 
COMPLIANCE DIVISION 

HEALTH, SAFETY & TRAINING 
CHECKLIST 

February 1997 
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HEAL TH, SAFETY & TRAINING CHECKLIST 

As a new employee of the California Air Resources Board's Compliance Division, there are 
requirements you must meet and responsibilities you must take to ensure your health and safety 
while performing various duties. 

Below is a new employee orientation checklist. The checklist includes training "action" items 
you are responsible to complete before participating in an inspection. The checklist also includes 
additional training which management supports to better your performance as an employee of the 
Compliance Division. All "action" items are required to have your manager's signature as well 
as your signature upon completion. Action items are indicated by an"*". All questions, should 
be directed to your manager. Your manager may also have a section orientation program to assist 
you in your new position. 

ADMINISTRATION* 

Annual Physical (new employee) 

Annual Checkup 

Safety (Equipment) 
Safety Boots 
Hard Hat 
Eye/Ear Protection 
Gloves 
Respirators 

Half 
Full 

NoMax Coveralls 

Photo Identification 

Building Access Card 

Business Cards 

General Services Card 

Telephone Card 

Copy of Injury & Illness 
Prevention Plan 

Scheduled SuDervisor Employee 
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Toxic Exposure Record 

PES Account No. 

Training is a key element in the Compliance Division. The management strongly encourages all 
employees to take as much training as possible in the betterment of not only the employee, but 
also as a representative of the Compliance Division. An explanation of the various courses is 
attached for your information. Any questions, please direct them to your manager. 

TRAINING 

Fundamentals of Enforcement (FOE)* 

This program is designed to train air pollution control professionals on the fundamental air 
pollution issues and, in particular, on visible emission evaluations. The FOE program is 
required for Compliance Division personnel. 

Scheduled Passed/Failed SuDeryzsor Employee 

Fundamentals of Enforcement 

Uniform Air Quality Training Program (UAQTP)-100 Series* 

The UAQTP is a week-long series of 15 courses providing a comprehensive introduction to air 
pollution, air pollution control, and the basics of compliance inspections. The program is 
intended for entry-level compliance inspectors, regulatory agency staff, and environmental 
specialists in business and government. As an employee in the Compliance Division, you are 
required to attend all these courses in addition to FOE and the Enforcement Symposium, before 
receiving your badge. 

1 01 - History 
102 - Meteorology 
103 - Classification of 

Air Pollutants 
104 - Inspector Safety 
105 - Regulatory Develop. 
106 - Inspection/Report 
107 - Basic Equipment 
108 - Intro VEE 
109 - Complaint Response 
110 - Sampling 
111 - Chemistry 

Scheduled Passed/Failed Superyzsor Employee 



112 - Environmental Law 
113 - Inspector Conduct 
114 - Monitoring Concepts 
115 - Interfacing 

Uniform Air Quality Training Program (UAQTP) - 200 Series (Optional) 

The 200 series courses offer advanced training in a wide variety of source specific industrial 
processes and air pollution control equipment involving actual on-site "mock" inspections. Each 
200 series course covers general process descriptions for the specific industrial category, 
emissions of concern, applicable air pollution regulations and compliance inspection techniques. 
These courses are job-related courses designed to assure adequate performance in current 
assignments. 

202 - Health & Safety 
210 - Gasoline Cargo Tanks 
211 - Fuel Specification 
214 - Ag/Forestry Burn. 
221 - CEM 
222 - Ambient Monitor. 
224 - Obser. Source Tests 
230 - Surface Coating: 

Metal Parts 
230. l - Surface Coating: 

Aerospace 
230.2 - Surface Coating: 

Auto Refinish. 
230.3 - Metal Container, 

Closure & Coil 
230.4 - Graphic Arts 
242 - Hot Mix Asphalt 
243 - Aggregate Plants 
244 - Concrete Batch Plants 
245 - Cement Plants 

Scheduled 

251 - Asbestos Demo/Renov . __ 
260 - Oil Field Production 
262 - VOC Inspections 
263 - Gasoline Facilities: 

Phase I & II 
264 - Air to Liquid Ratio 
270 - Incinerators 
271 - IC Engines 
272 - Stat. Gas Turbines 
281 - ESP 

Passed!Fazled Suverv1sor Employee 
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282 - Baghouses 
283 - Soil Decontamination 
284 - VOC Controls 
287 - Dry Cleaning 
288 - Petrolewn Refining 

Uniform Air Quality Training Program (UAQTP) - 300 Series 

The 300 series courses are comprised of symposiums, seminars, and workshops that address 
current environmental issues such as cross media training, legal issues, case development and 
variance/hearing board requirements. 

300 - Symposiwn• 
321 - Variance Workshop 
322 - Advance Variance 
340 - Gasoline Facilities: 

Phase I & II 
350 - Mutual Settlement 
387 - Dry Cleaner ATCM 

ENFORCEMENT* 

VEE Recertification 
(6 months) 

Scheduled 

Scheduled 

SCOTT/SCRAM (6 months) __ 
CPR (1 year) 
First Aid (3 years) 
Driver's Training (4 years) 
HazMat (1 year) 

Passed/Failed Suoervisor Emoloyee 

Passed/Fazled Suoervzsor Employee 



Pennsylvania 
Long-Term Training 

Plan 

B271 



~ B272 



DEPARTMENT OF ENVIRONMENTAL PROTECTION 

BUREAU OF AIR QUALITY 

LONG-TERM 
TRAINING PLAN 

NOVEMBER 1995 
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BUREAU OF AIR QUALITY 
LONG-TERM TRAINING PLAN 

10/27/93 
Revised 10/31/95 

The objective of this program is to provide guidelines for the 
training of both regional and central off ice employees of the 
Bureau of Air Quality. The generic guidelines are divided into the 
following four areas: 

1) New Employees 
2) Technical Training 
3) Supervisory Training 
4) Career Development 
5) Secretarial 

New Employees 

The majority of candidates for entry level positions are college 
graduates with degrees in engineering or one of the natural 
sciences. Other than general environmental education, most have 
little or no course work or experience with air quality control. 
This training quide is designed to provide the knowledge and skills 
necessary to perform those duties and responsibilities fundamental 
to the Bureau of Air Quality. 

During the first year of employement, a work-training plan will be 
followed in order that the new employee is satisfactorily oriented 
regarding the Department's policies and procedures, the Bureau's 
various programs, the requirements of the Pennsylvania Air 
Pollution Control Act and its Rules and Regulations. It will be 
the responsibility of management and supervisory staff of the 
Bureau to insure that this program is completed. 

Technical Training 

Duty assignment for technical employees will vary depending on the 
assigned area of responsibility. Training will be necessary to 
provide the knowledge required to address specific types of 
pollutants, industries, new technology, etc. The training 
recommended in Table I (attached) is organized by regional work 
unit and central office section. This training should be taken as 
work assignments require, and to keep abreast of emerging 
technology, usually through professional or industrial conferences. 

Supervisory 

Kost employees are promoted into supervisory positions based on 
technical merit with only some subjective appraisal of 

1 
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supervisory/management skills. The training guidelines offered 
here will focus on the initial supervisory training as well as 
courses needed to maintain a level of expertise. 

Supervisory Academy 
Performance Evaluations 
Interviewing and Selection Course 
Interaction Management 
Affirmative Action Workshop 
Americans with Disabilities Act 
Project Management 

career oevelopment 

The Department should provide employees an opportunity to 
participate in training to improve their technical and 
non-technical skills and abilities and/or prepare for possible 
promotions. Such career development training must be tailored to 
the individual, course availability and resources. Listed below 
are areas to be considered for career development training. 
Training will also be made available (In-House and out-Service) to 
staff relative to program areas impacted by Federal/State 
legislation. 

Communication Skills (verbal & written) 
Negotiation Skills 
Managing in the Public Sector 
Technical/Environmental Studies at Accredited 

Colleges and Universities 
New Federal/State Regulations 
Inter/Intra Bureau Assignments 
Conflict Management 

Secretarial 

Secretarial employees must possess the clerical skills (typing, 
shorthand, etc.) necessary to meet job specifications to be 
eligible for employment. However, it is important that the 
Department orient these employees regarding the organiztion, 
provide appropriate PC training and in-house training relative to 
administrative procedures. Additional training should be provided 
in the other areas listed below to develop skills and abilities 
appropriate to the individual job assignment. 

DEP Orientation 
Success Skills for Secretaries 
How to Proof read 
Develop your Image as a Successful Woman 
Computer Training 
Time Management 
Priorities Management 
Management Techniques for Secretaries 
DEP Clerical Conference 
Miscellaneous Conferences & Workshops 

2 



TABLE I 

LONG-TERM TRAINING PLAN 

ASSISTANT DIRECTOR'S OFFICE 
MANAGEMENT INFORMATION & ANALYSIS SECTION 

Management Training: 

Conflict Negotiations 
Management Techniques 

computer Training: 

Advanced Training in Microsoft Access 
Annual Environmental Computing Conference 
Formal X.12 EDI training 
Systems Analysis/Design 
Coding Training 
Oracle Training 

Professional Conferences 

Annual EPA Emission Inventory Conference 
Quarterly X.12 conference 
Annual AIRS Conference 
Annual AWMA Conference 
Annual AIChE Conference 

Miscellaneous 

Data Modeling 
Miscellaneous Telecourses 

3 
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'fABLB I 

U>llG-TERI l'RlllIIG PLU' 

DIVISIOI OP OOllPLI!ICB AID DlOICDD'l' 

Colpliance Continuou.5 Abate.mt 
Certification Colpliance lonitoring 

Section Section Section 
Air Toxics: 

Introctuct.ion to Air Tories (#400) I I I 

Site specific lonitorinq for Air To1ics I 

Air 'fo1ics Conference Condncted by !WI! I 

m>Atprof essional Air Toxics iomllops 

stact TestiBJ: 

continuous !lission llonitoring (#474) I 

CEii level II IDspection Tedmiques - In-Bouse I I 

Source Salpling for Particulates (1450) I I 

Source 5anpling for Gaseous Pollutants (1468) I I 

EPA/Professional Source Salpling iorbllops I 

lnsJ!eCtion lletbods: 

Hospital Waste IDcineration I 

Control Beasures for CD, °'J , and ll>i I I I 

Control of Particulate 11.issions I I I 

So1Jrces ' Control of voes I I I 

Collu;tion !valuation I 

Inspection Procedures and Safety I I I 

Air Pollution Field IDforcellellt I I I 

Baseline Source Inspection Tedmiques I I I 

Advanced Inspection 'fecimiques I I I 

Fugitive voe Leak Detection I I 
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Compliance Coniliuous Abatement 
Certification Coapliance Ronitoring 

Section Section Section 

EP!tprof essional Inspection Morksbops x I I 

Asbestos: 

Asbestos Haz. Eval. ' Abate. Workshop x 

Practice ' Procedure in Asbestos Control I 

InspectionfHana9. Plan. for Asb. Control I 

Asbestos Contractor Certification I 

Asbestos Haz. hercJ. Response Act Workshop x 

Asbestos Conferences conducted by !Iii! I 

EP!tprofessional Asbestos Wortsbops I 

Hazardous waste ' Elerqency Response: 

Bazardom W~te Incineration I 

Air SUrv. for eaz. waste lateriaJ.s I 

Personnel Protection ' Safety I 

Environmental Kisll: Assessaent I 

Raz. Waste Conferences condllcted by Am x 

EPAjProf essional Hazardous waste Morksbops I 

other: 

levels I, II and III I I I 

other EPA, !Iii!, JIAIAI!, etc. 
Professinal Worksllops, Seminars, 
Conferences ' Training I I I 

Clean Air Act Alendlent Related fxJnferences/ 
Worbbops, seminars I I I 

Air Pollution Control Orientation (51422) I x I 

Introduction to lnviromaental statistics (51473) I I I 

Gasoline Vapor Control x 

In-field Biperience x I I 
5 
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Colpliance Continuous lbatenent 
certification Collpliance lonitoring 

Section Section Section 

llepartlent Provided Courses: 
Conflict llaDageEDt, Regotiations Wortsbop;, 
SUpervisory !cadely I ADA, Etc. I I I 

WritincJ liortsbop I I I 

ColpUter Training I I I 

liscellaneous !el.ecourses I I I 
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'IABLE I 

IDIG-TDll TWIIIG PW 

DMSIOI Of !IR USOOIC! llAIAGID'J 

IDbile stationary Air Quality 
Som'es Som'es llodeling 
section section section 

!ir Toidcs: 

Introdnction to Air '1o1ics (1400) I I I 

Air Yo1ics RodeliDg 5elinar I 

Dita Bandling: 

Introduction to Bnvirooental statistics I I I 

statistical Kval. llethods for Air Poll. Data I I I 

Inspection llethods: 

Control 11easures for ro, o3, and 11>1 I I 

Control of G1seous bissiom I 

Soum!s ' Control of voes I l 

COlbustion Kvaluation I 

EP!jProf essiooal lt>Iksbops x x x 

Hazardous iaste & Emergenc;y Resjlome: 

Hazardous Waste Incineration I 

EllliroDEDtal Risk AssessE!t x x 

Meteorology: 

Dispersion Rodels-FundameDtals I I I 

Air Pollutant Dispersion lodeli.ng I 

IPA/Professional lleteorology Workshops x 

7 
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Hobile Stationary Air Quality 
sources Sources llodeling 
Section Section Section 

other: 

Levels I, II and III J I I 

other IPA, AWD, lllRAllA, etc. I I I 
Professinal Wombops, Seminars 
and Training 

CGlplter TrailliDJ I I I 

Departaent Provided Comes: 
COllflict laDageEDt, legotiations Wombops, 
SUpervisory Academy I ADA, Btc. I I I 

liscellaneom 'lelecourses I I I 

Clean Air Act Alendlents: 

lnbamid lonitoring I 

ll>x u.cr I 

Oiyfuel I 

TiUe V Penits I I 

lev Source Reviev I I 

gmace Coating leg. Enforcment I 

8 
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'f!BLI I 

IDllG-'l'KRll IR!IIIIG PW 

DMSIOI or !IR QUALI'fY ll>IIiOHIG 

Tories Central Field 
llonitoring Operations Operations 

Air 'fo1ics: Section Section Section 

Introduction to lir 'fo1ies (1400) I 

Site Specific lonitoring for Air 'l'o1ies I 

lir Tories Sampling Eqnipw!llt Operations I 

Air 'l'o1ics Conferences Conducted by D1IA I 

EPAtprofessional Air 7o1ics Wortsbops I 

Asbestos: 

Asbestos llonitoring ' Audit Procedures I 

Source festing: 

Continuous bission lonitoring (1474) 

Source sanpling for Particulates (1450) I 

source Sal!pl. for Gaseo-m; POllutants (1468) I 

Allbient Air Quality llonitori.111 

Introduction to Ambient lir llonitoring (1434) I I I 

Atlospheric Sanpling (#435) I I I 

Site Selection for lonitoring of 
51Jeeif ic Pollutants (#436-439) I I I 

CDP~ central 6 Relote station 
Operation ' laintenance I I 

Operation 6 laintenance of Specific Sensors I x 

Analytical let.bods for lir Quality 
standards (#464) I I 

EPA/Professional llonitoring Workshops I I x 
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'loiiCS Central Field 
llonitoring ~tions ~tions 

Section Section Section 

fAlality Assurance: 

General QA Consideration for Albient 
Air Konitroing (1471) I I 

PA Quality Assurance and Audit Procedures I I I 

Quality Assurance for Air Pollution 
lleasuraent systems (#470) I I 

Data Handling: 

Introduction to Bnvir0111e11tal 
statistics ( 1473) I I 

Statistical hal.uation lethods for 
Air Pollution Data (#426) I I 

aiain of Olstody Procedures for 
Sillples and Data (#443) I 

<DPAE Operating SysteE I I 

specific licroprocessor Lanquages 
(Assembly, C, Fortran, BASIC) I I I 

Specific Colputer Softvare,llardme 
(DBC, SUD) I I I 

Specialty Conferences, Workshops & 
Seainars I I I 

Inspection letbods: 

Control of Partiailate Bltls.5ions (#4D) I 

Control of Gaseous r.aissions (#415) I 

Sources ' Control of voes (#482) I 

Inspection Procedures & Safety (#Wi) I 

rugitive voe Leak Detection (#456) I 

Hazardom waste ' Energency Response: 

Hazardous i.aste Incineration (#502) x 

10 
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To1ics Central Field 
llonitoring ~tions q,erations 

Section Section Section 

Air SUrv. for Baz. waste Raterials (#165.4) I 

Personnel Protection ' Safety (1165.2) I I I 

Envirolllelltal Risk As.sesswent (1165.6) I 

Baz. waste conferences conducted by Am I 

Advanced Air Silllpling for Hazardous 
Baterials (1165.16) I 

EPA/Professional Bazardou.5 waste Mortsbops I 

lleteorology: 

Basic Air Pollution HeteorolOCJY (1409) I I I 

Introduction to Dispersion lodelinq (1410) I 

Air Pollution Dispersion lodeling (1423) I 

safety: 

Alerican Red cross Basic First Aid I I I 

cardiopulaonary Rese;citation I I I 

Colpressed Cylinder safety I x I 

Safety Mombops & seainars x I I 

Otller: 

Level I I I I 

Level II x 

Level III I 

other EPA, AWllA, ll!RAIA, etc. 
Professinal ifortsbops, Seminars, 
Conferences ' i'raininq I I I 

Riscellaneous l'elecourses x x I 

11 

8285 



Indoor Air llonitorinq & Evaluation 

lqUipEDt Jliunlf acturer's !raininq 

COlpUter Traininq 

Deparbent Provided Courses: 
Conflict lanageet, legotiations WOlisllops, 
SUpervi.sory !cadelly, !Dl, Btc. 

12 
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To1ics 
llonitorinq 

section 

I 

I 

x 

I 

Central 
Operations 
Section 

I 

x 

I 

Pield 
Operations 
~ 

I 

I 

I 



TABLE I 

IDllG-TEllll mIIIIG PLU 

DIVISIOI OF SOOD 'JESillG & llOII'IOiIIG 

CODti.Jmom source 
Bliss ion Testing 
lonitoring Section 

Air To1ics: 

llltlocluction to Air Tones ( #400) I I 

Air Toxics Conferences Conducted by D'B! I I 

!PAtprof essional Air Tolics Wortsbops I I 

Source Testing: 

Continuous bission llonitoring ( #474) I I 

Source 5alplinq for Pollutants U450) I I 

Advanced Source 5allplinq (#457) I I 

special Pollutant Saaplinq Pioa!dures - In-House x I 

TOlics (11-5, Vost) Sampling 6 Analysis - In-Bouse I I 

voe (R-25) sa.pli.ng - In-Bouse x I 

CD Operation ' Inspection Wortsbop - In-House 
(SI476!, 4768) I I 

PCDIS Operation and lla.iJJtenance - In-Bouse I I 

Specific Kquiplent laintenance - In-House I I 

Air Pollution Control for Selected Industries 
(SI 431) I 

ISPS and HSllAPS Salplinq I I 

EPAtprof essional Source SaJpling Wortcsbops I I 

Quality Assurance: 

PA Quality Assurance and Audit Procedures I x 

Quality Assurance for SOUrce Kll.issioos 
Heasurenents ( #414) I I 

13 
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Continuous Source 
lai.ssion Testing 
lon.itori.nq Section 

Quality ~ance for Air Pollution 
lleasureleDt systems (#470) I I 

Data llandlinq: 

Introduction to !DViroDlelltal 
statistics (f473) I 

aia.in of <:u.5tody Procedures for 
Saiples and Data (f443) I I 

PC!llS Operatinq 5ysteE - In-Bouse I I 

Specific Bicroprocessor Laoguaqes 
(Assembly, C, Fortran, BASIC) I 

Specific Computer Sotharefllardvare 
(00:, SlllX, DllT and DIG) I 

Specialty C.onfereoces, iodsllops 6 
Seainais I I 

J:Ds)ection Retbods: 

Control of Particulate bissim (#413) I I 

Control of~ Ellissions (IUS) I I 

Sources 6 Control of voes (#482) I x 

Collbustion Evaluation (#t27) I I 

Inspection Procedures 6 safety (#446) I I 

Visible F.lissions Observation I I 

ragitive voe Leak Detection (#456) x 

Baselille Source Inspection Tedmiques (#445) I 

!P!jProfessional Inspection Wortsbops x I 

Hazardous waste 6 l!!lerqeDcy Response: 

Hazardous waste Incineration (1502) I x 

14 
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Contimiom Source 
r.ai.ssion Testing 
lonitoring ~ 

PersoDnel Protection & Safety (1165.2) I 

Baz. llaterials Incident lesponse (#165.5) I 

Haz. waste Conferences conducted by AMR! x 

IPAfProfessional Hazardous Waste Workshops I I 

Safety: 

AErican led cross Basic First Aid I I 

cardiopulmnary Resuscitation I I 

Colpressed Cylinder Safety I I 

Safety WOikshops & Sellinars I I 

A.Im Training I I 

other: 

Levels I, II and III I I 

Equip!Ellt lanufacturer's Training I I 

Colltlol lleasures for co, l>:J• and I01 (#480) I 

Collputer TraW.nq I I 

other EPA, Am, WW, etc. 
Professinal Workshops, seninars, 
Conferences & Training x I 

DepartEnt Provided Q>11rses: 
CODf lict Banaqemrt, Reqotiations Worksbops, 
SUpervisory Academy, ADA, Etc. I I 

lliscellaneom; Telecourses x x 

15 
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TAJllJ: I 
IDllG-TERll TilllIIG PW 

DIVISIOI or PEDI'fS 

Rev Source 'lecbnical 
Review SUpport 
Section Section 

Air To1ics: 

Introdncti.on to Air Toxics ( #400) I 

Site Specific Ronitorinq for Air Toxics I 

Air 'lo1ics COnf erence conducted by Am I 

Inspection lletbods: 

Hospital waste Incineration I I 

Control lleasun!s for Co, °'J, and lllx I 

control of Partiml.ate Eli.ssions I 

Sources & Control of voes I I 

Coabustion Evaluation I I 

Inspection Procedllres and safety I I 

Air Pollution Field lnforcment I 

Baseline Source Inspection 'lecbniques I I 

Advanced Inspection Tedmiques x I 

FUIJitive voe Leak Detection I I 

Razmlom Naste ' E!lergeDcy iesjM>nse: 

Hazardous waste Incineration I I 

Bnviromental Risk Assessne.nt I I 

Baz. Waste Conferences conducted by !WI! I I 

EP!jProf essional Hazar®m waste Worltsbops I I 

16 
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lev 'leclmical 
Source SUpport 
Review Section 

other: 

levels I, II and III x x 

Air Pemitting, A fedmical Approadl I I 

Effective Pera.it Writing (1454) x I 

other EPA, Ail!, wm, etc. 
Professinal Workshops, Seminars, 
Conferences ' Training x x 

Clean Air Act !lendlent Related conferences, 
iodsbops, Selli.nars x x 

Coaputer Training I I 

Departlent Provided Courses: 
Conflict lanageEDt, leC)otiatiom iombops, 
SUpervisory Acadelrf, ADA, ltc. I I 

~laneoos feleamses I I 
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TABLE I 

lDIG-TEllll fB!llIIG PLY 

IBGICJIAL omas 

~om 

Flmclallentals: 

control of Particulate llissions (#413) I 

control of GasecRS Bllissiom ( #415) I 

Colllustion !valuation (#4Z7) 

Air Pollution Field IDfo:rceEDt (#444) I 

Inspection Procedures & Safety (#446) 

Baseline Saarce Inspection Tedm.iques (#"5) I 

Effective Pernit writing Wortsbop (#454) 

l'mldaEltals of Effective Pemit Drafting (SI454) 

Introduction to Femits (#460) 

Intemediate Peraitting 

level I I 

level II I 

level III I 

Introduction to Ba1anlous Air Pollutants (#400) I 

iisk Assesswent Qlldance (#165.6) 

Intro to l.i.sk AssesslleDt/l.i.sk Jlglt (SHOO) 

Intro to Air Pollution To1icoloqy (51300) 

Air Ronitoring for Hazardous Baterials (#165.4) 

Orban Air Toxics (51404) 

B292 

Applied 'lechnology & list AssessEnt 

neteorology: 

Air Pollution Dispersion llodels (#U3) 
18 

Engineering 
Sen ices 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

Special 
Title V Projects 
~ Section 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I I 

I I 

I I 

I I 

I 

I 

I 

I 

I 

I 



Intro to Dispersion Jlodeling (SIUO) 

Basic Air Pollution lleteorology (Sl409) 

InsJ!ection lletbods: 

Sources ' Control of voes (#"82) 

Control leasures for a>, 03 and ll>i (#480) 

rugitive VOC Leak Detection (#456) 

llulti-aedia Inspection '1'raining 

Asbestos: 

Asl>estos Certification ' Training 

Asbestos lecertif ication 

Hazardous Waste: 

Hazardous Waste Incineration (#502) 

Hazardous Waste calculations Womhop (1458) 

Hazardous laterials Incident Response (1165.5) 

8 Hr. Refresher - BRII 

Otller: 

Air Pollution Control Orientation (SI 422) 

m and PB leviev Courses 

Source Sampling (In-House) 

Continuous Ellission Ronitoring - ln-Bouse 

Continuous bi.ssion nonitoring (#474) 

Ba<jbouse Plan Review (SIU2A) 
19 

x 

I 

x 

I 

I 

I 

x 

I 

I 

I 

I 

x 

x 

Engineering 
Services 

x 

I 

x 

I 

x 

I 

x 

I 

x 

x 

Title V 
Section 

x 

I 

I 

I 

I 

x 

I 

x 

I 

x 

Special 
Projects 
Section 

I 

x 

I 

I 

I 

I 

x 

I 

x 
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CM>erations 

nectrostatic Precipitator ISI412B) I 

iefi.llery Training I 

!tlospberic Salpling (#435) 

Met scrubber Plan Review (SI412C) I 

Problem Workbook (SI 412D) I 

Visible Blli.ssions Certification I 

Colputer Trainlllq I 

liscellaneous !illA, BP! & otber 
Professional CODf erences ' WOrtsbops 
Regarding: Transportation, m, RFC, 
I.IVs, CoDCJl!StiOn litiC)iltion, !Q 
IlproveEDt Prograa (Cl!C), staqe II 
Vapor Recovery, Pollution Prevention, 
Elissions Trading, lev Control 
'lecbnolOC)ies, bissions from ia.ste 
Treatment Plants, Snail Business 
Assistance Progru, Ozone, etc. I 

Deparblent Provided Courses: i'eclmical !cadely, 
conflict llanagenent, Beqotiations lfortsbops, 

SUpervisory !cadeay, AD!, Etc. I 

liscellaneo~ !el.ecourses I 

Clean Air Act lneMlent: 

leV ReC)ulation overviews I 

20 
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EDC)ineerincJ 
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I 

I 

I 

I 

I 

I 

I 

I 

I 

'l'iUe V 
section 

I 

x 
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I 
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Special 
Projects 
section 

I 

I 
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I 
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INTRODUCTION 

The air program training plan for entry level employees was developed 
from training guidance provided in previous training plans, new 
training courses (DER Academy, the new air pollution training center 
in Piscataway, NJ, etc.) currently available, and updated training 
needs assessments by both regional and central off ice 
managers/supervisors. 

The plan is structured to provide easily accessible guidance for all 
new and technical employees based upon classification (regional 
offices) and work assignment (central office). The regional offices 
are all similarly organized and, therefore, work assignment 
differentiation for the regions is not necessary. In central 
office, employees in the same classification are assigned to 
Divisions with diverse work assignments. Therefore, the central 
off ice portion of the plan is also segmented by work assignment. The 
plan is designed to be used as a checklist for scheduling training 
during new employees' first 18 months to two years. 

Additional in-house training for implementation of new regulations 
will be developed in consultation with the regional offices and 
provided to the degree staff time is available. This type of 
in-house training may more properly be directed towards supervisors 
and/or veteran staff as opposed to new employees. 

The usual focus life of plans and/or reports is very short. 
tend to file these documents on a shelf or in a drawer 
eventual disposal when space is needed for something else. 

We all 
pending 

Hopefully, all air program managers and supervisors will recognize 
that this plan can and should be a ready reference for both 
scheduling training and an ongoing review of training status for all 
new employees. 
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REGIONAL OFFICES 

ENTRY LEVEL POSITIONS 

1) ENVIRONMENTAL TRAINEE 

2) AIR POLLUTION CONTROL ENGINEER I 

3) ENVIRONMENTAL CHEMIST I 
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General statement of Purpose 

To be able to aid in resolvin:J exi..stin:J and potential air pollution problems and to 
take awtop:tiate action to prevent probl.EllS ftm ooour.riJq. &dl actians shall be 
aco111plished in a marmer cansistent with the Pennsylvania Air Pollution 0Ji1b:ol 
Act, the RLlles and Regulatials of the Department, the Federal Clean Air Act and 
Department Policy. 

'Dlrcujl self-stllly and rlisal&5ians with supervisor and staff: 

1. Gain a ~ kmwlEDle of: 

a. Air Pollution amtrol Act both state and federal 
b. Air ~ty Rules and Iegulatians 
c. Air ~ty Policy and Procedures (Peimit Manual) 
d. Federal regul.atians (pg), tePS, NSR am NESw>) 

2. Gain umerst:aminJ of the :role of the Air ()Jality Specialist. 

a. 'Betn!P fami l i ar with the c;pils of Regional Air ()Ja].ity Prog:cam. 
b. Be o•e familiar with the :furct:iais of the EnJi.neerin:3 Services Sectim 

and the q>eratians sectim. 
c. 'Betn!P famil jar with the types of air oarrt:ami.natim SOln'OE!S, haw they 

"Wark and what air CXJl1taminant:s are emitted. 
d. 'Betn!P familiar with the types of air pollutim wntzol equipoent, bow 

they lllCtk and~ they are applied. 

J. Gain ability to cxnD::t inspectims of air oarrt:ami.natiai soorces far 
reissuame of permi.ts and far determin:iDj wmpl.iaJDe. 

a. Becxne familiar with inspecticm tectmiques and doamettaticm methods. 
b. Beane familiar with hew to preplI'e q>eratin:j permit. 
c. Betxme fami Ji ar with what plan ~ and plan approval 

applicatians are and the infmmatim available in then. 
d. Beco1e famiJiar with how the permit system is used to :maintain 

ccmpli.ame. 
e. Isam to use available equipoent in perfanni.nJ i.nspectians. 
f. I.earn to interpret swroe test results. 
g. Beco1p familiar with the anissim fi!Pllls generated from o::xrt:..i.rnJr 

enj ssi m llDlli.tarlnj systEms. 

4. Gain ability to be an effective field inspector. 

a. Beco•e familiar with the CXMpl j aJDe tradtiJxJ system. 

3 
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b. Iaarn how CX111plaint investigatians are haniled. 
c. Develq> fact firlli.rq and d::servati.cn skills. 
d. Real i ?'$! i:mpart:aooe of doaJment.irg d::servati.ans. 
e. Iaarn tedmiques to effectively and p>litely CX111Dmicate with 

cxmpl.a:inant(s) am srurce owner(s). 
f. Bao 11p famil i ar with the pt• ceinres oantained in the Field Activity 

Gri.delines. 
g. I.eam to write Notioe of Violatims (KW). 
h. Ben11p familiar with the variws farms of enfmceue1t that can be used 

where n:n • aapl i BJEe is found. 
i. Bto •ie fami Har with the Jll!tlDis, pmarinres an:i areas of ccu::ecn 

whidl are aLilr:essed in a facility~ inspecticn. 
j. Be«o•e familiar with the requirements of the Qzpl.iame History Ftm!E;. 
k. Bto"e familiar with :inspectiai repnt fw:uats. 

can be used. 

5. Gain tesic ume.r:stamirg of tbe eni ssi an inventm:y systems - AIMS. 

a. I.eam to i.denti..fy these swroes of air cantaminant emi ssians which 
shculd be i.rcl.med in the system. 

b. Isu:n to calculate allowable, actual and potential emi ssioo rates far 
sources am umerst:am the i.npn:tame of these. 

c. Becx11e familiar with the variws lll!Uaxls used to obtain pertinent 
infmma.tiai am how to inprt: it to the systen. 

d. I.eam to oarduct desk and msite mm.ts, utiliziD3 ptot'OOlmll. 
hamboak. 

e. Be«o•e familiar with the Air Tarlcs pc<XJLam and 'Wilen enissims from 
these sooroes shculd be .i.npit to the system. 

f. U'del:stani how to use stmdard Industrial CJassificatiai (SIC) O:Des. 

6. Gain basic ume.r:stamirg of other Air OJa].ity ~am furtti.ais. 

a. learn the role of the J!DJineecinJ Services Sectiai in ymr region. 
b. ~ the di.strict offioe l:xJurK:Jari.es. 
c. Be able to take a cnnp1aint :fttlll the plblic and be able to refer it to 

the cxmplaint t:radtiDJ system. 
d. Iaarn lilhat the Department's nstearologist does. 
e. I.eam the :role of Tedmical Services in relation to stack test and CEH 

reviews. 
f. I.eam enfw:U!iiEilt optiais and role of ~ sp>eia1ists. 
g. Be«n1e acquainted with new Pecmit Regulations (Title V). 
h. Beo11e acquainted with ltct 14 reg:ardiDJ nnmici.pal notification. 
i. Be nip acquainted with the penni.t and emi sc;.i.m fee systems. 

7. Gain l:Bsic umerst:anlirg of the Asbestos am Air '100.cs prtx]tans. 

a. I.eam to cxnhJct asbestos inspecti.ans to CXlllfi.J:m canpliaroe with 40 
CfR Part 61, Snqmrt (M). 

b. Develq> an ume.r:stamirg of the Air 'ltJxics Pl:uJtam wbidl is develq>i..rg 
rut of the requirements irun:p:n:at.ied in Title m am Title v of the 
1990 F'Elleral Clean Air Act. 

8. Be aware of safety equiplE!llt needs and uses durin} inspectiais. At all 
times deroa:stx:ate safety awareness - when in drubt, ask! 
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c:vr-sERVICE TRAINn«;: 

Ievel. I: 
F'UrDamental..s of Ehvi.rm. a:np. Inspections 
Ba.sic Health & Safety far Field Activities 
Respiratary Protection & Use of Safety Equip. 
Prin:iples & Practice of Air Poll. Cl:lntrol 

Level II: 
Basic Source Inspectim Tedlni.ques 
Vi.sibl.e &ni..ssim Enfmceue1t Train:iJg 
Evaluation of statianaey Source »ni ssi an 

capture, Transport & Test:iJKj Systems 
cmtinuws »nj ssi ans lblitariDJ systems 
voc Saq>linJ & Analysis 

I.eYel. m: 
Q:dustian Souroe !lispectioo 
Asbestas NESllAP Demlitioo & RerxJvati.an 

IJaspectian Procedures ib:'kshop 
General voc sruroe Regulation & Inspection 
voc F\Jgiti.ve Emissiais 

HazarcbJs Materials Ircident 
~ise~ans 

Asbestos SUpervi.sorflnspectar 

cmtinuws Emissim lb'litori.ng 

Visible »nissialS Certificatian 

canpiter Chlrses: 
Excel 
Poweqx>int 
Acn:!ss 
itR"d 

DEP Orientation 

DEP~: 
lab Orientation 
First Aid/cm. 

5 

CUrrently Provided 
Provided By 

Yes EPA 

Yes EPA 

Yes EPA 

Yes EPA 

Yes Dept. of 
Welfare 

Yes EPA 

Yes 

Yes SUnrise 
Yes SUnrise 
Yes SUnrise 
Yes SUnrise 

Yes DEP 

Yes DEP 

Mettm 

Classioan 

f'1 ass:r: oan 

Cl.~EoaD 

Cl~E OC1l1J/ 
Hanjs Qi 

Cl.~E oan/ 
Hams Qi 

Cl~Eoan/ 
Hams en 

Hams en 

Hams-Qt 
Hands-Cl'l 
Hands-Cl'l 
Hands-Cl'l 

Classtocwn 

CldSSIOC111J/ 
uams en 
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Right-to-I<mlii 
Ethics 
Lym ni sease Prevention 
Sl.ip/ltipfFall Hazard Avoidarre 
ADE 
Qmflict OmmmicatiaE 
:rmust:ey Per:sp:cti.ve of om 
Media RelatiaE 
Risk O'lll'!llmicati.aE/Conflict 
legal: 0 lllJalellts of the Regulatary 

Qmpl aint Process 
Ehfmu:::merit 'lbols 
Negotiaticm Skills 

Wet.lards 
Erasi.al/Sedi ment Cb1ltol 
Intro to Qmprt:er Sys Avaj 1 able at DER 
Defensive Drivin;J 
Cknf inei Space 
Disaster Awareness 
OrienteerinJ 
Inspectiai Procedures 
ltx::k Inspecticns 
legal: Evi.deooe Haml.irg 

Int:ecviewilg TechniquesjEXercise 
'lhJck/Vehicles/cart:ainers 
Nxa;s ani &!try TsSIJeS 
!tll.timedia Inspecticns 

6 

Yes 
Yes 
Yes 
Yes 

AQ staff 
AQ staff 
AQ staff 
AQ staff 



General statement of Puqxlse 

To be able to caiplete ~ review of ~caticns far i.ssuaooe of DER plan 
8RJC'CMll. &ldl reviews shall be perfmmed far CDlfm:mame with regulatory 
requirenents, pccqtam policy ani sam EDJineeriBJ prllci.ples ani practices. Also, 
perfmm inspectims of swrces granted plan 8RJl"CMll to detecmine CXJlll].iame with 
the canliticns of the plan 8RJC'CMll. 

'Dlra.1gh self-stmy and discnssims with super:vi.sar ani staff: 

1. Gain a ~ kmwled]e of: 

a. Air lbl.l.uticn Q:11trol let bath state and federal 
b. Air ()lality Rules ani Regulatiais 
c. Air ()lality R>licy and Pmcedures (Per:mit Manual) 
d. Federal regulatians (PS>, NSPS, NSR aJ'li NEw>s) 

2. Gain ability to perfmm agllicatiai re'liews. 

a. Beute familiar with application fCJI111S. 
b. Be)Mip familiar with review 1IEllD am formats of plan~ anl hcw 

to p:epare these docmelts. 
c. Be u1e familiar with the types of air <Xll'ltaminaticn scm:ces, haw they 

'WCik am. what air cx:nt:aminants are emitted. 
d. Ba:' 11e famj 1 i ar with tbe types of air pollution CXIIb:ol equipnent, how 

they 'WCik ani where they are awlied. 

3. Gain ability to mnduct pezmit inspectiais. 

a. Becxne familiar with operat.iIXJ permit inspectim tedmi.ques am 
documentaticm methods. 

b. Beo11e familiar with hew to prepare operat.iIXJ permit. 
c. I.earn to use available equipnent in perfarm:in) inspectiais to 

determine operaticn parameter. 

4. Gain basic understaniirg of source tests and their use in c:xq>let.i.DJ 
reviews ail1 deteDDi.niiq cxmpliaooe. 

a. BECxJne fami Ji ar with swroe testinJ prooednres. 
b. J>.e<xJre familiar with swroe test rqxnt, pre-test plan ani source test 

otseivatiai me.DD format. 
c. I.earn hCJw to interpret som:ce test results. 
d. I.earn to d:serve sooroe test. 
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5. Gain l::asic urr:lerstarr:li of oontinJCus enission :narl.tarirg (CEM) systems 
arxl their use in det.erminiDJ oanpliame. 

a. Beane familiar with varioos types of CEM systems. 
b. Beane familiar with the CEM Manual. 

6. Gain msic urr:lerstarr:li of other Air ~ty Prcg:tam func:tims am their 
use in perf<JI1Dirg pemit reviews. 

a. Isam 'What information is available frail the PFD:l/AIMS systems. 
b. Urdarstani the district office lnlrmries. 
c. Be able to take a ampJajnt ftan the p.Jbl.ic an:l be able to refer it to 

the ~te di.strict. 
d. Isam wtlat the Depn-tment's metearolapst role is in permit reviews. 
e. Isam the role of '!edmical services in :relation to stack tests an:l 

CEM reviews. 
f. Isam enfOIU!lllelrt: opti.ans arxl role of cxnp1i.aooe speciaHsts. 

7. Be aware of safety equipnent needs an:l uses du:riDj ilispectims. At 
all times dellastzate safety awareness - when in doobt, ask! 

Level I: 
FurDament:als of &Ivirm. Qnp. Inspections 
Basic Health & safety far Field Activities 
Respiratm:y Prot:ecti.on & Use of safety Equip. 
Principles & Practice of Air Poll. OJ11tl:ol 

Level II: 
Basic SaJroe Inspection 'Iedmiques 
Visible f)nj ssi m Qlfaroeneut Tra.i.ni.oJ 
Evaluaticn of statiaiary Srurce Emissicn 

capblre, 'lranspOrt & 'l'estir¥]' Systems 
,,.._.,._~ ---- f)n. . --~ +-~...,.., euc:,+........,, """'91'-L.laur.Ali:t 1$$1.arLS ™~ ........ .&.a~ ... .J' ... ~ 

voe 5aq;>lirg & Analysis 

I..evel. llI: 

B304 

CD!b.Jst:im Sam:e Inspectim 
AsJJesta; NESHAP Demlitim & Remvatiat 
Inspectiai Proa3dures ~ 

General voe Soo:roe Regulation & Inspection 
voe Rqitive Emi.ssians 

Introdlctim to Permits 

Olmlllsti.ai Evaluatiai 

OJiltrol of Particulate f)njssiCllS 

8 

Yes EPA CJass•CXID 

Yes EFA ClassttxlD 

Yes EPA Cl aSSJ:CXID 

Yes EPA Cl.asst:CXID 

Yes EPA Cl.asst CXID 

Yes EPA Cl.asst:CXID 



Cbntrol of Gaseous Emi.ssiais Yes EPA Cl.assruan 

caoput:er 01Irses: 
EKcel. Yes SUnri.se Hards-Ql 
Poweqx>int Yes SUnri.se Hands-Q\ 
hx2ss Yes SUnri.se Hands-Q\ 
~ Yes SUnri.se Hands-Q\ 

IN-SERVICE 'JRAINIK;: 

DEP Orientatiai Yes DFP Cl ass• lXlll 

DEP J.rarler"f: Yes DEP Cl.assroan/ 
lab Orientatiai Hards Qi 
First Aid/CPR 
Ri.ght-to-l<i'rJw 
Ethics 
Lyme Di..c:wase Preventian 
Sl.ip/ltip/Fall Haz.ard AvoidarDe 
ADE 
Chlflict QJmnnmicatiais 
Irxlustzy Petspa:tive of DER 
Media Iel.ati.ais 
Risk Q'mn!micati.ans/Ccnflict 
Legal: Qmplie1ts of the Regul.atmy 

O'l!pl a int Process 
Enfw:amait Tools 
Negotiatiai Skills 

WetI.ams 
Erosi.an/Sedinent cmtrol 
Intro to Q:aplteI' Sys Available at DER 
Defensive Drivinj 
cmf ined Space 
Disaster Awareness 
Orient:eeriDJ 
Brll.osqi1y of Permittinj 
Types of Pend.ts 
Fermit Picx;ess OYerview 
Cbaidinated Pennits 
Reviewirg of AR>J.icaticms 
~History 
Finan:;ia]. Respcnsibility 
Public kDess to Files 
Pllblic !feet:in3s 
I.egal~ 
WritiDj a Pennit 
Petmit Actiat 
A[peals 
~ RolesjRelatiansh:i.p; 

IN-H:l5E 'IRAINilC: 

AIMS '1'rain:in;J Yes NJ staff Cl.8SSl'.oam 
:t«lx R1ICl' Yes NJ staff Cl.a~roam 

9 B305 
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Title V Permi.ttirg 
aH 'n:'aininJ 
stack Test 'n:'aininJ 

10 

Yes 
Yes 
Yes 

AO staff 
AO staff 
AO staff 

Class1oan 

Hams (kl 

Hams (kl 



RECICW!.L OFFICES 

CJ:>jecti ve 

umerst:andi.Jq the role of the 
Ehvi.ramiental. Olemi.st 

~ state Air Q.Jality 
Control regulatims 

~ the aperatiC11 of 
analytical equip!E!l'lt 

Be able to track ani ~ test 
results 

Be able to anU:t CXlllpliame 
in.spect.ims 

safety 

Ievel. I: 
FumaDert:als of Environ. cmp. Inspections 
Basic Health & Safety far Field lctivities 
Respiratory ProtectiCl1 & Use of Safety Equip. 
Pri.lci.ples & Practice of Air Poll. Qlllb:ol 

Level II: 
Basic Sooroe InspectiC11 Techniques 
Vj sj hl e F)nj ssim ntfmoement Trainirg 
EVal.uatiC11 of statianacy Saree 'f)nj ssi m 

capture, Transplit & 'l'est.iDJ System; 
cmtinua.1s &oi.ssiais Mcmi.tarin;J System; 
VO:: SanpliBJ Ii Mal.ysis 

Level III: 
CcmbJ:sti.oo Sruroe Inspectiai 
Asbest.a:; NESHM> DenDliti.CXl Ii RenovatiCl1 

11 

~~ 
D.i SCIJSSlal 
Vemar Trainirg 

Sel.f-stuiy 
Disciissim 

C!:servati.Cll 

On:rentl.y Provided 
Provided By 

Yes EPA 

Yes EPA 

Yes EPA 

Metb:xl 

Classroom 

ClaS$tOOID 
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Inspection Procedures ~ 
General voe souroe Regulation & nspection 
voe F\lgitive Emissions 

Introchction to Air Taxi.cs 

DEP orientatim 

DEP~: 
lab Orientatiat 
First Aid/CPR 
Right--t:o-I<:mw 
Ethics 
~ Di sea:se Prevention 
Slip/ltipjFall Hazard Avoidance 
AIIE 
Qmflict Q'llllmmications 
Imust:ry Pecspective of DER 
Media Rel.atians 
Risk OJnmmicatians/Qmflict 
I.Bgal.: o 11px:a::uts of the Regul..atary 

Chip] aint Process 
EbfaroemeJl.t Tools 
Negotiation Skills 

Wetlards 
Era;i.an/SEdi nent 0Ji1b:ol 
Intro to Q:mprt:er sys Available at DER 
Defensive Drivirq 
cmfined Space 
Disaster AWareness 
orient:eerin;J 
Optional Break-rut Sessions 

IN-KlliE 'lRAINIKi: 

12 

Yes 

Yes 

Yes 

Yes 

Yes 
Yes 

EPA 

EPA 

DEP 

DEP 

Classtoan/ 
Hams On 

Cl.asst oam 

Cl.assrocm/ 
Hams On 

NJ. staff CJac:s•tXJD 
IQ staff Cl ass• tx1111 



CFNIRAL OFFICE 

ENmY LEVEL KSI'l'ICKS 

l.} ~ 'IRAINEE 

2) AIR roumI(J{ <DflKlL :EK;INEER I 

3) ~cmMISTI 

4) 

5) AIR IOll'laUll; ~ SPB::lALlSl' 

13 B309 



B310 

CENlRAL OFFICE 

GmFXIC 'lRAIND«i PIAN RR 
AIR ~CH ME!I':ELHJILCISTS I 

'lhe general pIIpOSe of this t:ra.iniJKj is to urd!tstard the aireau of Air 
~ty Qmtrol's air resruroe nenagement ptUJlOam ooverirq nd:rl.le sooroes, 
staticnny sources, and meteorological sectims. '!he t:ra.iniJKj plan far si•:caerliDJ 
years varies with speci fie jcb title, duties am respasi.bilities. 

'Ihrcu]h self-sbdy am di scJSSim with supervi.sar am staff, gain a 'WCrk.i.rg 
krx:JWl~ of: 

a. Air Pollution a:art::tol Act 
b. Rules and Aegulati.cn; 
c. F)njssim Inventory system (AmS) 
d. Permit Manual 
e. Federal Aegulati.ans :Ucl.m.i.Dj PSD, NSPS and NESHAPS 
f. Textbooks and other badcgroorD Jlllteri.al.s available 

Becn1e famiJiar with tectmiques to estiJlet:e emissicns frCBn point, area, 
highway, off-road, and lll"rlelirq sources. 

Be 1 ••e ~ with regimal. inspection zeixn:ts. 

Be<rne aaiuainted with the permit datatase. Similarly, bee' me familiar with 
EPA all.letin Boards ani Cl.earin;bouse. 

Beg:in w.ritiDJ siJJpl.e zrepnts and JDE!lll)S, am answer aireau cxn::cesp:aderce urmr 
close supervision to uraletsl:anl pcq>er office pc• ce:bll"li!S and formats. 

Be 111e fami Ji ar with the role of swroe tests am oc:mti.nuais eni ssim m::ni.tms 
(QMS). 

As an d::Eerver, attem meet:.iD]S ccn::emi.nJ cm:, IU4NEl', etc. air quality 
iSSl>es. Attem staff maetin}s. 

As ~ can be :nade, speni time with regimal. and other petsauel. 
cxnmct:inJ i.JISpBCticns, witl'lessinJ souroes tests, amitiDJ the operatiDJ of CEMs, 
and other activities. 

OJrrently Provided 
Provided By Methpd 

CX11'-SERVICE 'mAIHING: 

CtJmputer OJurses: 
Excel Yes SUnrise Hanis en 

14 



IN-SERVICE 'IRAINlXi: 

DEP Orientatiai 

DEP Arademy: 
Lab Orientatiai 
First Aid/CPR 
Right-t:o-l<DJw 
Ethics 
4'JDe Disease Prevention 
Slipf1'rlpjFall Hazard Avoidarx=e 
Aill3 
Qmflict OEmmicatiCBlS 
Imustry Petspective of om 
Medi.a Relatims 
Risk cammmicatians/Conflict 
Islal: Cbiplr1e11ts of the Regulatory 

Qmpl ai nt Process 
Enfau:siert Tools 
Necptiatioo Skills 

Wetl.aJm 
Erosion/Sediment cmtrol 
Intro to QJnpJter Sys Available at om 
Defensive Drivilq 
cmfined Space 
Disaster Awareness 
Orienteerirq 
q,tiaial. Break-rut sessicns 

Allr IN-1 El.ectrcnic Messagirg 
Persa1al Q:llpiter IAN (Patl&orks) 
litlbile SA. 

EPA Self-stldy am CtlI:tespaidel~ Cmrses: 

SI:422 - Air Fbllution Q:ntrol Orientation cnJrSe 
SI:451 - Introcb:::tim to ~o SIP Devel.opoe:!llt 
SI:409 - Basic Air R>lluti.ai Metearology 
SI:410 - Introcb:::tioo to Dispersion ~irq 
SI: 4TJA - Beginnin:J Dwiramert:al st:atistical. 

Tec:imiques 

Teleccurses: 

0480 - Cl:x1trol. Measures far ex>, oo, am :tDx 

15 

Yes 
Yes 
Yes 

Yes 

Yes 

Yes 
Yes 
Yes 

Yes 

Yes 

SUnrise 
SUnrise 
SUnrise 

DEP 

AQ staff 
AQ staff 
AQ staff 

EPA 

EPA 

Cl.assx:ot111 

Clas:s•CXJlll/ 
Hards Qi 
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cmmAL OFFICE 

DIVISICfi OF AIR RFSJ.1RCE MMWDENI', 
M'JBTT.E SJJRCES SliCl'I~: 

'1he CJE!!leral pJipOSe of this t:rainirq is to understard the &lreau of Air 
~ty Cl:lntrol's air resource mcuar•e1L pcUJtam ooverinJ :ndrl.le sources, 
statiamry som:ces, and meteorological sectians. 'lbe t:rainirq plan far silCO?EdiDJ 
years varies with specific jct> title, duties and i:espaasibilities. 

'lhnu#l self-sb.dy and dj scnssion with supervisor ard staff, gain a ~ 
koowledge of: 

a. Air ~nut.ion cn1t:tol Act 
b. Rules and Regulatians 
c. »nission Inventory system (AIMS) 
d. Permit Mamal. 
e. F\!dei:al Regulations .iml.min} PSD, HSPS ard ~ 
f. TeXtbocks ard other baclcgrcmd DBterials avai 1 able 

Beo 11e fami J iar with t:edmiques to estimate emissions frail point, area, 
highway, off-road, and biogenic sources. 

Bee n•e acquainted with the permit database. Similarly, beo 11e famj 1i ar with 
EPA BUlletin Boards and Cl.earin]house. 

Begin writ:i.nJ siDple i:qxxts and JDE!llDS, and ans"1le[" Bureau cxn:i:espadence urder 
close supervision to urDerstan:l ptqer office procedures and fm:nats. 

Becn•e familiar with the role of source tests and ocnti.m1ous emission DDli.tars 
(CEMS). 

'As an otserver, attend meetinJs ~ Ole, IDtNEI', and smPPA air quality 
issnes. Attem staff neet:in]s. 

As ~ can be nede, sperd t.iDe with regional and ether persauel. 
ocrd..1ct.i.nJ iiaspect.i.ans, wit:nessirg san:oes tests, amit.llg the cperat:.inJ of CEMs, 
and ether activities. 

16 



OJrrentl.y Provided 
Providfrl By !i::Unl 

~smvICE 'mAINDC: 

EKcel Yes Smrise Hards-01 
PcMerpoint Yes s.mrise Hanis-Qi 
~ Yes Smrise Hams-01 
Word Yes s.mrise ffanjs-Ql 

IN-smvICE 'IRAilUK;: 

DER Orientaticn Yes om. Cl.3$9 'OCID 

DER~: Yes om. Cl.assroaD/ 
Lab arientatiat Hams Ql 
First Aid/a:R 
Right-t.o-IQ'oi 
Ethics 
Lyme Disease Preventicn 
Slip/l'ripfFall Hazard Avoidance 
ADE 
CDlflict Qmmmicaticms 
Industry Petspective of om 
Media :Rel.aticms 
Risk CDmmicaticms/cm:flict 
legal: OllilpJuents of the Regul.atacy 

OXll>laint Process 
Enfm:oemeJ rt Tools 
Negctiatiat Skills 

Wetl.aOOs 
Erosi.anjSedinpnt cmtrol 
Intro to Q:nplter Sys Available at om 
Defensive Drivin) 
amined ~ 
Disaster Awareness 
orienteerirg 
Opt.iaml. Break-0.It Sessicms 

nHDJSE 'IRAINDG: 

ALir IN-1 El.a:tzalic MessagiDJ Yes NJ staff Hams-Ql 

Persalal. Coap.rt:.er UN (Patl'lwam;) Yes NJ staff Hams-Ql 

lti:ri.le SA Yes NJ staff Halds-<l'l 

EPA Self-stuiy am Qxrespameooe CDirses: Yes EPA 

SI:422 - Air R'.>llutian cart:rol Orientaticm course 
SI:451 - Int:rodLx:ti.at to ™.i.o SIP Devel.opu::srt 
SI: 409 - Basic Air R'.>llutiai Met.earology 

17 
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SI:410 - Introductim to Dispersim ~ 
SI: 473A - BegiJmiJg DwiramlE!l'Ital statistical 

Tedmiques 

Teleoan:ses: 

0480 - QJntml Measures far CD, 03, ani J«:lx 

B314 18 
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CENIRAL OFFICE 

DIVISIQJ OF AIR RES:lJRC!E ~' 
K>BILE ~ ~CN: 

QJ-1IHEhJt.e TRADmC: 

~ CJE!lt!lal p.l[p05e of this tra.in:in:J is to urderstaRl the BUreau of Air 
()Jality Oll1trol.'s air resource management ptogtam coverin} ndli.le sau:oes, 
stati.aiary sources, and metearological sectims. 'Dle tra.in:in:J plan far sa•' a:dinj 
years varies with specific job title, duties am respasihilities. 

'1hrmjl self-sbxiy am discissim with supervi.sar am staff, gain a~ 
knowlec'3e of: 

a. Air Pollution Cbnt:rol Act 
b. Rllles am Regul.atials 
c. :&ni.ssim Inventory system (AIMS) 
d. Pemit Manual 
e. Federal Regulations i.rci.min;J PSD, NSPS and NESW'S 
f. Textbooks and other baclcgrami mterials avail.able 

Be:xme famDiar with tedmiques to estimte enissicns frm. point, area, 
highway, off-road, and biogenic sources. 

Ba' 11e acquainted with the pennit datab:tse. Simi Jarly, bED a1e fami 1 iar with 
EPA Bullet.in Boards and Cl.eari.np11se. 

Begin writ.i.DJ sillple Ieparts am JIEllD;, am answer Bireau cmtESIXlderoe umer 
close supervisicn to umerstam ptopet office pt•cedirres and fm:n:a:ts. 

Bao•e familiar with the role of scuroe tests and ocnti.mJous enissicn mcn:itars 
(CEMS). 

As an c:iEerver, attend DEet:irl]S CD'Del'1'li.nJ cm;, :lUtNEl', and SMPPA air quality 
i ssnes. At:tern staff DEet:irl]S. 

As~ can be made, spend tille with regicmal. and other persaaiel. 
~ i.Jispecticns, witnessilq swrces tests, aw.i:tiDJ the operat.in:J of CEMs, 
and other activities. 
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I.evel I: 
F\JJUmlenta.ls of Environ. canp. Inspections. 
Basic Health & Safety far Field Activities 
Respiratacy Protecticn & Use of Safety Equ.i.pnent 
Prllci.ples & Practice of Air ~11. CDttrol 

I.evel. II: 
Basic source Inspecticn Tedllliques 
Visible Rnj ssi m Ehf acceme:nt 'l'rai.ninJ 
Evaluation of stationary SaJroe Emission 

capture I Transport & Test.in;J systems 
a:nt:im.DJs 'f)nj ssians lbrl.tar:inj systems 
voc sampl:inj & Analysis 

level m: 
O'JnbJsticn Source Inspecticn 
Asbestcs NESw> DellDliticn & RenJvati.m 

Inspectiai Procedures ~ 
General. voc Sairce Regulaticn & Inspection 
voc FUgitive Flnissians 

IN-SFRVICE 'IRAINJl«;: 

DEP Orientaticn 

DEP Naiferrrf: 
lab Orientaticn 
First Aid/a:'R 
Right-to-Knew 
Ethics 
Lyme Disease Prevention 
Slip/l'ripjFa.11 Hazard Avoician=e 
Alm 
Ckllflict Qmmmicatians 
i:must:cy Petsp::Jctive of DER 
Media Relatians 
Risk CCl!lllmi.cati.ans/cm:flict 
legal: Cmplnents of the Regulatory 

Cl:lllplaint Process 
EhfotOE!IB It 'lbols 
Negotiation Skills 

Wetlams 

20 

Olrrently Provided 
Provided By 

Yes 

Yes 

Yes 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

EPA 

EPA 

DEP 

DEP 

Classroom 

CJassioom 

Classroom 

Cl.asstoom 

Cl.assr OOiD/ 
Hams Qi 



Erosian/Sedi 1IEl1t Control 
Intro to Q:np.rt:.er Sys Available at DFR 
Defensive Drivin} 
cmfi.ned Space 
Disaster Awareness 
Orienteeril'g 
qtianal Break-Olt Sessicns 

ALL-IN-1 Ela:b:atic Messag:iD;J 
Persma.l. Qmplter' IAN (PathwoIXs) 
liJbi.l.e SA 

F.PA 5elf-stlliy am cm:z~ CDJrses: 

SI:422 - Air ~lluti.m Ctlnt:rol Orientatiat CDirse 
SI:451 - IntrodJ.x:tia'l to fMio SIP Devel.opnent 
SI: 409 - Basic Air Eblluti.cm lt:!tearology 
SI:410 - Int:rodLcti.ai to Dispersiai ltJdel.i.rg 

Yes 
Yes 
Yes 

Yes 

SI: 473A - Beg:imrlnJ Emirame1tal statistic:al Tedmiques 

Teleccurses: 

0480 - OJntrol Measures far oo, oo, am Rlx Yes 

21 

AQ staff 
AQ staff 
AQ staff 

F.PA 

EPA 
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CENIRAL OFFICE 

DIVISIC:W OF AIR RES:URCE ~I 
~~ SXJRCES ~CW: 

'Dle geaeral p.npose of this traini.n;J is to umerstam. the Bureau of Air 
~ity O:JUlzol 's air resource lllU'D}E!lllE!I prOCJtam oaverllq mcbile sources, 
statiamy sources, am net:earol.ogical secticms. '!he traini.n;J plan far saKD"edirg 
years varies with specific jd> title, duties am respasjb.i.lities. 

'lhm.l]h self-study am disnissicn with supervisor am staff, gain a~ 
knJwl~ of: 

a. Air Foll.utian OJnlzol Act 
b. Rules am Regulatims 
c. 'f)nj ssicm Inventory system (AIMS) 
d. Permit Manual 
e. Federal Regulations i.rci.l.dinJ PS>, NSPS am NESHAPS 
f. TeXtlxxlks am other l::ecJcgran'd neterials available 

Be: 01e familiar with techniques to est.imrte emi.ssiais fran IX>int, area, 
highway, off-road, am b.i.ogenic sources. 

Be: ,..,.......,,,.;,.....~ 'th . __ , . _.._. ts * ••e ~~·.........,. Wl. regiuua . .i. lllSp9CCl.al n!pJt • 

Benne~ with the pennit datatese. SjmDarly, bear me familiar with 
EPA Bulletin Boards am Clearin#nise. 

Begin writin.;J si:q>le xep:nts am llE!llXJS, am answer Bureau oanespuudence urder 
cl.a:;e supervi.sicm to umerst:am ptop::r office pt• cettues am to.mats. 

Beaxre familiar with the role of scurce tests am CDJtimDJs e•dssim norltars 
(CEMS). 

As an ob;erver I att:em meet:inJs amoern:in} ~' IOOO!I' I ani srAPPA air quality 
issues. Att:em staff meet:inJs. 

As anangene1ts can be made, sperd time with regicnal am other pe:rsaua:::l. 
~ inspectiais, witnessinJ sources tests, mdi.tin.;J the operating of CEMs, 
am other activities. 
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I.evel. I: 
Furmmental.s of Environ. o:mip. Inspectioos. 
Basic Health & Safety for Field Activities 
Respiratmy Protection & Use of Safety ~pnent 
Pri.rci.ples & Practice of Air Poll. Clrltrol 

I.evel. II: 
Basic Souroe l:llSpE!Ctim Tedmiques 
Visible Emi ssim Enf arca1e11t T.rai..ninJ 
Evaluation of statianacy Sruroe Emission 

capture I Transport & 'l'est.iD3' Systems 
Cl:ntimDJs Emi ssi ems M'.llli.t:ariIKJ System; 
voc 5amplirq & Analysis 

Level III: 
O'mbJStim Source Inspectim 
Asbestos NESlw> DenDli tim & Re'laYati.m 

Inspectim Procedures itlrkshcp 
General voc Souroe Regulation & Inspection 
voc fUP.tive Emi.ssiais 

IN-SERVICE 'IRAINilC: 

DEP Orientation 

DEP N2denrj: 
lab Orientation 
First Aid/CPR 
Right-to-Kmw 
Ethics 
~ Disease Prevention 
Slip/IripjFal.l Hazard Avoidan:e 
ADl5 
Cl:mflict o::ammmicatioos 
IOOust:ry Pe:tsp::Lti ve of DEP 
Medi.a Relations 
Risk CDmlmi.catians/Conflict 
Legal: Cllnpx:errts of the Regulatory 

Qmipl.aint Process 
Enforcement Tools 
Napt.iation Skills 

Wet.lams 
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Olrrentl.y Provided 
Provided By 

Yes 

Yes 

Yes 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

EPA 

EPA 

EPA 

SUnri.se 
SUnri.se 
SUnri.se 
sunrise 

DEP 

DEP 

Class:toam. 

Classroom 

CJBS$rcxan 
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Er:arlan/Sedi llPTit OJ.I 1b:ol 
Intro to Ccm:prt:er Sys Available at DEP 
Defensive Drivin;J 
cmfi.ned Space 
Disaster Awareness 
Orienteeri.rg 
~aial Break-<llt Sessions 

AII.r IN-1 Ela:b:alic Messagi.rg 
Perscnal. Ccm:prt:er IAN ( Pathwarks) 
lti::>ile 5A 

EPA Self-sbny arrl OJt:respcnEIKE Chlrse: 

SI: 422 - Air Pollution cant:rol Orientation Course 
SI:451 - Intr:odLctiai. to fMio SIP Devel.opueiil 
SI: 409 - Basic Air Pollutim Met:earology 
SI:410 - Introductiat to Dispersiai. ~ 

Yes 
Yes 
Yes 

Yes 

SI:473A - Beginn:iD} EhVirmment:.al statistical Tedmiques 

24 

NJ staff 
NJ staff 
NJ staff 

EPA 



CENIRAL OFFICE 

'1he CJE!iletal pirpCSe of this trainirg is to uOOerstaJd the a.ireau of Air 
~ty Olntrol's air resooroe mnagment prOJiam covering mbile sruroes, 
statianazy scuroes, am metearologica1 sections. 'lhe trainirg plan far siaxeeiirg 
years varies with specjfic jab title, duties am respcn:.iIDHties. 

'lhnu]h se.l.f-stm:y am djsnJSSim with supecvisar am staff, gain a wmk.iDJ 
krXMled]e of: 

a. Air R>ll.utian a:nrttol Act 
b. Rules am Regulations 
c. »nh;c;ian Inventary System (AIMS) 
d. Petmi.t Manual 
e. Federal Regulations irx:lldiD} PS>, lGJS am NESHAPS 
f. TeX.t:lxds an:l other l:Bckgmni materials available 

Remme fmniliar with tec:::lmiques to est.illete emjssicns fran point, area, 
highway, off-road, am biogenic sources. 

Bel' lip aaiuainted with regional inspectiai I14XJI ts. 

RE:amp aaiuaiJited with the permit datatac;e. SilJlilarly, becue famDjar with 
EPA Bulletin Boards am Cl.eari.rqhcuse. 

Begin writinJ siq>l.e ItpJI ts am 1DE!llDS, and answer Bureau oo:rrespcnkn::e umer: 
close supe:rvisiai to umerstam proper office prt ICOOtJJ"es am facnat:s. 

Beu11e famjHar with the :role of scuroe tests am oantinuous emisc;.ial m:ni:tars 
(CFJ5). 

As an ci:server' I attend meet.in]S ~ an=, Ra4NE1' I etc. air quality 
i 5!5Ues. Atten:l staff meetin;JS. 

As~ can be made, speni t:ima with regimal am other pex:saua:::l. 
cxn:h±:inJ inspect.ial.S I wi_t:nessiIKJ saJI'OBS tests I au:litin;J the ~ of CEJfs, 
am other activities. 
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level I: 
F'Urdanert:als of Environ. cmp. Ilispectians. 
BasicHeal~&Safetyfocrt&dActi~ties 
Respiratmy Protecti.cm & Use of Safety Equi.pnent 
Pri.rciples & Practice of Air Poll. CD1trol. 

I.evel. II: 

~ ~ ~an Tedmiqui;s_ 
Vlillble Dn1 ssicm Ehfaccc:m:::ut T.rain:i.n} 
Eval.uatim of stationary SaJroe F)nj ssi m 

capture, 'lnmSpart & Test.iIVJ systems 
amt:.iJu:Jus F>ni ssiOl'lS !bli.tarinJ systems 
vex: Smrpl.inJ & Analysis 

level m: 
CcllbJstiCB1 SOUice Inspecti.ai 
AsCestcs NESlw> Demlitiat & Rienavatiat 

IJm;paim Procedures itlrlcstq> 
Geneml. va: SOUice Regulati.cm & Inspection 
vex: F\l;Jitive F>nissians 

IN-SERVICE 'IRAIN.IK;: 

DEP Orientatim 

DEP H3Erny: 
lab Orientati.at 
First Aid/CPR 
Right-to-Know 
Ethics 
Lyme Disease Preventi.ai 
Slip/l'rip/Fall Hazard Avoidcw:e 
ADE 
CD1flict Ommmicatiais 
Imustry Petsptctive of DEP 
Media Relatians 
Risk Qmm.mi.catian.s/Conflict 
legal: a 111p:ire1ts of the Regulatmy 
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Oirrently Provided 
PrCJl/ided BY 

Yes 

Yes 

Yes 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

EPA 

EPA 

EPA 

SUnrise 
SUnrise 
SUnrise 
SUnrise 

DEP 

Cl asst'OClll 

Cl BSil'OClll 

Cl aSSL'OClll 

Cl assr OttD/ 
Hards Cll 



Cl'J!t>l a.int Process 
Enfacu::::meJ It Tools 
Negotiation Skills 

Wetl.anis 
Erosim/!=eiinmt Control 
Intro to Q::mp.rt:er Sys Available at IlEP 
Defensive DrivinJ 
cmfined Sp!ce 
Disaster Awareness 
Orienteerinj 
qtianal Bceak-Olt Sessions 

ALir-Drl El.e=b:adc MessaginJ 
Persalal. Q::mp.rt:er IAN ( Pat:hwmics) 

lt:Jbile 5A. 

EPA Self-stuiy and Olt:tesp:Jt.deDe Cl:m:ses: 

SI: 422 - Air Pall.ut.ian CDit:rol Orientati.m CDJrse 
SI:451 - Introdld:im to ~o SIP DevelopiEiIL 
SI: 409 - Basic Air R>llutim Metearol.ogy 
SI:410 - :rntrcxmcti.an to Dispersiai lbieliJq 

Yes 
Yes 

Yes 

Yes 

SI: 473A - BeginninJ D1vironmental. stat.i.stical. Tedmiques 

Teleccurses: 

0480 - Cl:llltrol Measures far CX>, 03, and. ~ Yes 
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C»llRA1. OFFICE 

DIVISIC>l OF cx:MP.LIA!CE & ~' 
CXEPL.IAlO C&Cl'll'ICATIOO ~at: 

'Ihe <jE!:e:tal plip)Se of this train:irg is to umerstam the atreau of Air 
()lality Olntrol. 's p:op:ans with eqhasis an caopliame i SS11PS. 

1. itlrolql sel.f-smiy and disnJSSicns with supervisor am. staff, gain a 
'WCiid.nJ kroil~ of Air ~uti.an Q:11b:ol kt, Rules am. Regul.atims, state and 
Federal cnnpJ..i.mDe p:ocemires, am. reference DBterial. avaiJat>Je in the Division. 

2. Becnne fami Ji ar with ptqer inspection tedmiques and <klannentati.an 
methods by reviewinj regiaial i.nspect.i.an iepn ts. 

3. ~ x "P famj 1 i ar with the caopliame histmy and oerti.ficti.an pt:UjtdllEi by 
reviewinj the cxmprt:er databtses and arpl j cant docunert:at.i.a. 

4. Begin w.rit.iDJ si.Dpl.e repacts and DEllDtanda and answer Bureau 
wti:esp:vldence umer cla;e supe:rvisicn to lil'llerstam ptop!t.' off ice pt• ioedttres and 
facDBts. 

5. Attend Division staff meet:inJs to teo•e familiar with the opecatiCB1S of 
other secti.cns. 

~- Atten;l ~ ~ the field q>er:aticn; cJri.efs to te ue famiJ iar with 
caopliame poliCJ..es and 1 SSl>es. 

7. Gain an urderst:.ardiDj of the CDlllle>dty of the field qe:atians by 
~; ...... time" ~~.;...... • __._. and ++-:a.; ...... --& t ....,..,,,...;..,..,. . th ~ ........ ~ ..................... "':f l.llSpE!CCJ.alS a ... ~ ....... "':f it::11u..ULCE!lllE!ii .....,......,...,.... W1 

imustJ:y. '1his will involve a tempnacy assigrme1t to a field office. 

level I: 
Furrlament:als of Environ. Qzp. Inspect.ions 
Basic Health & Safety far Field Activities 
Respi.rataey Protectim & Use of Safety Equip. 
Priicl.ples &: Practice of Air l\:>ll. 0:.11b:ol 

Ievel. II: 

B324 28 

Yes EPA 

Yes EPA Cl.asstOClll 



Level II: 
Basic Souroe Inspecticn Techniques 
Visible F)njssicn Enforcement Traini.Jg 
Evaluation of statianaey Source Emission 

capblre, Transport & '1'estin3 Systems 
Qmtinuous F)nj ssicns lblitarirg Systems 
voc SanplinJ & Analysis 

Level III: 
<Dli:usti.cm source Inspecticm 
Asbestos NESHM> Dem>liticn & RerxJvaticn 

Iuspecticm Procedures lix"kshcp 
General voc source Regulaticn & Inspection 
VOC FUgitive Emissicns 

wri~ iilrkshcp; 
01Irses to improve wri~ skills 

PUblic speakinJ 
cmrses to improve plbl.ic speakinJ skills 

EPA Seminars am. itJrksbcp; 
seminars to explain new EPA pr:ogz:ams 

:m-SERVICE 'IRAIN:I?C: 

DEP Orientaticm 

DEP >raitelffJ: 
lab Orientaticn 
First Aid/CPR 
Right-t:o-KD:Jw 
Ethics 
~ Disease Prevention 
Slip/l'rlpjFall Hazard Avoidal'a! 
A1IE 
Clmflict a:mm.micaticns 
:rn:mst:zy Pet:sfe..'ti ve of DEP 
Medi.a Rel.aticns 
Risk Chmtmicatians/Conflict 
legal: O:anp•uents of the Regulatory 

Clmplaint Process 
Enfaroement Tools 
Necptiation Skills 

Wetlams 
Erosion/Sediment Control 
Intro to COnpiter sys Available at DEP 
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Yes EPA 

Yes EPA 

Yes SUnrise 
Yes sunrise 
Yes SUnrise 
Yes sunrise 

Yes 

No 

Yes EPA 

Yes DEP 

Yes DEP 

Classroan 

Classroan 

Hands-Qi 
Hands-Qi 
Hands-Qi 
Hands-Qi 

Cl<F-5• UJ'1J/ 
Hands en 

Classroan 

CJ assr UJ'1J/ 
Hands en 
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Defensive Ori viig 
cmf ined Spice 
Disaster Awareness 
Orienteerin) 
Inspectiooa.1 Procedures 
M:x:k Inspectiais 
legal: Evi~ Harrllin) 

Interviewing Tectmiques/EKercise 
TnJcX/Vehicles/cantainers 
kness am Ehb:y Issites 

MultimsU a Inspecti.ais - Pennit Di scn.ssim 

AU.rIN-1 El.ecb:adc MessaginJ 
Persa1al Q:npit.er IAN (Pat:mimXs} 
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Yes 
Yes 

AQ staff Hands-Qi 
AQ staff Hands-en 



cmIRAI. OFFICE 

DIVISIQl OF CIJ4PLIANCE & ~: 
<D4PLIANCE CERl'll'ICATICN ~Ql: 

'lhe geJera.l. pirpose of this train:irg is to unletsbd the Bureau of Air ()lality 
Orrt:rol's ptogtaas with enphasis an cxmpl.iarDe issnes. 

1. ~ sel.f-stniy and discnssians with supervisar and staff, gain a 
'WOikiJg krw:Mleci)e of Air Polluticn a:mtrol Act, Rules and Regulations, state and 
Federal Q'lllpl iance pro mrres, and reference net:eri.al. available in the Division. 

2. Beol!P familiar with proper inspectiat tedm.i.ques and <knnnerlaticn 
metbxls by reviewi.rq regimal inspectian :cepn ts. 

3. Beo "e familiar with the oaip1iame hist.my and certifictim ptogtans by 
reviewin} the cx:q:uter dat'amses and ag>l.icant a:x:ument:atian. 

4. Begin writ.:in;J simple z:epn ts and uermarm and answer Bureau 
c:xn:zesp:xdeme urder close supezvi.siai to urderst:ard proper office pmceinres ani 
farnets. 

5. Atterd Division staff meetin;JS to beune famiJiar with tile q>etatians of 
other secticns. 

6. Atten:i meetin;JS of the field q>eratians drl.efs to t«n•e familiar with 
<Xlllp].iarXE policies and iSS1ies. 

7. Gain an umerst:aniin;J of the oaiplexity of the field qe:aticns by 
speniirlj time~ inspectians and att:erdiDj enfmcaaent metin]S with 
imust:cy. 'Ihis will involve a t.emparary assigimeil to a field office. 

level. I: 
F'UrDanEl'rt:al of Dwircn. Cl:lop. Inspections 
Basic Health & Safety far Field Activities 
Respiratory Protecticn & Use of Safety Equip. 
Prirci.pl.es & Practice of Air Poll. <Drt:rol 

level. II: 
Basic Soorce Inspecticn Techniques 
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a.trrently Provided 
Provided By Iii:!U&Xl 

Yes :EPA CJassaoan 

Yes :EPA Class1oan 
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Visible F.Di..ssicn &lfarcenert Trai.niJg 
Evaluation of stationary Source Emission 

capture, Transport & ~ &"ysteDs 
OmtiJnD.Js Rmi ssions lb'li.tarinJ system; 
~ Saq>l j DJ & Analysis 

level m: 
Cclli:usti.e11 Source Inspectim 
Asbest.cs NESHM> DenDlitim & RerK:JYati.m 

IllSpeCtim Procedures ~ 
General VCC sw:roe Regulation & Inspectim 
~Fugitive Dni.ssiCllS 

NritiD;J~ 
Courses to lllprove writ:i1¥J skills 

Public Speaki.D;J 
OJUrses to i:ap:uve p.lblic speaki.D;J skills 

EPA Seminars am ~ 
Seminars to explain new EJ?A pccqr:ams 

DEP Orientaticn 

DEP Academy: 

8328 

lab Orientation 
First Ai.d/Cffi 
Right-to-Know 
Ethics 
~ Disease Prevention 
Sl.ip/ltip/Fall Hazard Avoidaooe 
ADE 
Omflict Qmmmications 
IIDlstiy :E\!tspa:tive of DEP 
Medi.a Relations 
Risk CU!mmicatians/Conflict 
I.egal.: o •111a1ents of the Regul.atmy 

CD!pl.aint Pl:coess 
Enfarcenent Tools 
Negotiaticn Skills 

Wet.lams 
Erosian/Serli ment ru 1Lt:ol 
Intro to carp.rt:er Sys Available at DEP 
Defensive Drivlllj 
cmfinecl ~ 
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Yes CJaSStoan 

Yes sm1ri.se HarxJs-Qi 
Yes sm1ri.se HarxJs-Qi 
Yes sm1ri.se HarxJs-Qi 
Yes sm1ri.se HarxJs-Qi 

Yes 

No 

Yes EPA Classioan 

Yes DEP 

Yes DEP 



D~ Awareness 
Orienteerin;J 
~anal Break-{llt Sessicns 

AU..r-IN-1 Ele:::ltadc Messagirg 
Perscnal Cl:qllter IAN (Pat:hwl'.lm;) 
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Yes 
Yes 
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CENIJW.. OFFICE 

'Ihe Air Pollution o:mt:rol ~ I will have routine sessions with the 
Sectim atl.ef of fran ane to blo JxJUJ:s each, ane to three times per week, far fran 
one to three nort:hs. 'lhese sessians will a<:xJUaint the trainee with specifics am 
details of hisjher job. 

'lbe Air Pollution CDrt:rol. ~ I will particip:rt:e in routine Secticm staff 
meetinJS of fran cme to two bJurs eadl week. 'lhese meetinJS ~ eopneer 
with: what evecyme in the Secticm is currently <bin}, Sectim issiies am 
probl.EllS I arD furctians of the Sectim. 'lbese meetin]s develop CXl!'lllmicati<JnS 
skills, group prcillem solvinj skills, an:i ~ of c:owarkers an:i Sectim 
ochesim. 

B330 

'Dle Air Pollution CDrt:rol. EDfineer I will attem Divisim staff ~ to 
partirul.ate in the dissemi.nati.an of infm:DBticm an:i to bec' 11e familiar with the 
operat.:ia1s of other sectians. 

'Ihe Air Pollution OJntrol. ~ I will be assigned to a regional. office far 
~yfoor weeks to participrt:e in inspect.ins, field sanplin}, cxmplaint 
investigatians, am other experieooes to a<:xJUaint him/her to field activities. 

Oirrently Provided 
Provided By Method 

level I: Yes EPA ClaSS[OCD 

FwDanentals of Enviroo. canp. Inspa::tians 
Basic Health & Safety far Field Activities 
Respiratory Protection & Use of Safety Equip. 
P.rirri.ples & Practice of Air Poll. O:X1Ltol 

Tedmi.cal writinJ Yes OHi Classroao 

Visible :&nissians T.rai.nin;J/Certif icatim Yes Em Class• CUD/ 
Hands Qt 

Q:mprt:er OJurses: 
Excel Yes SUnrise Hands-Qi 
Pc7#eqx>i.nt Yes sunrise Hands-<l'l 
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IN-SERVICE 'mAINIJ«;: 

DEP Orientaticn 

DEP~: 
lab Orientaticn 
First Aid/CER 
Right-'t:o-Kruii 
Ethics 
~ Disease Prevention 
Slip/l'ripfFall Hazard Avoidaooe 
AIOO 
CDlflict cmmmicatians 
ImustJ:y Perspective of DEP 
Media Relatioos 
Risk Onrtmicatians/Conflict 
I.egal: a aop:aert::s of the Regulatory 

caipl.aint Process 
Enfaroemeirt: Tools 
Negotiaticn Skills 

Wet.I.ams 
Er:csian/Sediment Control 
Intro to OJnpJter Sys Available at DEP 
Defensive DrivinJ 
cmf :il'Bi Space 
Disaster Awareness 
orienteeri.n1 
qtianal Break-Ort: Sessions 

ALir-IN-1 El.ecb:arl.c ~ 
Persooal. 0JnpJter IAN (Pathwcrlcs) 

EPA Self-sb.dy Crurses: 

Transmi.ssmeter Systems (SI: 4 76A) 
AP cart:rol Systems for 
selected Imust:ri.es (SI: 431) 

a:rrt::inucus F)nj ssi ai lUri tari1¥J 
Systems (SI:476B) 

Intro. to Baseline SOUroe 
!J:1Sp0Cticn Tedmiques (SI:445) 
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Yes 
Yes 

Yes 

Yes 

Yes 
Yes 

Yes 

SUnrise 
SUnrise 

DEP 

DEP 

EPA 

ClaAAtCGll 

Classroom/ 
Hanis Qi 
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CENIRAL OFFICE 

'lhe EhVi.ramental Trainee will have routine sessions with the Section Chief of 
frail ane to two haJrs each, one to three tiJie; per week, far frail ane to three 
nart:hs. 'lhese sessions will acxplint the trainee with specifics am. details of 
hisjher jOO. 

'lhe &wiramental Trainee will participate in routine Section staff meet:iJq3 
of frail ane to two :tnJrS eadl week. 'l1lese meet:iJq3 acxpl:int ergineer with: what 
everyaie in the Section is currently ~, Section i SSl:ies an:l prcillElllS, an:l 
f'l.n:tions of the Section. 'lhese meeti.rg:; develop CX111111mic:atians skills, group 
problem solvin} skills, an:l umerst:anlin} of COWOikers an:l Section cmesion. 

'lhe Environmental Trainee will att.erd Division staff meeti.rg:; to partiailate 
in the dj sseni nati.m of infar:mati.an am. to beo 11ie fami liar with the operations of 
other sectims. 

'lhe Envira1ment:al Trainee will be assigned to a regimal office far 
appraxinetelyfrur ~to participate in inspect.ins, field sarrpl.inJ, cxmplaint 
investiga.tims, an:l other experiemes to ~ hiJD/her to field activities. 

ClJl'-SERVICE TRAINIR;: 
ClJrrentl.y Provided 
Proyided By Method 

I.evel. I: Yes EPA Cla..~1oan 
FUrdamentals of Environ. OJmp. llaspections 
Basic Health & Safety far FieldJctivities 
Respiratacy Protection & USe of Safety Equip. 
Prllci.ples & Practice of Air R>ll. COntrol 

Tedmical Wri~ Yes 09I Class• tXlll 

Visible Emissims ~/Cert.if icatian Yes Em. Classr:oan/ 
Hams-Qi 

Ccmp.rt:er Cl11rses: 
Excel Yes SUnrise Hams-Qi 
~int Yes SUnrise Hams-Qi 
N:rPFs Yes SUnri.se Hams-Qi 
t«lrd Yes sunrise Hams-Qi 
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n.1-SERVICE 'mAIN])K;: 

DEP Orientatioo 

DEP N::aiJesJfj: 
I.ab arlentati.oo 
First Aid/CPR 
Right-t.o-Kn:Jw 
Ethics 
~ D.i sease Pl:eYent.ian 
SlipfltipfFall Hazard Avoidance 
AIOO 
CDlflict Qmrtmica.tioos 
In:mstcy Petspe...tive of DEP 
Media Relat:i.ais 
Risk O'mnmicati.ons/COnflict 
I.egal: 0 "'lCIElits Of the Regulatory 

Qmpl.aint Process 
Ehfara:ma1t Tools 
Negotiatioo Skills 

WetJ.anjs 

Erosion/Sediment Control 
Intro t.o CclDpiter sys Avai 1 able at DEP 
Defensive Drivin:J 
CDlf inEd spK:e 
Disaster Awareness 
arient:eeri.nJ 
Inspectianal P.rooedures 
ltX::k Inspectiais 
I.egal.: EYideroe Hanllinj 

Interviewirg TedmiquesjEXer:ci.se 
Tnrlc/Vehicles/cantainers 
AcxESS am Entry Issues 

Mll.till'f'dia Inspectioos - Permit Discnssim 

ALir m-1 Elecb:arl.c Messagin;J 
Persa1al. CclDpiter IAN (Pat:hwrKs) 

EPA Self~ Q:urses: 

T.ransmi..ssane systems (SI: 476A) 
AP cartrol systems for 

Selected Imust:ries (SI:431) 
Cl:rltinuous Emissioo ltlni:tarinj 

systems (SI:476B) 
Intro. t.o Basel i ne Source 

Inspectioo Techniques (SI:445) 
Air ~lluti.m a:11b:ol orientatioo (SI:422) 
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Yes 

Yes 

Yes 
Yes 

Yes 

DEP 

DEP 

Cl asst OCBll 

Classttxlill/ 
Hams-Qi 

NJ. staff Hams-Qi 
NJ. staff Harm-Qi 

EPA 
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CENIRAL OFFICE 

CN-'IHE-\JOO TRAIND«:;: 

'Die gerieral PJIPOSe of this t:rain:in:] is to 8CXJrlre a CJe!IE!tal ~ in air 
pollution cxa1b:ol and sane speci fie experi.eme with one ar two laq tenn projects 
to~ experieme in dealiD;J with ccwmkers am a msi.c uOOerstandin.J of 
ooardinatinJ sud>. projects. 

1. Specific projects assigned will be dj scnssed in detail to cl.arifythe 
outmne expected. Pr:ocedures to be used will be discussed alaq with futnats to be 
used. Daily discissim with the supervisar ar lead wm::ker will be used to identify 
am clarify 'WCXk pu•gtess. written ait:pits will be :reriewed in draft fam to DDld 
into stamard Bureau formats. 

2. Review and beo11e familiar with DEP's OU:ZESlXJldeooe and .Mmi..nistrative 
Procedures Hamboak. 

3. At:teni Divisim staff meetin}s to participate in the dissendnatian of 
infarmatial and to belo1e familiar with the operations of other sections. 

4. Gain an umerst:an:lirg of the caipl.e:xi.ty of the field upe:raticns t:.hraJgh a 
temparaey four week assi91we&t to a District office of the Saitment:ral Region. 
'1he work. will in::lme the inspection of facilities 'Whim have sources ar emissicns 
of the type beiD3' a:nsidered in the regnl ar llimk assigned in the laq tenn 
project( s) di saJSSerl above. 

OJrrently Provided 
Prov;itWP By Methai 

Pri.rciples & Practice of Air Pollution CDttrol Yes EPA Cl.assuxm 
'lbree dB:j OaJrSe given as part of EPA I..evel. 
I tra:ininJ 

Cl:mlpiter cn.irses: 
Excel Yes sunrise Hanis-Qt 
Poweqx>int Yes sunrise Hams-Qt 
AaPss Yes sunrise Hands-01 
Word Yes SUnrise Hanis-Qt 
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Ilf-SERVICE 'IRAINIH'.;: 

DEP Orientatiat Yes DE? Class:toa:n 

DEP k:aiJea¥: Yes DEP Clas:::zoa:nf 
I.ab Orientatim Harrls-Ql 
First Aid/CPR 
Right-to-Kn:Jw 
Ethics 
I¥ne Disease Prevention 
Slip/I'ripjFall Ha7.ard Avoidar¥::e 
AIDS 
CDlflict ammmications 
Industr:y Pe:cspEL"ti. ve of DEP 
Media Relations 
Risk Ccmm.mi.cations/o:mtlict 
I.egal: Qxuµliert:s of the Regul.atacy 

Q:q>l.aint Process 
Enfm:oaJEnt Tools 
Negotiatim Skills 

Wet.lams 
Erosicm/5ediment Cllntrol 
Intro to Olnp1ter Sys Available at DEP 
Defensive Drivin;J 
cmfined Space 
Disaster Awareness 
Orienteerin;J 
Inspectiaal. Procedures 
1t>ck Inspections 
I.egal: Eviderre Harxlliig 

Interviewirq Tedmi.quesjEXercise 
Trudc/Vehicles/cmtainers 
.Nn=ss am atb:y Issilf'S 

"11.tirnedia Inspections - Permit Discnssiai 

EPA Self-SbJ:ly ChirSes: Yes EPA 

SI 422 - Air :EOllutian Ccntrol Orientatiai 

IN-IDEE 'IRAINDI;: 

AI.Ir m-1 El.eo:b:ati.c MessagiDJ Yes NJ. staff Hams-Ql 
Perscl1al CDlp.rt:er IAN ( Pathworks) Yes NJ. staff Harxis--01 
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CENIRAL OFFICE 

DIVISIC>I OF PFHfi'l'S, 
NEW SllO RE.VIEJi SECI'ICN: 

'Ihe CJE!llClal pK'pJSe of this traininJ is to umerstam the Bureau of Air 
(µllity Olntrol. 's pe:cmittinJ pcUJCam through l:xJth the plan approval and operatiJg 
permit pcooess; ani then ptOCJLess to cxnhd:iD] over.:right ani assistin.1 in the 
prov.isian of guidarDe to the regional peanitti.n:J pcOCJLam. 

1. 'lbrOlql self-stllly an:l discnssians with supervisor an:l staff, gain a 
wm:kiJq krO!Jled:]e of: 

a. Air Pollution Ccntrol Jct 
b. :Rules an:l Regulations 
c. Permit Manual 
d. Federal :r:egulaticms llci.ld:llq PSD, NSPS, an:l MESIAPS 
e. 'lextboa1cs an:i other badcgr:curd Jlllteri.als available in 

Divi.sirn refecesu::: shelves an:l files 

2. Bel 01e familiar with plan approval review activities by reviewi.nj 
cknrne1t:atian of regional activities to mdet:stard oanfami.ty with cg>l.icable 
regul..ati.ans ani policies. 'Ihe doc111•e1ts :reviewed i.n::l.ude the followinJ: 

a. Pl.an approval CIRilicatians an:l plan approval fOI11LS 
b. Pl.an approval review s11J1111Bries 

3. Beome familiar with ptop::r inspectirn tectm.i.ques and tbu1e1tati01 
methrxls by revi.ewin} regimal i.I.specti.01 rqxn ts. 

4. Beo•e familiar with the permit database through hands-en use of the 
system to cxnhct infOI11Bti.m seardles ani to prodLce IEplt ls usa:l in the 
Division's activities. Similarly, hecu1e familiar with EPA allletin Boards ani 
Clear~. 

5. Begin wri.ti.nJ siqtl.e i:qxn:ts and lllE!llJS, and answer Bureau oacxespaldence 
umer close supervisim to umerst:am. ptopu office pcucatues ani farm.ts. 

6. Be o•e familiar with the role of the swroe tests an:i ocnt.i.noous enissim 
JID'l.i.tars (CEMs) in the pe:cmittinJ process through the review of regulatory and 
pennittinJ requirements with Division personnel.. 

7. As an ci:Eerver, atterrl meetirgs with a•ultol equipnent verJms ani 
potential ~cants. Att:eo:i permit staff meetirgs. 

a. As~ can be nade, spem time with regiaial and other persauel. 
~ .inspectioos, wit:nessllq souroe tests, al.D.i.t.ing the q>erat.ing of CEMs, 
and other pemit review activities. 
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~SERVICE 'l.RAINDC: 

I.evel. I: 
F\lrrlamental.s of &lviran. O:Jllp. Inspecticns 
Basic Health & Safety far Field h:tivities 
Respiratory Pratect:icm & USe of Safety BIW-P· 
Priiciples & Practice of Air Poll. O:nt:rol 

level III: 
Old:l.lsti.cm source Inspectim 
Asbestos NESIAP Del!Dliticn & RerxJvatim 

Inspecticn Procedures 5tJIXstq> 
General.~ ~. Regulatim & Ilspectim 
VO:: FlJ;Ji. ti ve ]i')n1 s:;icns 

Effecti. ve Pemit Writ.i.n:J ( #454) 

Sources & Cb'Itrol of voc 

DEP Orientatim 

DEP~: 
lab Orientatim 
First Aid/CD. 
Right-to-Know 
Ethics 
Lyme Disease Preventi.m 
Slip,trripjFall Hazard Avoidame 
AIOO 
a:mlict Q:mmmicatims 
IIdusb:y I\::Lsp!L."ti ve of DEP 
Media Relatims 
Risk O=Jrmmicatiar5/0Jnflict 
ls]al: Q:111µuents of the Regulatory 

Olmplaint Pl:ooess 
Ehfacu:::11ent TcX>ls 
Negotiation Skills 
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Metlpl 

Yes EPA Clasm'COll 

Yes 

Yes SUnrise Bands-Ql 
Yes SUnrise Hard;-Qi 

Yes SUnrise Hams-01 
Yes SUnrise Hards-01 

Yes EPA Cl«k~rocm 

Yes EPA 

Yes DEP 

Yes DEP 
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Wet.I.ams 
Erosian/Serlj ment Control 
Intro to CDlpiter sys Available at DEP 
Defensive Drivin:J 
Olnfined ~ 
Disaster Awareness 
OrienteerinJ 
:Alilosqily of PeI111ittirg 
Types of Permits 
PeI1lli t Ptooess ove:cview 
Oxlrdinated Fem.its 
Reviewirg of AWJ..icatians 
Cbrpl i arce H:i.stmy 
Finarcial Respasibility 
Public Nx-Rss to Files 
PUblic MeetiJgs 
legal. Requirements 
Writ.il'¥} a Permit 
Peimit h::tim 
Afp!als 
umerstarxlirg RolesjRelationship:; 
Panel Di scnssj m - Inspectars from Operatims 

EPA Self study Chirses: 

OVerview of PSl Regulations ( #453) 

Yes 

Air R:>llutim ru1Lt:ol Systems far Selected :rmustries 

B338 

Klx~ 
Title V Permi.tti.Jg 
AU.r IN-1 El.e:;Lt:arl.c Messag:iD;J 
Persalal C'alpiter IAN (Pathworks) 
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Yes 
Yes 
Yes 
Yes 

EPA 

NJ staff Cl.~1oan 
NJ staff Class1oan 
AQ staff Hams-Qi 

NJ staff Han:is-Qi 



DIVISIC6 OF PmMI'IS, 
TEDINICAL SUPPCRI' SEX:'l'Iaf: 

'1be general pir:pose of this trainin} is to urnerstarxi the Bureau of Air 
Quality o:.nt:rol. IS permi.tt.in;J p:t03I8Dl t:hraqh txJt:h. the plan approval. aM operatirg 
permit process; an:i then p:tcyress to cxnmct.:iD} O\leC'Sight am. assi.stiR} in the 
provi.si.a'l of gu:idaJDe to the regiaial permitti.n:J ptUjidlil. 

1. ~ self-sb.dy am. difD>ssiais with supervisor an:i staff, gain a 
"WCrkiB} knowledge of: 

a. Air :Ebllutian cart:rol Act 
b. Rules an:i Regul.atia'lS 
c. Pennit Marmal 
d. Federal regulations i.n::ll.d:i.rJJ PSD, NSPS, an:i NESW>S 
e. 'n!Xtl:xXl1cs am other l::radajrall'li neterial.s available in 

Divisicm refece:u:: shelves an:i files 

~ . l . . th plan _,........,,...""" 1 • acti . ti by • • 2. Be: ' lip .Lann 1 ar Wl. ~.............. review Vl. es reYl.ewJ.RJ 
m::ument:atim of xegiaia.1 activities to umer:stam cxmormity with awlicable 
regulaticns am p>lici.es. 'lbe doome1ts reviewed i.rci.me the followinJ: 

a. Plan approval agllicati.ans an:i plan approval. fOI111S 
b. Plan approval review srnmeries 

3. Beo•e familiar with pr:qer inspectim tectmi.ques am <bnre1tatian 
methods by :r:eviewlig regional inspection i::eparts. 

4. Beo"e familiar with the pecmit datal:Bse t:hraqh harUHm use of the 
systen to omhct infar:mati.m seardles am to prodLDe i::qxn ts used in the 
Divisim's activities. Similarly, :t:eo•e familiar with EPA Bulletin Boazds am. 
Cl.earirK]hcuses. 

5. Begin writ:i.IKJ si.npl.e rep:n:ts an:i menDS, an:i answer Bureau cm::resp::aderu:: 
umer cla;e super:visim to umerstarxi ptoper office prooeinres am far:mats. 

6. Beome familiar with the role of the scmoe tests an:i cxmti.mDJs emjsc:;im 
monitors (cots) in the permi.tt.in;J p:ocess t:hraqh the review of regul.atmy am. 
per:mittin;J requiremant:s with Di visim persamel.. 

7. 'As an ciEerver 1 attem. meetin]s with Uillt:Ol equ:iplEnt verd:n:S am 
potential cqplicants. Attem permit staff meetin]s. 
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B340 

s. As~ can be made, sperrl tillle with regiaial. am other pei:sauiel 
cxnll.ct.inJ inspectians I witnessiDJ swroe tests I amitin:J the operatiDJ of CEHs I 
am other permit :review activities. 

level I: Yes 
F\JlUmlent:al.s of Fnviran. canp. Inspect.ians 
Basic Health & safety far Field 1cti.vities 
Respiratory Protectim & Use of Safety Equip. 
Prirci.ples & Practice of Air ~11. Ollltrol 

level m: 
Cmb.lsti.m sruroe I:nspectim 
Asbestos NESfAP DelDliticn & ReDYati.ai 

Inspect.im Procedures ~ 
General VCX:: Swrce Regul.atiat & DlSpSCticn 
vex: FL¥,P.tive Ji)nj s;;ians 

Effective Permit Writin) (#454) 

SOUroes & Olid:t:ol of vex: 

DEP Orientatim 

DEP N::adeoy: 
Iab Orientati.ai 
First Aid/CER 
Right-to-Kl'Klw 
Ethics 
~ Disease Preventim 
Slip/rrlpfFall Hazard Avoidan;::e 
Alm 
0Ji1fl.ict Qlmnunicatians 
rmustry l\:!Ispactive of DEP 
Medi.a Relatians 
Risk Oxmunicatians/Conflict 
legal: o •np:ments of the Regul.atary 

QJnpJ aint Pl:ooess 
:EnfOLOE!IEIIL Tools 
Negotiation Skills 
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Yes 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

Yes 

Yes 

SUnrise 
SUnr:ise 
SUnrise 
SUnr:ise 

EPA 

FPA 

DEP 

DEP 

CJ assr oaD 

Cl.asst: Ot1b 

Classioan 

Classroan 

ClassrtxiJJ/ 
Hards <l1 



Wetl.ams 
Erosim/Sedjment eontrol 
Intro to a:mprt:er Sys Available at DEP 
Defensive Drivi.n; 
Q:l'lf ined Space 
Disaster Awareness 
OrienteeriDJ 
:Alilosqjly of Permitting 
Types of Permits 
Permit ~ OVerview 
Qxlrdinat.ed Permits 
Reviewirg of Applicaticns 
CDlpli.aooe History 
Finarcial Respcn;ibility 
Public hress to Files 
Public Meet:llg; 
I.ega1 Requirements 
WritiDJ a PeI1ni. t 
Pennit >.cti.ai 
lg;Jeals 
~ RolesjRelationship; 
Panel Di saissitii - Inspectors fran ~tians 

EPA Self-stuiy CDirses: 

overview of PS> Regulatians ( #453) 

Yes EPA 

Air :E\'.>llutiai cartrol Systens far Selected Irrlllstries (#431) 
umm Air Taxi.cs ( #404) 
Ha2ardas N3ste Ircineratar ( #502) 

N:lx R1CI' 
Title V Pe?.1ni.tti.n;J 
AU.r IN-1 El.a:ltarl.c Messag:i.rg 
Persmal. a:mprt:er IAN (Pathworks) 
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Yes 
Yes 
Yes 
Yes 

NJ. staff Classroom 
NJ. staff Cl.asstCXlll 
>.a staff Hards-Ql 

>.a staff Hards-<:n 
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CEN1Wil.. OFFICE 

DIVISICll OF AIR c;n\LlTY ~' 
'l\'.lXICS ~ ~Cll: 

<l:>jective 

Principles am q>erating pu cajt:rres of 
air taxi.cs DDli.tariDJ equipnent 

Introduction to the cpU.s of air taxies 
l!Dlitari.BJ 

Introduction to the "O 111edium of Methods 
far Tade Organic Cclllpalm:En 

Level I: 
Fumamentals of Ehvi.rcm. Cclnp. Inspections 
Basic Health & Safety far Field Activities 

Manuals am Han:ls-Ol 
PnNided l:7j senior staff 

Manuals am Hands-Ol 
Provided l:7j senior staff 

Yes 

Respiratoiy Protection & tse of Safety BllllP· 
Prirci.ples & Practice of Air POU. 0:11Ltol 

Level II: Yes EPA 
Basic Sairce Inspection Tedmiques 
Visillle Fmi ssi on D'l:fO'I'OE!D:!11t 'rrain:inj 
Evaluation of stationary Sruroe F>ni ssi cm 

capture, Transp:o:t & TestiDJ Systems 
O:l1t:.irnDS Fmi ssioos Jbli.torin) Systems 
voe ~ & Analysis 

Level m: Yes EPA 
CalbJstion Source Inspection 
Asbesta; NESIAP DeoDli tion & RerXJYati.cn 

Inspecticn P:rooedures '9m"kshq> 
General voc Source Regul.ati.cn & Inspecticn 
voc F\Kjiti.ve Emissions 

Introductim to Air 'ltOCi.cs Yes EPA 
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MeUW 

Cl.assiECCD 

Cla$SIOCD 

Cl.assioam 



DEP Orienta.tiCl'l 

DEP 'N-ademy: 
I.ab OrlentatiCl'l 
First Aid/a'R 
Right-to-Koow 
Ethics 
Lyme rn sease Prevention 
Slip/l'rip/Fall Hazan! Avoidance 
AILS 
Cbnflict QJnmmicatioos 
Imust:cy Fer:spective of DEP 
Media Relatioos 
Risk O'llllllmicatians/canflict 
legal: 0111aient:s of the Regulatary 

o=xrpl aint Process 
Ehfaroeue1t Tools 
Negotiatiai Skills 

Wetlanis 
Erosian/Sedinent CDitrol 
Intro to Ccllprt:er sys Available at DEP 
Defensive Drivi.rg 
Cbnf irei Space 
Disaster Awareness 
Orienteerin:J 
Opticmal Break-Olt Sessims 

ALL-IN-1 El.ecll:adc Messag:i.JK1 
Perscrlal Ccllprt:er IAN ( PattMn:Ks) 
Right to I<l'DW 
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Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

Yes 
Yes 
Yes 

SUnrise 
SUnrise 
SUnrise 
SUnrise 

DEP 

DEP 

CJassrocm 

Clac:sr OOID/ 
Hams Ql 

AQ staff Hards~ 
AQ staff Hards~ 
AQ staff CJ asst OC1ll 
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CEmRAI.. OFFICE 

a>jectives 

Principles am. qEIClting pt• csiims of 
air taxi.cs llDli.t.ari.n:J equipnent 

Introdlx:ticn to the cplls of air taxi.cs 
DDrl.tariJg 

Introdlx:ticn to the "O 111erdium of Met:b:xis 
for Taxi.c Organic Qnpounts" 

level I: 
Furdamental.s of Envinn. a:np. Inspections 
Basic Health & Safety for Field h::ti.vities 

Met:b:xi 

Manuals am. Hams-01 
Provided by senior staff 

Manuals am. Hams-01 
Provided by senior staff 

Marmals am. Hams-Qi 
Provided by senior staff 

Yes EPA 

Respiratmy P:rotectiCl'l & Use of Safety lquip. 
Prirci.ples & Practice of Air R>ll.. O:•ub:ol 

Ievel II: Yes EPA 
Basic Scm:'oe InspectiCl'l Tedmiques 
Visible »ni ssim Ehforu::!iiBtL Trai.ninJ 
EYal.uatim of stationary SWrce Ji)nj ssicn 

capture I 'lbnlSpl! t & Test:il'g systems 
a:mt:imDus Emj ssi ans lbli.tariig systems 
voe Sanpl irg & Analysis 

I..evel. III: Yes :a>A 
CD!blsti.m Source Inspecticn 
Asbestos NESHAP DenDliti.m & Renovatim 

Inspecticn Procedures '1tJrkshcp 
General voe Scuroe Regulation & IJspectim 
voe Fugitive &oissians 

Introductim to Air Taxies Yes EPA 

B344 
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Cl.asst can 

Classtoan 

Classr:can 

Cl.as5tcam 



DI-SERVICE 'IRAINllC: 

DEP Orientation 

DEP Nwlemf: 
lab arientaticn 
First Aid/CPR 
Right-to-Koow 
Ethics 
Lyme Disease Prevention 
Slipfl'rlpfFall Ha2ard Avoidal'De 
ADE 
a:mf lict amm.mi.catians 
:rmustry R::tspecti.ve of DEP 
Media Relatims 
Risk Onmmicati.ans/canflict 
I..Bgal.: o:xnpJuents of the Regulatary 

a,nplaint Pl:ooess 
EbfOICSDellt Tools 
Negotiation Skills 

Wetlards 
Erosicnj~inert: CDntrol 
Intro to Ccnprt:er sys Available at DEP 
Defensive Drivin;J 
amined Space 
Disaster Awareness 
Orienteerirg 
Optional Break-o.it Sessions 

ALir IN-1 El.a::ttauc Messa.giRJ 
Persmal. Ccnprt:er JAN (Pat:mi.mXs) 
Right-'l'o-RnoW 
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Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

Yes 
Yes 
Yes 

SUnrise 
SUnrise 
sunrise 
SUnrise 

DEP 

DEP 

Classroau 

Cl~c:sr OJJJJ/ 
Hands-Qi 

NJ staff Harm-<ll 
NJ staff Hams-<l1 
NJ staff Classroan 
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CENmAL OFFICE 

Ct>jectiyes 

Prirr::iples ard operatirg ptCX"ainres of 
anment air DDni.t.ariDJ equipoent 

<XJPAKS caipiter trai.n.inJ 

(µllity assuraroe priJciples am practices 

Intrcducti.ai to envira'1ment:al statistics 

I.evel. I: 

Method 

Hmual.s am aams-01 
Provided by senior staff 

Hmual.s am Hams-Qi 
Provided by senior staff 

Hmual.s am. Harrls-01 
Provided by senior staff 

Hands-01 provided by 
senior staff 

Manuals 

Yes 
FUmanentals of Environ. Q:mp. Inspections 
BasicHeal~&Safetyforfifild1ct.i.~ties 
RE:!spiratary Protectian & U;e of Safety B}ui.p. 
P.riJcipl.es & Practice of Air Poll. Control 

(µllity ~ fo AP Measurement systems 

DEP Orientaticn 

DEP Academy: 
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Iab Orientation 
First Aid/a:R 
Right-to-Koow 
Ethics 

50 

Yes 

Yes Slmrise 
Yes SUnrise 
Yes SUnrise 
Yes SUnrise 

Yes 

Yes DEP 

Classtcan 

Cl.asst can 

Hands-Qi 
Hards-01 
Hands-Qi 
Hams-01 

Classt<Xill 

Classroom/ 
Hams Ql 



Lyme Di..c:;ease Prevention 
Slip/rripjFall Ha2ard. Avoidance 
ADE 
Cl:llfl.ict Qmm.mications 
lid.lstry Petsp:ctive of DEP 
Media Relations 
Risk Ckmllmicatians/Conflict 
legal: o *"P •ents of the Regul.atacy 

Omplaj nt Process 
Enfau,e:1m::nt Tools 
Negotiation Skills 

Wet.lams 
ErosianjSediment CD'Itrol 
Intro to Q:Jrprt:er Sys Available at DEP 
Defensive Dri viig 
Q:mf ined Space 
Disaster Awareness 
Orient:eerinj 
~onal Break-0.Jt Sessions 

AllrIN-1 Elecltaaic Messagin;J 
Persa1a1 Q:Jrprt:er UN (Pat:lMlrks) 
Right to Know 

EPA Telecourses: 

Introduction to Antdent Air 1bri.tariD} 
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Yes 
Yes 
Yes 

Yes 

NJstaff ~ 
NJ staff Hams-01 
NJ staff Classuxn 

EPA 
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CENIRAL OFFICE 

Cbjectives 

Prirci.ples am q>erat:il¥J pt• arlin-es of 
ad>ient air ncn.itariJI} equipDent 

CDWIS cx:nprt:er' t:ra.i.nirg 

OJa].ity assurame prirciples ard practices 

Rnmals am eams-ai 
PraYided by senior staff 

Rnmals an:l Hands-Qi 

Provided by senior staff 

Manuals an:l Hams-<l'l 
Provided by senior staff 

OJrrently Provided 
Provi"Prl By 

l.eYel I: Yes EFA Cl assr tx:lll 

B348 

F\Jmamentals of Ehviran. a:np. Inspecticms 
Basic Health & Safety far Field kt.i.vities 
Respiratory Protection & Use of safety Equip. 
Principles & Practice of Air Poll. Cllub:ol 

DEP Orientation 

DEP Academy: 
Iab arlerrt:atian 
First Aid/CPR 
Right-to-Kn::Jlri 
Ethics 
~ D:isease Prevention 

52 

Yes 

Yes DEP ClaSSL<Xlill 

Yes DEP 



Slip/rripfFall Hazard Avoi~ 
MOO 
CDlflict OJ'mmmicatioos 
:rmustey Pe:tspecti ve of DEP 
Media Relatioos 
Risk Ccmm.micatians/Conflict 
legal: a •np neut:s of the Regulatory 

Q:q>l.aint Piocess 
Enfotu::me.t :rt Tools 
Negotiaticn Skills 

WetJ.ams 
Erosialj5ediment Olntrol 
Intro to CCllplteI' sys Available at DEP 
Defensive Drivinl 
cmfi.ned Space 
Disaster Awareness 
Orienteer:inj 
~anal Break.-Oit Sessicns 

All.rltrl Ele::ltadc Messagiiq 
Persooal Q:qJuter I.AH (Pa~) 
Right to~ 

EPA Telecourses: 
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Yes 
Yes 
Yes 

Yes 

AQ staff Hams-en 
AQ staff Hams-en 
NJ staff 

EPA 
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CENlRAL OFFICE 

DIVISICH OF AIR (1lALI'l'Y ~. 
FIElD OPmATICl6 & MAINl'EJWICE SECT'ICK: 

Ctf-'IHEhXE TRAINIK;: 

Cl>jectives 

Principles and q>erating pt• ced•xres of 
ambient air mnitarirg equipnent 

OOPAMS CDlpiteI' t:rainirg 

~ty ~ prin=iples and practices 

level I: 

M:!t.hod 

Manuals and Hams-Qi 
Provided by senior staff 

Manuals and Hams-Qi 
Provided by senior staff 

Manual.s and Hams-Qi 
Provided by senior staff 

Oirrently Provided 
Provided By 

Yes EPA 
FUndamentals of Ehviran. cx:mp. Inspections 
Basic Health & Safety far Field Activities 
Respiratmy Protection & U;e of Safety Equip. 
Pri.rci.ples & Practice of Air R>ll. O•ub:ol 

DEP Orientation 

DEP kaiBrrj: 
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lab orientation 
First Aid/cm. 
Right-t:o-R'oow 
Ethics 
Lyme Disease Prevention 
Slip/l'ripfFall Hazard Avoidara! 
Alm 

54 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

SUnri.se 
Slmrise 
SLmri.se 
SUnri.se 

DEi? 

DEP 

Cl aS5\1'.0CID 

Cl.assroau 

ClasstOCllll/ 
Hams Qi 



Cllnf lict cammmicatians 
:rmustry Pex:spective of DEP 
Media Relatians 
Risk Ccm!lmicatians/Ccllfl.ict 
ISJCl].: o 1111one Its of the Regulatory 

Qzplaint Process 
Ehfotmielt Tools 
Negoti.atim Skills 

Wetl.arrls 
Erosim/Sediment Control 
Intro to CDlpJter Sys Available at DEP 
Defensive Drivin;J 
ccnf ined Space 
Disaster Awareness 
Orienteeri.rg 
Optional Break-0.It Sessions 

ALtr-Ilrl El.a:Lt:adc ~ 
Persa1al. Q:mpiter IAN (Pathwmics) 
Right to RrxJw 

EPA Telea:m:ses: 
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Yes 
Yes 
Yes 

Yes 

NJ. staff Hao:ls-ot 
NJ. staff Hands-Qi 
NJ. staff CJ ass• ocn 

EPA 
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<»JmAt. OFFICE 

DIVISIC»{ OF AIR (JJALI'lY ~, 
FIErD OPERATI~ & MA1Nl'EIWCE SICT'Ia{: 

Prirx::iples am qlE!['8t.ing pn arilTE!S of 
ani:rl.ent air m.:ni.tarirq equipnent 

OOPAMS ocmprt:er t:rainllg 

~ty assuraIDe priiciples am practices 

Introducticm to envirmmental stat:i.stics 

Metmi 

Manuals am Halds-01 
PraY'ided by senior staff 

Manuals am eams-01 
Provided by senior staff 

Maralals am Ham.s-<kl 
PraY'ided by senior staff 

Hams-01 providErl by 
senior staff 

Olrrently Provided 
Proyided Bv l!l\#Uxxl 

Level I: 
F\D'damental.s of &wiron. Qn{>. Inspections 
Basic Health & Safety far Field Activities 
Respiratory Protect.im & Use of Safety Equip. 
P.rirci.ples & Practice of Air Poll. Cbnl:tol 

()Jality Assurance far ~ Measurement System 

OlmpUter cn.irses: 
EXlel. 
l\'.JWeI'pOint 
1'CCP5$ 

~ 

DEP Orientatim 

DEP kademy: 
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Yes 

Yes 

Yes 
Yes 
Yes 
Yes 

Yes 

Yes 

EPA 

Slmri.se 
. Slmri.se 

SUnrise 
Slmri.se 

DEP 

DEP 

Classrcxn 

Cl asst CXJW 

ClassrCXllli/ 



I.ab Orientation 
First Aid/CPR 
Right-to-Knc7# 
Ethics 
~ Disease Prevention 
Slip/l'ripjFall Hazard Avoidaoce 
Alm 
Conflict OJnmmicaticns 
IrrlLlstry Petsp£tive of DEP 
:fBlia Relaticns 
Risk Chmlmicati.oos/Conflict 
I.egal: 0:111pJuei1ts of the Regulatary 

Qmplajnt Pl::ocess 
:EhfOIU!JEut Tools 
Negotiatian Skills 

Wetlams 
Erosion/Sediment Control 
Intro to Ccllpiter Sys Available at DEP 
Defensive Dri~ 
Confined Space 
Disaster Awareness 
Orienteerirg 
~aia.l Break-art: Sessicns 

AUrIH-1 El.ectzauc Messaging 
Personal CDlpiter IAN (Pathl.mics) 
Right to Knew 

EPA Telecnn:ses: 
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Yes 
Yes 
Yes 

Yes 

AQ staff Hanis-Qi 
AQ staff Hanis-Qi 
AQ staff Cl.asscoan 

EPA 
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CEN.llW.. OFFICE 

DIVISICH OF SllRCE 'l'ESl'.J}l; & ~' 
s:IR:!E TESl'!K; ~af: 

'lhe objective of this segne at is to p:ovide the l:esic kroliled]e arrl skills 
nece:;sary far entry level empl.O'jeeS to perfam these duties an:l respasihi Ji ti.es 
fumamental to the Division of Sairce 'l'est:iIKJ & lbrl.tarirg arrl to p:ovide a solid 
foundation lJIOl 'Wtl.i.ch these emplO'jeeS can b1ild a professional career. 

'Ihese msi.c skills are generally taught thrcu]h infacml. me-on-<:11e meetin]s with 
seniar staff an:l through dis:nssims at staff meetin]s: 

B354 

Safety 
B:}uiplEnt HarD1.in} 
calilJraticn Tedmi.ques 
Drivirg (stack Test Tnr.ks) 
FilinJ System 
stateJFederal Rsgul.atims 
Bp•ipnent Ma.int:enaRJejReprlr 
stack Test ctservat.ims 
stack Test Protocx>ls,IReYi.BllS 
Off ice Procedures 

'lhi.s 5e91"*"at p:ovides the fmnal trainirg neoossary to perfm:m the technical 
aspects of the position. 'Ibis particn is :mre jab specific and is ~gned in the 
area of the E!ll¢0'JeE!'S :r:esparsihility. 'Ibis trainirg is neoessacy to proYi.de the 
kroliled]e required in the areas of safety as aRfiled to. the specific jab duties, 
the vari.ais pollutants an:l the opetatims of the variais m1trol equipnent used an:l 
the theory am practices of acbl8l. stadc sampl..irJ3. 

Seueral. of the m>A cnn:ses listed be.law will be taken via the Harristl.1rg 
<binlinkinj site as sdleduled. .hi:li.tiaial. m.rses not listed below DBY also be 
assigned as schedulin;J permits. 

IeVel. I: 
Fun:Jamentals of Envircn. O:lllp. IILSpeCticns 
Basic Health & Safety far Field Activities 
Respiratary Protection & Use of Safety Eqllip. 
P.rirci.ples & Practice of Air Poll. O:t1Ltol 
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Olrrentl.y Provided 
Pm\7irifrl By Met:hJd 

Yes EPA Cl<kC:StOCID 



I.evel II: 
Basic Source Inspection 'l'Edmiques 
Visible F)nj ssion Dlfaccewnt Trainirq 
EValua.tian of stationary soorce 'F)nj ssion 

capb.tre I TrclrJSlXlt l & 'l'est.iBJ systems 
cmt:inuws F>ni ssians lbritorinJ systems 
voc Samplin::J & Analysis 

Introductian to Air 'Dl>d.cs ( #400) 

SaJroe Smpl ing far ~llutants (#450) 

Inspectian Procedures & Safety ( #446) 

(µUity ~ far Air Pollutim 
MeasurelEnts System (#470) 

CkllhJ:stian Evaluatim ( #427) 

DEP Orientation 

DEP kw'ferrj: 
lab orientatim 
First Aid/cm 
Right-to-Knoli 
Ethics 
J¥ne Disease Prevention 
Slip/l'ripjFall Ha7.aid Avoidaroe 
AIOO 
CD'lflict CDmami.catians 
Imust:ry :Ee:spective of DEP 
Media Relations 
Risk OJnmmicatians/Qmflict 
l.i!gal.: 0.4xJuerrt:s of the Regu1atary 

°'"{>l ai nt Process 
Fllfutu:::melll Tools 
Negotiation Skills 

Wetlands 
Erosian,ISediment Ccntml 
Intro to Ccup.tter Sys Available at DEP 
Defensive Drivirg 
cmfi.ned spiCe 
Disaster Awareness 
Orierrt:.eerllg 
~anal Break-o.rt Sessions 
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Yes EPA Classroan 

Yes SUnri.se Hams-01 
Yes SUnrise HardMn 
Yes SUnri.se Hams-Qi 
Yes SUnrise Hams-Qi 

Yes EPA CJasst<Xlb 

Yes EPA ClasstCCllJ 

Yes EPA Classr<Xlb 

Yes EPA Cl assr CXllll 

Yes EPA 

Yes DEP Classr CXllll 

Yes DEP 
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R'lK IW:'l' 
Title V Pennit:t.inJ 
AU..r IN-1 El.ecll:alic MessaginJ 
Persa1al. CClrpiter IAN (Patm.a:ks) 
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Yes 
Yes 
Yes 
Yes 

NJ staff CJ assr <XBl1 

NJ staff Cl.ass:ttxlll 
NJ staff Hands-Qi 
NJ staff Harns-Qi 



CENIRAL OFFICE 

DIVISiaf OF SlJRCE 'fiSl'II«; & !Dn'1tRIN'.2, 
s:J.lRCE 'l'R:fi']}[; SEX:!I'Iaf: 

'lhe ct>jective of this signert: is to provide the l:Bi.s kmwl~ am skills 
neJJPSSarY far enb:y level employees to perform these duties am respcmsibilities 
furdamenta1 to the Divisicn of Source Test:.i1KJ ' lbrl.tariBJ am to provide a solid 
fwmaticn upcn llrhi.ch these employees can bJild. a professimal. career. 

'Diese basic skills are generally tmqlt t:hrcu]h infClDIBl. ate-al-One meeti.n:3s with 
senior staff am t:hrcu]h disoissims at staff neet:.i.n]s: 

Safety 
Equipnent Rmllirg 
cal ihratim Tedmiques 
Drivirg (stack Test TrUdcs) 
FiJ.inJ Systm 
statefi'ederal Regulatims 
Fquipnent JHint:enaooefRepair 
stack Test Cbe:Ivatians 
stack 'lest P.rotoex>lsjReviews 
Off ioe Procedures 

'1his segrie1t provides the fODIBl. t:ra:iniDJ necxssary to perform the tedmical 
aspects of the position. 'lhis partim is DDre jab specific am is assigned :in the 
area of the enpl.oyee's :respc31Sihi J ity. 'Ibis t:ra:iniDj is ~ to provide the 
kmwled;Je required in the areas of safety as ~ai to the specific jab duties, 
the variws pollutants am the op::tcrti.ms of the variws cxub:ol equipnent used am 
the theory am practices of acbJal. stadt sampliDJ. 

Several of the EPA cxurses listed bel<M will be taken via the Harrish.Irg 
ciJwnl.inkirg site as sdleduled. Aaiitimal. courses IDl listed below ney also be 
assigned as sdledul.ir¥] penni:ts. 

Yes EPA Cl.assrmn 
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Basic Health & Safety far Field Activities 
Respiratory Protecticm & Use of Safety Equip. 
Prirw::::i.ples & Practice of Air R:>ll. O•t1trol 

level II: 
Basic SCllroe Iiispectim Tectmiques 
Visible F)nj ssicn Ehfmo::ne 1t Train:iJg 
Evaluation of stationary SOUroe &ai.ssicn 

capture, TraiEiJXJil & ~ SystellS 
Q:nt.:irnDlS F)nj ssi ms lblitarin:;J system; 
Va! Sanplirg & Analysis 

CklDpit:er Qlurses: 
Excel 
~int 
.Nn=ss 
itn'd 

source Saq>linj far R>llutants (#450) 

Inspection Procedures & Safety ( #446) 

()Jality AssurarO! far Air R'.>lluticm 
Measurenents system (#470) 

CXJnhJst.im EVa.luatim (#427) 

nm> Orientatim 

DEP haJeny: 
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lab Orientatiai 
First Ai~ 
Right-to-Knew 
Ethics 
I.¥JDE! DL~ Preventicn 
Slip/l'ri.pfFall Ha7.ard Avoidaro! 
Am> 
Qmflict Ommmicatims 
:rmustcy Pe:tsp£tive of DEP 
Media RelatialS 
Risk Qnmmications/Conflict 
I..egal.: 0 1tqOilelils of the Regulatory 

Qmplaint·Process 
EnfOicemelll 'l'Ools 
Negotiaticn Skills 

WetlarDs 
Brosiai/Sediment OJnb:ol 
Intro to Q:mprt:er sys Available at DEP 
Defensive Drivin;J 
cmfined Space 
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Yes EJ?A 

Yes SUnri.se 
Yes SUnri.se 
Yes SUnri.se 
Yes SUnri.se 

Yes EPA 

Yes EPA 

Yes EPA 

Yes EPA 

Yes EPA 

Yes DEP 

Yes DEP 

Classra:an 

Hands-Qt 
Hands-Ql 
Hands-Ql 
Hands-Ql 

Classra:an 

Class•a:an 

Classra:an 

Classra:an 

l'!lassrcan 

Classra:an 

CJ assr OCiD/ 
Hands Qi 



Disaster Awareness 
OrienteeriD] 
Optimal Break-0.tt Sessions 

NQ)c~ 

Title V Pemitt.llg 
ALI.rllrl Elecl:Lari.c Messagirg 
Peisma.l Conp.rt:er IAN (Pathwa?:ks) 
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Yes 
Yes 
Yes 
Yes 

NJ staff Classt:cx:an 
NJ staff Classt:OCill 
AQ staff Classr::cx:an 
NJ staff Hams-01 
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CENIRAI. OFFICE 

DIVISitlf OF 9.:llRCE TESl'DG & ~, 
CDf1'INtDE EMISSitlf :te.tn'l(IU}G ~tlf: 

CIPIHE-VtB 'mAINING: 

'lbe p.IQXlSe of m-tlle-jcb trainirg is to provide the enployee with an 
urD:!rst:ardllg of the pt•cedtxres used to ccnhx:t the raitine activities of the 
~.; ___ ........... . ·~ ...................... .: . . . ,.,:_~...,direct 

Wl'-4.11.1.&JUO:» J'l'JlSSl.al M:ni....,... ..... "';:11 ~'-'-al• Trai:ni.ng' 1.S aD nipL~JCIU aJZ 

supetVisicn of the enpl.oyee as he omh:ts each activity. 'lbe areas of m-the-jcb 
t:rainirg in::l\.IE: 
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Prc:1• sal Review: 
Fbase I DD1itarin3 system proposals 
:Alase II test protocD1s 
I..evel IV test protocols 

Test Cb;ecvaticn: 
:AlaSe II perfOLDBJICe specifict.i.cn testin.J 
I..evel IV system perfULiiBilOe amit t.estinJ 

Report Review: 
AlaSe III perfacmance specificticn test XepUL t 
I..evel IV system perfarmame mdit :tE!fXll t 

cmtS Inspecticms: 
I..evel II system amit i.Jspectim 

ALD:i.t Testinj: 
Ievel. m analyzer amit t.estinJ 
Level IV system perfarmame amit testinJ 

IBta Ehtry: 
Hard oopy CEHS quarterly repcxts 
Fl.qpy disk CDS quarterly repn ts 

Safety 
B}Uipnent Hardlirg 
calibraticn Tedmiques 
Drivirg ( st:adc Test Trucks) 
Fil.iJq systan 
statejFederal Reglllaticns 
RJri.pnent MaintenarrejRepair 
st:adc Test <b;ervaticms 
stack Test P.rotocolsjReYiews 
Off ioe Procedures 
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'Ibis S9)DBat provides the farnel. trainiJg neoessery to perform the tec:tmi.cal 
aspec ..... - ..... ;:g-- of the pasition. '1h:is J;XJition is mxe jci> specific am is assigned in the 
area of the eiployee's respasihility. 'lhis tra:ini.Jg is neassary to provide the 
koowled]e nqui.red in the areas of safety as awlied to the specific job duties, 
the variCllS pollutants arrl. the op::tatians of the variCllS oonl:tol equipnent used am 
the theory am. practices of actual stack samplii13'. 

Several of the EPA coorses listed below will be taken via the Harristurg 
<hnl.i.nkiJg site as sdledul.ed. ldlitima.l cnirses not 1ist.ed below ney also be 
assigned as sd1edulin;J pemits. 

I.evel I: 
F\uDmentals of Dtviran. Qnp. IJISpeCti.ans 
BasicHeal~&safetyf~fi~dActivities 
Respi.ratary Protection & Use of safety E>:Juip. 
Prin::iples & Practice of Air Poll. OJI al:tol 

Ievel II: 
Basic Source Inspectiat Tedmi.ques 
Visillle »ni ssiat Ellfo:tu:::nent Trai.n:llq 
Evaluation of statioom:y Souroe Dni sc::.im 

capture I Transport & 'l'estirg systems 
CCKltimDJs f)njssians !bii~ systems 
voc sanpl..irg & Analysis 

I.evel m: 
QmhJstim Source Inspectiai. 
Asbesta; NESHAP De:!Dlitiat & Reoovatian 

Inspectian Procedures ~ 
General voe SaJroe REgulatian & IJspection 
voe Fugitive Emissions 

CCKltimDJs f)njssiai lb'li~ (#474) 

Scuroe Saq>l in:J f~ Pollutants (#450) 

cattrol of Particulate Emissions (#413) 

Inspecti.ai. Procedures & safety ( #446) 

Olmtllsti.m. EValuatian (#427) 

ODpJter Cbirses: 
Emel 
RMeqx>int 
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OJrrent.ly Provided 
Provided By 

Yes EPA 

Yes EPA ~oan 

Yes EPA CJ assI"oan 

Yes EPA ClassrOOllJJ/ 
Hards Qt 

Yes EPA CJ a<;S(OJllJ 

Yes EPA Cl~tOJllJ 

Yes EPA ClasstOJllJ 

Yes EPA Classroom/ 
Hards Qt 

Yes SlD'lrise Hards-<ll 
Yes Slmrise Hands-<ll 
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k:x:e;s Yes Slmrise Hands-Qi. 
Word Yes SUnrise Hands-Qi. 

IN-SERVICE 'IRAINil«i: 

· DEP OrientatiCll Yes DEP Class:to:xn 

DEP~: Yes DEP Class:ttxllll/ 
Iab arientati.Cll Hands Qi 
First Aid/cm 
Right-to-Rn:Jw 
Ethics 
~ l)j sease Preventi.Cll 
Slip/l'ripfFall Hazard Avoidarx:e 
Aim 
Qmflict QMmunicatians 
Indust:Iy I\!Ispctive of DEP 
Media Relaticms 
Risk Q'lllrtmic:ati.ans/Qmflict 
legal: Q IHp:WSJl:s of the Regulatory 

Cl:mplaint Process 
Enfcxasnent Tools 
NegotiatiCll Skills 

wet.lams 
Et'Csial/SEdiment o:rrt:rol 
Intro to Qmprt:er Sys Available at DEP 
Defensive Drivinj 
cmf ined Spice 
Disaster Awareness 
Orienteerilg 
~ Break-rut Sessians 

EPA Self-stlliy crurses: Yes EPA 

Air FOllutim Orientatiai (51:422) 
Inspecti.Cll Safety (SI: 446) 
CEH ~ticm & Maintenarr:e (SI:476A & SI:476B) 

IN-IDEE 'JRAINIK;: 

RlX R1lCl' Yes AQ staff r] a..c:.si oan 
Title V Permit1:llq Yes AQ staff CJ a..c::sr oan 
A.Ur IN-1 El.a:ttalic Messa¢D3 Yes AQ staff Hams-Qi 
Persana.l Qmprt:er IAN ( Pathwo:dcs) Yes AQ staff Hands-Qt 
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CENmAL OFFICE 

DIVISICfi OF &lJRCE 'DS'l'IJI; & ~, 
<XlNl'INUll) J!MISSI(fi ~ ~Cfi: 

'Dle PJIPCSe of <n-'the-jci> traini.n:J is to provide the aiployee with an 
urderstanlin} of the ptocednres used tD ocnhct the rrutine activities of the 
__.,...; ___ ~· • ...._.;.-,....;....,.. c...-.;_ . • • l 'shed ... ., direct 
wn •. &.&U&All:t 1 SSl.al n.,au...,._..u"'!ll ~'-&.Ulle Trai.niD} lS a: '.L"X *'ti l 1'.IZ 

supm:visim of the aiployee as he ocnhct:s each activity. 'lbe areas of m-the-jcb 
traininJ i.rciu:Je: 

P!:qXJsal Review: 
Hlase I narlt.ariIKJ systan ptqosals 
Hlase II test prot.ocx>ls 
level IV test protoools 

Test Cl:Bervatian: 
Hlase II perfm:nar«:e speci fictiat testiDJ 
level IV systan perfm:nar«:e mdi.t testiDJ 

Report Review: 
:Riase m perfw:llBla:: specificti.cm test xepw:t 
I..evel. IV system perfw:llbla:: mdi.t repent 

CJH) Inspectiais: 
Level II syst:eD mdi.t .inspectiai 

Al.dit Test.inj: 
I..evel. m analp.er mmt testinJ 
level. IV system perfClt11Bl'D! aulit testiDJ 

Data :Dlb:y: 
Hard a:Jf!f CDtS quarterly Iepll ts 
Fl.ORJY disk cm> quarterly rqxa: ts 

safety 
FlIUiPiEnt Han:fl..inI 
cal.il::ratiat Techniques 
Drivin} (stack Test ~) 
Fil.ill} SystEm 
state/f'ederal. Regul.at.icns 
Equipnent ~,IReplir 
stack Test Cb;e:Ivaticms 
stadc Test P.totooolsjRE!Yiews 
Off ioe Prooedu:res 
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'Ibis segrreJt pro\7ide.s the fCJCIBl. trainirq necessmy to perfacm the technical 
aspects of the pos.it.:i.al. 'lhi.s partim is nre job specific am is assigned in t:be 
area of the euployee's resiosibi J ity. 'lhis t::rainin;J is necessmy to provide the 
knowledge requllai in the areas of safety as BA;llied to the specific job duties, 
the varims pollutants am the opetatims of the varims ttllt:rol equipllent used and 
the t:beacy am practices of acbJa.l. st:adt sanpJ i DJ. 

Several of the EPA <X11rSeS listed below will be takm via the Harristw:q 
cbml.inki.nJ site as sdledul.ed. Addi.tiaml. ocurses mt listed below may also be 
assigned as schedJ1J iDJ permits. 

1eYel. I: 
F\n'Dme1tal.s of Dlvircm. Ocmp. Inspectims 
Basic Health & safety for Field Activities 
Respiratory Protecticn & use of Safety Equip. 
Prirx:iples & Practice of Air R>ll. Clli1t:t:ol 

1eYel. II: 
Basic Source Irspectim Tedmiques 
Vi sihJ e Rmj ssim Eh!m:ceaeJt Trainin:J 
Eval.uaticm of statiaiary SaJroe Rmj ssim 

capture, Transport & TestinJ Systems 
Omt.imDJs Rmissi ms Ibii.tarirg Systems 
voc Sanpl inJ & Analysis 

1eYel. III: 
cnrtusti.m souroe Inspectim 
Asbesbls HESP.P DeaDlitim & AellCJYatim 

Inspecti.m Procedures ~ 
General VOC SWroe Regulatim & Inspectim 
VOC FU]itive !missims 

<n1t:inDJs &irissim lblit:orinj (#474) 

SalI'oe 5aq>l iRJ for ~llutants ( #45"} 

Cb1trol of Particulate Emissims ( #413) 

Inspectiai Procedures & Safety ( #446) 

Qmi:ustim Evaluatim (#427) 

Qmp.lt:er OJUrses: 
EMcel 
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Yes CJassroaa 

Yes 

Yes EPA Class• txill 

Yes EPA Classroan 

Yes EPA Classr CXiil 

Yes EPA ClSSStOCID 

Yes EPA Class• CXAJJ/ 
Hclrds Ql 

Yes EPA Classtoan 

Yes SUnrise Hands-Qi 



Powerpoint Yes SUnri.se Hanis-Qi 
~ Yes SUnrise Hams-Qi 
~ Yes SUnrise Hams-Qi 

IN-SERVICE mAINJN:;: 

DEP Orientation Yes DEP Cl CkC:St tXlll 

DEP 'NwJerrrj: Yes DEP C1.assroaD/ 
I.ab Orientation Hands Ql 
First Aid/CPR 
Right-to-KJ'Di 
Ethics 
4'JDe Disease Prevention 
Slip/I'ripjFall Hazard Avoidame 
ADS 
cmnict Qmramicatians 
Imustey I\!tsp;ct.ive of DEP 
Medi.a Relatims 
Risk Qnmmicatians/Ccnflict 
Legal: Cl:llpre1ts of the Regulatm:y 

Ccmplaint Process 
EnfuttSIEI It 'lbols 
Negotiation Skills 

WetlaJJ:1s 
Erosiai;smiment omtrol 
Intro to caipiter Sys Available at DEP 
Defensive DriviB) 
cmf ined Space 
Disaster AliJarenes.s 
O.rienteer:inj 
qtianal Break-rut Sessions 

EPA Self-sbxiy Cb.lrses: Yes EPA 

Air IUllution Orientation (SI:422) 
Inspection Safety (SI: 446) 
CEM c:p!ratian & MaintenarDe (SI:476A & SI:476B) 

l1HDlSE 'lWUNI}l'.;: 

tDc R1CI' Yes NJ. staff Cl ass• tXlll 
Title v Pemittin} Yes NJ staff 
ALir IH-1 El.ecb:a Lie Messag:i.nq Yes NJ. staff 
Persa1al. caipiter IAN (Pathwo:rks) Yes NJ staff 
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ASSISmNI' DlRECltR'S OFFICE, 
INFCHVa'IClf ~ & ~ SB::rIClf: 

Gain a ~ krDfl~ of the folladn} thra.qh self-stuiy am thra.qh 
djscnsc;icns with supervisor am with staff: 

1. Beo •ne fami 1 i ar with the enabl.irg legisl.ati.m of air polluticm cu1t:rol 
inclu:lirg the Pennsylvania Air Polluti.cn Q;utzol Act am the federal Clean Air Act. 

2. Bee nip famj liar with the ail.es am Regulations of air p>lluticn u::aatzol 
inclu:lin.J 25 Pa. OJde, primarily C2lapter's 121 - 143 am the relevant sutpart:s of 40 
CiR. 

3. Bee x •ne familiar with the repasitaries far air data inclu:linj rur Air 
Infarneticn Mana<§*HE5Jl System (AIMS) am EPA/s Aetooelzic Infarneti.m Retrieval 
System (AIRS) • 

4. BecXM!e familiar with our~ am backgrourd documents iml:lding 
AP-42 am the AIMS strategy am Analysis n!plt ts. 

5. BecU!e fami1iar with the administrative~ of the ptcgiam am both 
its usefulness incll.dinj ti:ae sheets, ordering SUA>Iies, travel rules, clerical 
supp II t, answering/usin: the telepxme, etc. 

6. Becx11e familiar with the furcti.mal stcu:ture of the air ptcgl'.dlll am of 
the Deparbnenl. 

level I: 
FUmamental.s of Dlviral. cmp. I.nspeclians 
Basic Health & Safety far Field Activities 
Respiratmy Protectiai & U;e of Safety Equip. 
Pri.Jci.ples & Practice of Air Poll. O•ub:ol 
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Yes Cl assr oan 

Yes SUnrise 



Poweqx>int Yes SUnrise Hams-01 
'/llXeSS Yes SUnrise Hams-01 
\4i:>rd Yes SUnrise Hams-01 

IN-SERVICE mAIND«;: 

DEP Orientation Yes DEP Cl.assr:txlb 

DEP k'<ldemy: Yes DEP Cl.assrocm/ 
lab Orientation Hams en 
First Aid/aR 
Right-t:o-Krorl 
Ethics 
~ Disease Prevention 
Slip/l'rip/Fall Hazard Avoidame 
A1IE 
Q:nflict Qmmmic:atians 
Irdustcy Petspa..tive of DEP 
Media Relatians 
Risk CDrmmicatian.s/Conflict 
li!gal: o 11qonents of the Regulatary 

carplaint Process 
EhfutCE!IS rt: 'lbols 
Negotiation Skills 

Wet.J.ams 
ErosiaijSediment Control 
Intro to CQlpiter sys Available at DEP 
Defensive DrivinJ 
Cmf ined Space 
Disaster Awareness 
Orienteeri.nj 
q,ti.anal Break-0.It Sessions 

IlHllliE 'mAIN]l«;: 

ALir IH-1 El.a:Ltuaic Mes.sagin:J Yes AO staff Hams-Qi 
Persmal Q:mpJter LAN (Patl'Mlrks) Yes AO staff Hams-01 
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cmmw:, OFFICE 

~ D:nm::n:t<'S OFFICE, 
INFCRIM'!Cfi IWWDENl' & ANM.YSIS ~(If: 

Gain a wark:iDJ kncrilled;Je af the follawin;J t:hnllJh self-sbdy am thra.J;#l 
djscussims with supecvisar am with staff: 

1. Bel oip familiar with the enab1iDJ leqi sJ aticm af air polluticm cc11t:rol 
.in::ll.dinj the J?mnsylvania Air R>lluticm Clli1Lrol kt an:J. the fEDera.l. Clean Air Act. 

2. Bao l!p famil jar with the Rules am Regul.ati.ms af air pollution cxut:col 
.in::ltdi.nJ 25 Pa. Orla, Article m am the relewmt sutprts of 40 cm. 

J. Bea11p fanriJiar with the repositmies far air data in::lmiDj a.tr Air 
Infar:maticm Mar&]Ei!Ail System (AIMS) am EPA's Am:cneb:ic Infar:mat.icm Retrieval 
system (AIRS) • 

4 • IS:) Hip famj J jar with a.Jr haniboaks aM b:lc:kgrwDl dociJDHils iJx:l.udirg 
AP-42 am the AIMS strategy am Analysis n:pn ts. 

5. BeoliP famiJiar with the administ:rative ~of the ptO]l'.dlD am l:xJth 
its usefulness in:l.~ the sheets, arderi.rg SIJR>lies, travel :rules, clerical 
SI 114" u: L, wark:iDj the telepuie I etc. 

6. Bee hip fami] jar with the furcti.cmal. sb:\1cture of the air pcogcam am of 
the Deparbiert. 
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Ievel. I: 
F\Jrdmental.s of Environ. Q:q>. Inspectims 
Basic IEalth & Safety far Field Activities 
Respiratmy Pratectim & Use of Safety Fquip. 
Primi.pl.es & Practice of Air Fell. a:ub:ol 
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Yes 

Yes 
Yes 
Yes 
Yes 

SUnrise 
SUnrise 
SUnrise 
SUnrise 



m-SERVICE 'IRAINIR:;: 

o..irrently Provided 
Provided Bv Methcxi 

DEP Orientatim Yes DEP 

DEP N:arleurj: Yes DEP Classroom/ 
lab Orientation Hams O'l 
First Aid/CPR 
Right-to-Kmw 
Ethics 
L¥me Disease Prevention 
Slip/ltipJFall Hazard AvoidarDe 
AIDS 
a:nflict Ommmicatians 
Industry Pet:spe.cti ve of DEP 
Media Relatians 
Risk Qmmmicatian.s/CDnflict 
Legal: 0 '''{Ol"ietrt:s of the Regulat:ary 

CDll>].aint Process 
Enfaccsueut Tools 
Negotiation Skills 

Wet.lards 
Et'osian/SErliJTElll Qlntrol 
Intro to QmpJter sys Available at DEP 
Defensive Drivin) 
caif ined Space 
Disaster Awareness 
Orienteeri.rg 
qtianal Break-ort. Sessions 

IN-~ 'IRAINill'.;: 

ALirIN-1 Ela:b:atic MessaginJ Yes NJ. staff Hams~ 
Persael. QmpJter IAN (Pat:hwd<s} Yes NJ. staff Hams~ 

Telecom:ses: 

Preprraticn of Emission Inventories Yes NJ. staff C)a"'"'it CXllll 

Introduction to HAPs Yes NJ. staff CJ ihC::.-St CXllll 

Basel i ne SoUroe Inspection Tedlniques Yes NJ. staff Cl ih~r CXlli1 

Inspection Prooedures Yes NJ. staff CJ a~cCXllil 

Introduction to Penni tt.inJ Yes NJ. staff Cl;l,.~r oam 
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NAME: 

On-The-Job-Training 
Director Air Management Division 

~~-=----------------~---------JO Q TI'l'LE: __________ _ 
DATE INITIATED: -----------------

TRAINER: 
------------------~ SUPERVISOR: _______ _ 

EMPLOYEE SUPERVISOR DATE 
In-House Training 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 

J. Review and be familiar with the followings 
Operational/Technical Proceduree, Rulee or Regulations 
A. Agency'e Administrative SOPe 
B. Air Management SOPe and HIS 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rulee of EPC 
E. Chapter 403, Florida Statute& 
F. Summary of the Clean Alr Act of 1990 ae Amended 
G. State Implementation Plan (SIP) for Hillsborough County 
H. EPA Air Grant Guidance 
I. Annual EPC Report for the moet current calendar year 
J. Air Division Requirementsz 

(l) Field Investigations 
(2) Air Compliance (Inspection of Industrial Facilltiee) 
(3) Noiee Monitoring 
(4) NESHAPS (Asbestos in Particular) 
(5) Open Burning 
(6) Air Permitting 
(7) Enforcement 
(8) Air Toxics 
(9) Air Monitoring (Location of Air Monitors) 

(101 Mobile Source Control Program 



on-The-Job-Training 
Director Air Management pivision (Continued) 

K. Administrative Proceduresr 
(1) Planning, Progranuning, and Budget Formulation 
(2) Management Information Systems 
(3) Position Reclaeeif ications/Upgradee1 New Position 

Juetif lcatlone 
(4) FLSA 
(5) Administrative Policy Formulation 
(6) Affirmative Action/EEO 
(7) Agency Wide Supply Protocols 

41 Informal Training 

Elective 

A. Personnel Management 
8. Budgeting 
c. Statistical Methods 
D. Management Information Systems 
E. Legal Environment 

EMPLOYEE 

hae satiefac~prily completed all training requirements. 

SUPERVISOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date.~~~~~~~~-



tll 
w 
-.I 
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1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMD Director's Briefing 

on-The-Job-Training 
Executive Secretary 

In-House Training 

J. Review and be familiar with the following: 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 
8. Air Management Division's SOPS 

4. Working knowledge of the followings 
A. Department Administrative Procedures 

(1) Telephone Etiquette 
(2) Time Sheets 
(3) Logging in Checks 
(4) Hail Control 
(5) Open Burning Permit Administrative Procedures 
(61 Offlce Supply Inventory 

B. Administrative Files 
(1) Filing Plan 
(2) Filing System 
(3) Air Engineering Files 

c. Technical and Training Libraries 
(1) Index Preparation 
(2) Filing 

D. Use of Office Equipment 
(1) Typewriter 
( 2) Pena sonic Wordprc.~essor 
(3) IBH PC 
(4) Copy Hachine 
(S) FAX Hachine 

EMPLOYEE SUPERVISOR DATE 



5. 

on-The-Job-Traininq 
Executive Secretary (Continued) 

EMPLOYEE 
In-House Training 

E. Correspondence Management 
(I) Document Preparation 

A. 

(2) Familiarization with Representative Document Formate 
(3) Document Filing 

Formal Training 

Deeirable secretarial coureee 

hae satisfactorily completed all training requirements. 

SUPERVISOR DATE 

Training Coordinator __ ~~~~~~~~~- Date·--~~~~~~~

Aeelstant Director __ ~~~~~~~~~~- Date. __ ~~~~~~~-



NAME:~~~~~~~~~~~~~~-
JOB Tl'fLE: __________ _ 
DATE INITIATED: 

----------~ 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AHO Director's Briefing 

on-The-Job-Training 
Senior Secretary 

In-House Training 

3. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 

4. 

e. Air Management Divieion'e SOPe 

Working knowledge of the followlng1 
A. Department Administrative Procedures 

(1) Telephone Etiquette 
(2) Time Sheete 
(3) Logging in Checks 
(4) Hail Control 

B. Administrative Filee 
(1) Filing Plan 
(2) Filing system 
(3) Air Engineering Files 

c. Technical and Training Libraries 
( 1) Index Preparation 
( 2) Filing 

D. Uee of Off ice Equipment 
(1) Typewriter 
(2) Panaeonic Wordproceeeor 
(3) IBH PC 
(4) Copy Machine 
(S) FAX Machine 

EMPLOYEE SUPERVISOR DATE 



s. 

on-The-Job-Training 
Senior Secretary (Continued) 

In-House Training 
EMPLOYEE SUPERVISOR DATE 

E. Correspondence Management 
(1) Document Preparation 

A. 

(2) Familiarization with Representative Document Formate 
(3) Document Filing 

Formal Training 

Desirable secretarial courses 

has satisfactorily completed all training requirements. 

Supervisor _______________________________ Date __________ ~-----

Training Coordinator _____________________ Date ________ ~~-----

Aealetant Director Date ----------------------- ---~~-----------
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on-The-Job-Training 
Enforcement and Operational Support Supervisor 

NAME: 
JOB T.~I~T~L~E~:~~~~~~~~~~~-
DATE INITIATED: 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMD Director's Briefing 

J. Safety Policies and Procedurea 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the following: 
A. Agency Policies & Procedurea 
B. AMD Procedurea 
c. Specific Operating Agreement 
D. 105 Grant Commitments for Enforcement 
E. ARMS Manual 
F. 40 CFR, Parta 60 and 61 
G. CAAA Amendments, 1990, Title VII (Enforcementl 
H. Annual EPC Report for the• moat current calendar year 
I. FDEP/Local Operating Agreement 
J. FDEP Organizational Charts 
K. EPC Data Orientation 

EMPLOYEE SUPERVISOR DATE 
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on-The-Job-Traininq 
Enforcement and Operational Support supervisor (Continued) 

5. Working knowledge of the followlngi 
A. SOPB 

(1) Agency Enforcement 
(2) AHD Enforcement 

8. AHO Penalty Guidelines 
c. EPA Guidance Documents 

(1) Timely & Appropriate Enforcement 
(2) Enforcement Agreement 

D. Legislative Acts, Statutes, Rules: 
(1) Chapter 84-446, Laws of Florida 
(2) Chapter 403.121 & 403, 182, F.S. 
(3) Chapter 1-1 through 1-12 of the Rules of EPC 
(4) Chapter 62-210 Through 62-297 

E. Preparation of Enforcement Documents 
F. Exceedancee and Air Pollution Episodes 
G. IBH PCs Wordperfect, AREV, ARMS 
H. New Employee Screening and Selection 

6. Field Inspections 
A. 5 Inspections w/Air Engineering (Industrial) 
e. 5 Inspections w/Technlcal Air Ope. (Commerical, open 

Burning, Mobile Src., CFC) 

7. Formal Training 

Desirable (Resources Permitting) 

SI:422 Air Pollution Control Orientation 

SI1431 Air Pollution Control Systems for Select Industries 

T 446 Inspection Safety Procedures 

Performance Hanagement for Supervisors (Civil Service) 

Employee Discipline (Human Resources) 

Enf 101 State Enforcement Workshop 

EMPLOYEE SUPERVISOR 

TRAINING 
COORDINATOR 

DATE 

DATE 



to 
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on-The-Job-Training 
Enforcement and Operational Support supervisor ,~ontinued} 

Elective 

CARB'e 100 Series 

444: Air Pollution Field Enforcement 

Legal Environment 

Personnel Management 

Budgeting 

"SI" = Self-Instructional Courses 
"T" = Telecoureee through Satellite Broadcasting 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR DATE 

Training Coordinator~~~---------------Date ____ ~--~-------

Assistant Director ________________________ Date ____ ~----~~~-
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NAME: JOB T_I_T_L_E~:~~~~~~~~~~~~-

DATE INITIATED: 
~~~~~~~~~~~ 

1. County Orlentatlon 

2. Introduction/Brieflnge 
A. Agency Executive Director 
B. AHO Director's Briefing 

J. Safety Pollcies and Procedures 
A. Safety Requlremente (Manual) 

(1) Drlver Tralnlng 
(2) Safety Equlpment 
(3) Equlpment Training 
(4) Flret Aid and CPR 

D. llurrlcane Preparednaea 

on-The-Job-Traininq 
Enforcement Specialist 

In-House Training 

4. Review and be famlllar with the followings 
A. Agency Policlee & Procedures 
B. AHD Procedures 
c. Specific Operating Agreement 
D. 105 Grant Conunitmenta for Enforcement 
E. ARMS Hanual 
F. 40 CFR, Parts 60 and 61 
G. CAAA Amendments, 1990, Title VII (Enforcement) 

5. Working knowledge of the following: 
A. SOPS 

(l) Agency Enforcement 
(2) AMD Enforcement 

B. AHD Penalty Guidelines 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Traininq 
Enforcement Specialist (Continued) 

C. EPA Guidance Documents 
(1) Timely & Appropriate Enforcement 
(2) Enforcement Agreement 

D. Legislative Acte, Statutes, Rulesz 
(1) CH. 84-446, Laws of Florida 
(2) Cll. 403.121 & 403, 182, F.S. 
(3) CH. 1-1, 1-2, 1-3, 1-4, 1-6, 1-8, and 

1-10, Rules of the Commission 
(4) CH. 62-210 Through 62-297 

6. Field Inspections 
A. 10 Inspections w/Air Engineering (Industrial) 
e. 10 Inspections w/Technical Air Ops. (Conunerlcal, Open 

Burning, Mobile Src., CFC) 

7. Preparation of Enforcement Documents 
A. Notices of Intent 
e. Consent orders 
c. Citations 
D. Penalty Calculations 

8. Computer Training 
A. WordPerfect 
8. AREV 
C. ARKS 

EMPLOYEE SUPERVISOR DATE 



On-The-Job-Training 
Enforcement Specialist (Continued) 

9. Formal Training 

Desirable (Resources Permitting} 

SI:422 Air Pollution Control Orientation 

SI:431 Air Pollution Control Systems for Select Industries 

T 446 Inepection Safety Procedures 

Enf 101 State Enforcement Workshop 

Elective 

CARB's 100 series 

444: Air Pollution·Field Enforcement 

"SI" c Self-Instructional Courses 
"T" = Telecourses through Satellite Broadcasting 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-

Assistant Director~~~~~~~~~~~- Date~~~~~~~~-
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on-The-Job-Traininq 
Operational Support Specialist 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Ald and CPR 

B. Hurricane Preparedness 

In-House Training 

4. ReviP-w and be familiar with the following1 
Operational/Technical Procedures, Rules or Regulations 
A. Air Division SOPS 
B. Agency's Administrative SOPs 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of Rules of EPC 
E. CAA Admendmente 1990, Title I, II, III, V, VI & Parts of 

VII & VIII 
F. FDEP DARM Office Operations 
G. Procedures of DRI's 
H. Chapter 403, Florida Statutes 
I. Annual EPC Report for latest calendar year 
J. FDEP/Local Operating Agreement 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Traininq 
Operational Support Specialist (Continued) 

5. Working knowledge of the following: 
A. Technical Training Requirements for AMO 
B. l\MD Administrative Procedures 
c. l\MD Telephone and PC Network 
D. Use, Preparation, and Completion of Enforcement Forms 

(Complaint Report, Warning Notice, NOI, and citation) 
E. Title V Tracking and Accounting 
F. Section 105 Workplan Integration and Tracking 
G. EPC Strategic Plan 
H. AMO Pollution Prevention Program 
I. Comprehension of Inter-Agency Agreements between 

EPC/DOF/DEP/HCFD 

6. Formal Training 

Desirable (Resources Permitting) 

A. Visible Emissions School (Classroom & Smoke Reading) 
B. EPA Coursess 

(1) CARB 100 Level Series 
(2) 446 Inspection Safety Procedures 
(3) 444 Air Pollution Field Enforcement 

Elective 

A. Personnel Management 
B. Budgeting 
c. Management Information Systems 
o. Traffic Demand Management 
E. courtesy Under Pressure (Irwin VoTech) 

TRAINING 
COORDINATOR 

has satisfactorily completed all training requirements. 

MTE 

Supervisor~~~~~~~~~~~~~~~~Date~~~~~~~~~ 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-
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on-The-Job-Training 
Assistant Director (Air Engineering Department) 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. l\MD Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPa 
B. Air Management SOPa 
c. HCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Serles 
F. Chapter 403, Florida Statutes 
G. 40 CFR 50-75 
H. Annual EPC Report for the moat current calendar year 
I. FDEP Latest Annual Work Plan 
J. FDEP/Local Operating Agreement 
K. ARMS Manual 
L. PATS Manual 
H. DARH'e Guidance Manual 
N. FDEP Organizational Charts 
o. EPC Data orientation 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Assistant Director {Continued) 

EMPLOYEE 
5. Working knowledge of the followings 

6. 

A. Exceedancee and Air Pollution Episodes (Division) 
B. Industrial Source Application Review Procedures (Division) 
c. Responding to Complaints and Ieeuin9 Warning Notices (Agency) 
D. Agency Enforcement (Agency) 
E. Enforcement Procedures (Division) 
F. New Employee Screening and Selection (Agency) 

Formal Training 

Desirable (Resources Permitting) 
A. Visible emission school (classroom and smoke reading) 
B. Performance Management for Supervisors (Civil Service) 
c. Employee Discipline (Human Resources) 
D. EPA Coursee1 

51445* 

51422* 

SI 10 

400 

-I 413 I 
415 

4 0 

4 4 

482 

SUPERVISOR 

TRAINING 
COORDINATOR 

DATE 

DATE 



on-The-Job-Training 
Assistant Director (Continued) 

(1) SI1422 Air Pollution Control orientation 
(2) SI1445 Introduction to Baseline Source Inspection Techniques 
(3) SI1410 Introduction to Dispersion Modeling 
(4) 400 Introduction to Hazardous Air Pollutants 
(5) 413 Control of Particulate Emissions 
(6) 415 Control of Gaseous Emissions 
(7) T460 Introduction to Permits 
(8) 474 Continuous Emission Monitoring 
(9) 482 Sources and Control of Volatile Organic Air Pollutants 

TRAINING 
COORDINATOR DATE 

"SI" = Self-Instructional courses "T" a Telecourses through Satellite Broadcasting 

•Represent core courses which should be completed in the first year. Others should be taken at the 
rate of approximately 2 classes per year. 

Elective 

A. Courtesy Under Pressure (Irwin Votech) 

has eatlafactorily completed all training requirement&. 

TRAINING 
COORDINATOR DATE 

Training Coordinator.~~~~~~~~~~~Date.~~~~~~~~-
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tH\ME: JOB T_I_T_L_E_: ______________ _ 

DATE INITIATED: 
~-~~~~~~~~~ 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMD Director's Briefing 

3. Safety Policiee and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Training 
Air Toxics Engineer 

In-House Training 

4. Review and be familiar with the followingz 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPe 
8. Air Management SOP& 
c. HCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Series 
F. Chapter 403, Florida Statutes 
G. 40 CFR 50-75 
II. Annual EPC Report for the most current calendar year 
I. FDEP Latest Annual Work Plan 
J. FDEP/Local Operating Agreement 
K. ARMS Manual 
L. PATS Manual 
M. DARH's Guidance Hanual 
N. FDEP Organizational Charts 
o. EPC Data Orientation 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Air Toxics Engineer (Continued) 

EMPLOYEE 
5. Working knowledge of the following1 

A. Agency Complaints SOP (Tab C.13) 
e. Agency Accident Prevention Program SOP (Tab A.9) 
c. Agency Enforcement SOP (Tab C.11) 
D. Air Division Toxics Review Procedures SOP (Tab F) 
E. Air Division Enforcement SOP (Tab O) 

6. Formal Training 

400 

Desirable (Resources Permitting) 
A. Visible emission school (classroom and smoke reading) 
B. Performance Management for Supervisors (Civil Service) 
c. Asbestos TREEO Course - 5 day (for supervisor) 
D. EPA Courses (* Denotes courses to be completed within first 12 months)1 

*(11 SI:422 Air Pollution Control Orientation Course 
*(2) SI1445 Introduction to Baselin Source Inspection Techniques 
*(31 APTI446 Inspection Procedures and Safety 

Continuing Education Courses 

452 SI40 

401 413 
51404 415 

SI 09 
SI410 

4 

423 
424 

42 
435 

SUPERVISOR 

TRAINING 
COORDINATOR 

45 
482 

DATE 

DATE 

502 
503 



( 1) 
( 2) 
(3) 
(4) 
(5) 
(6) 
(7) 
(8) 
(9) 

(10) 
( 11) 
(12) 
(13) 
(14) 
(15) 
(16) 
(17) 
(18) 

on-The-Job-Training 
Air Toxics Engineer (Continued) 

400 Introduction to Air Toxics 
452 Principles & Practice of Air Pollution Control 
SI1406 Effective Stack Height/~lume Riee 
Siz409 Baste Air Pollution Meteorology 
Siz410 Introduction to Dispersion Modeling 
423 Air Pollution Dispersion Hodele - Application 
424 Source Receptor Modeling Horkehop 
401 Monitoring and Evaluation of Hazardous Air Pollutants 
SI1404 Urban Air Toxics 
413 Control of Particulate Emiseione 
415 Control of Gaseous Emiesione 
460 Introduction to Permits 
427 Combustion Evaluation 
435 Atmospheric Sampling 
456 Fugitive VOC Leak Detection 
482 Sources & Control of Volatile Organic Air Pollutants 
502 llaz.ardoue & Haste Incineration 
503 Accident & Emergency Management 

TRAINING 
COORDINATOR DATE 

"SI" = Self-Instructional Courses "T" a Telecourees through Satellite Broadcasting 

Elective 

A. Courtesy Under Pressure (Irwin Votech) 

TRAINING 
COORDINATOR DATE 

has satisfactorily completed all training requirements. 

Supervisor _______________________________ Date ________________ _ 

Training Coordinator _____________________ Date ________________ _ 

Assistant Director Date ----------------------- -----------------
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NAME: 
=-~~~~~~~~~-r-~~~~~~-

J OB TITLE: 
DATE INITI-A=T=E=·o~:~~~~~~~~~-

1. county orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMD Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Training 
Asbestos Inspector 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOP 
B. Air Management SOP 
c. HCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Serles 
F. chapter 403, Florida Statutes 
G. 40 CFR 50-75 
H. Annual EPC Report for the moat current calendar year 
I. FDEP Latest Annual Hark Plan 
J. FDEP/Local Operating Agreement 
K. ARMS Manual 
L. PATS Manual 
H. DARH'e Guidance Manual 
N. FDEP organizational Charts 
o. EPC Data Orientation 

EMPLOYEE SUPERVISOR DATE 
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on-The-Job-Training 
Asbestos Inspector {Continued) 

5. Working knowledge of the followings 
A. Agency Complaint SOP (Tab C.13) 
8. Agency Accident Prevention Program SOP (Tab A.9) 
c. Agency Enforcement SOP (Tab c.11) 
D. Air Division Demo/Reno SOP (Tab E) 
E. Air Division Enforcement (Tab O) 

6. complete the followings 
A. 05111\'s "Hore Than a Paycheck" 
B. OSllA's "Aebeetoet The Way to a Dusty Death" 
C. OSHA's "Asbestoet Finding the Hidden" 
D. OSHA's "Doing It Right" 
E. Guidelines for Asbestos NESlll\P Demo/Reno Inspection 

Procedures (Reference Training Library) 

7. Formal Training 

Mandatory 
A. Visible emission school (classroom and smoke reading) 
B. Performance Management for Supervisors (Civil Service) 
c. TREEO's "Asbestos Project Management Supervision" 

EMPLOYEE 

D. Courses (* Denotes courses to be taken within first 12 months) 

.. ( 1) 

.. ( 2) 

.. ( 3) 
(4) 
( s) 

**(6) 

(** Annual refresher must be completed to keep certification) 
SI1422 Air Pollution control Orientation Course 
SI1445 Introduction to Baseline Source Inspection Techniques 
APTI446 Inspection Procedures & Safety 
Slt443 Chain of Custody Procedures 
APTI350 Asbestos NESHAP Inspection & Safety Procedures Workshop 
TREEOs Annual "Project Management Supervisor" Refresher 

"SI" = Self-Instructional courses 

SUPERVISOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

. ---



Elective 

on-The-Job-Traininq 
Asbestos Inspector (Continued) 

TRAINING 
COORDINATOR DATE 

A. Courtesy Under Preeeure (Irwin Votech) 

has satisfactorily completed all training requirements. 

Training Coordinator _____________________ Date ________________ _ 

Aeeietant Director _______________________ Date ________________ _ 
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1. County Orientation 

2. Introduction/Brieflnge 
A. Agency Executive Director 
B. AM.I> Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Training 
Air Permit Specialist 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 
B. Air Management SOPe 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Serles 
F. Chapter 403, Florida Statutee 
G. 40 CFR 50-75 
II. Annual EPC Report for the moot current calendar year 
I. FDEP Lateet Annual Work Plan 
J. FDEP/Local Operating Agreement 
K. ARMS Manual 
L. PATS Manual 
H. DARH's Guidance Manual 
N. FDEP Organizational Charte 
o. EPC Data Orientation 

TRAINER: ________ _ 

SUPERVISOR: __ ~~~'----~~ 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Air Permit Specialist (Continued) 

5. Working knowledge of the followings 

6. 

A. Industrial Source Application Review Procedures (Division) 
B. Enforcement Procedures (Division) 
c. Responding to Complaints and Issuing Warning Notices (Agency) 
D. Agency Enforcement (Agency) 

Formal Training 

Desirable (Resources Permitting) 
A. Visible emission school (classroom and smoke reading) 
B. EPA Courses1 

SI409 

EMPLO'iEE SUPERVISOR 

TRAINING 
COORDINATOR 

450 ·---1 423 H s14z3 r 

44 * SI410 

(1) Siz422 Air Pollution Control Orientation 
(2) 811445 Introduction to Baseline Source Inspection Techniques 
(3) T446 Inspection Safety Procedures 
(4) 450 Source Sampling for Pollutants 
(5) SI1409 Basic Air Pollution Meteorology 
(6) SI1410 Introduction to Dispersion Modeling 
(7) 423 Air Pollution Dispersion Models 
(8) SI1473A Beginning Environmental Statistical Techniques 

8114738 Introduction to Environmental Statistics 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 

"SI" c Self-Instructional Courses "T" = Telecoursee through Satellite Broadcasting 

*Represent core courses which should be completed in the first year. Others should be taken at the 
rate of approximately 2 classes per year. 



on-The-Job-Training 
Air Permit Specialist (Continued} 

Elective 

A. Courtesy Under Pressure (Irwin Votech) 

has eatlefactorlly completed all training requirements. 

TRAINING 
COORDINATOR DATE 

Training Coordinator~~~~~~~~~~ Date~~~~~~~~ 
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NAME: 
JOB T'~l~T~L~E~:~~~~~~~~~~~~ 

DATE INITIATED: 
~~~~~~~~~~~ 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AHO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Traininq 
Air Permit Engineer 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 
B. Air Management SOPe 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Serles 
F. Chapter 403, Florida statutes 
G. 40 CFR 50-75 
H. Annual EPC Report for the moat current calendar year 
I. FDEP Latest Annual Work Plan 
J. FDEP/Local Operating Agreement 
K. ARHS Manual 
L. PATS Manual 
M. DARM's Guidance Manual 
N. FDEP Organizational Charts 
o. EPC Data Orientation 

EMPLOYEE SUPERVISOR DATE 



5. 

6. 

on-The-Job-Training 
Air Permit Engineer (Continued) 

EMPLOYEE 
Working knowledge of the followin91 

A. Industrial Source Application Review Procedures (Division) 
B. Toxics Review Procedures (Division) 
c. Responding to Complaints and Issuing Warning Notices (Agency) 
D. Agency Enforcement (Agency) 
E. Enforcement Procedures (Division) 

Formal Training 

Desirable (Resources Permitting> 
A. Visible emission school (classroom and smoke reading) 
B. Performance Management for Supervisors (Civil Service) 
c. EPA coureesa 

SI445* 

5142 * 4 1 

44 * 

(1) Sl1422 Air Pollution Control Orientation 

482 

413 

41 

(2) 511445 Introduction to Baseline Source Inspection Techniques 
(3) T446 Inspection Safety Procedures 
(4) T460 Introduction to Permits 
(5) T461 Intermediate Permitting 
(6) 482 Sources and Control of Volatile Organic Air Pollutants 
(7) 413 Control of Particulate Emissions 
(8) 415 control of Gaeeoue Emieeione 

SUPERVISOR 

TRAINING 
COORDINATOR 

51453 

SI 4 

TRAINING 
COORDINATOR 

DATE 

DATE 

4 4 

DATE 



on-The-Job-Tralninq 
Air Permit Engineer (Continued) 

Mandatory 

(9) Sit453 overview of PSD Regulations 
(10) Sit454 Fundamentals of Effective Permit D~afting and Analysis 
(11) 454 Effective Permit Writing Workshop 

TRAINING 
COORDINATOR DATE 

"SI" = Self-Instructional Courses "T" a Telecoursee through satellite Broadcasting 

*Represent core coursee which should be completed in the firet year. Others should be taken at the 
rate of approximately 2 classes per year. 

Elective 

A. Courtesy Under Pressure (Irwin Votech) 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR DATE 

Training Coordinator ______________________ Date ________________ _ 

Assistant Director Date ------------------------ -----------------



B408 



NAME: 
JOB T~I~T~L~E~:~~~~~~~~~~~-

DATE INITIATED: 
~~~~~~~~~~--

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

J. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(J) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Traininq 
Air Compliance Specialist 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPe 
B. Air Management SOPe 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. FDEP 62-200 Series 
F. Chapt~r 403, Florida Statutes 
G. 40 CFR 50-75 
H. Annual EPC Report for the most current calendar year 
I. FDEP Latest Annual Work Plan 
J. FDEP/Local Operatin9 Agreement 
K. ARMS Manual 
L. PATS Manual 
H. DARM's Guidance Manual 
N. FDEP Organizational Charts 
o. EPC Data orientation 

TRAINER: 
SUPERVISO.~R-:----~~--~---

EMPLOYEE SUPERVISOR DATE 



s. 

6. 

On-The-Job-Training 
Air Compliance Specialist (Continued) 

Working knowledge of the following1 
A. Type I Audit Procedures (Division) 
8. Type II Audit Procedures (Division) 
c. CDS Type III Audit Procedures (Division) 
D. Continuous Emission Monitor Audit Procedures and strategy 

(Division) 
E. nge"cy Enforcement (Agency) 
F. Enforcement Procedures (Division) 
G. Responding to Complaints and Issuing Warning Notices (Agency) 

Formal Training 

pesirable (Resources Permitting) 
A. Visible emission school (classroom and smoke reading) 
8. Performance Management for Supervisors (Civil Service) 
c. EPA Coureee1 

(1) 511422 Air Pollution Control orientation 

EMPLOYEE 

(2) Sl1445 Introduction to Baseline Source Inspection Techniques 
(3) T446 Inspection Safety Procedures 
(4) 450 Source Sampling for Pollutants 
(5) 444 Air Pollution Field Enforcement 
(6) 474 Continuous Emission Monitoring 

SUPERVISOR 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 



on-The-Job-Traininq 
Air Compliance Specialist (Continued) 

(7) T419 Preparation of Emission Inventories 
(8) SI:412A Fabric Filter Operation Review 

SI1412B Electrostatic Precipitator Plan Review 
SI1412c Wet Scrubb<>r Plan Review 

(9) 413 Control of Particulate Emissions 
(10) 415 control of Gaseous Emissions 
(11) 427 Combustion Evaluation 
(12) 482 Sourcee and Control of Volatile Organic Air Pollutants 
(13) 455 Advanced Inspections Techniquee 

TRAINING 
COORDINATOR DATE 

"SI" = Self-Instructional Courses "T" c Telecoursee through Satellite Broadcasting 

"Represent core courses which should be completed in the first year. others should be taken at the 
rate of approximately 2 claee~s per year. 

Elective 

A. Courtesy Under Pressure (Irwin Votech) 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR DATE 

Training Coordinator ___________ Date ________ _ 

Assistant Director ____________ Date ________ _ 



B412 



1. Cou11ty Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
8. AHO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

on-The-Job-Training 
Air Compliance Engineer 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. 
B. 
c. 
D. 
E. 
F. 
G. 
H. 
I. 
J. 
K. 
L. 
H. 
" o. 

Agency's Administrative SOPS 
Air Management SOPs 
HCEPC Act (Chapter 84-446, Laws of Florida) 
Chapter 1-1 through 1-12 of the Rules of EPC 
FDEP 62-200 Series 
Chapter 403, Florida Statutes 
40 CFR 50-75 
Annual EPC Report for the most current calendar year 
FDEP Latest Annual Work Plan 
FDEP/Local Operating Agreement 
ARMS Manual 
PATS Manual 
DARH'e Guidance Manual 
FDEP Organizational Charts 
EPC Data Orientation 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Air Compliance Engineer (Continued) 

5. Working knowledge of the followings 
A. Type I Audit Procedures (Division) 
e. Type II Audit Procedures (Division) 
c. CDS Type III Audit Procedures (Division) 
D. Continuous Emission Monitor Audit Procedures and Strategy 

(Division) 
E. Agency Enforcement (Agency) 
F. Enforcement Procedures (Division) 
G. Responding to Complaints and Issuing Warning Notices (Agency) 

6. Formal Training 

Desirable (Resources Permitting) 
A. Visible emission school (classroom and smoke reading) 
8. Performance Management for Supervisors (Civil Service) 
c. EPA Courees1 

450 
SI445* 

444 
SI412 

4 4 
44 * 

419 

(l) SI1422 Air Pollution Control Orientation 

EMPLOYEE 

41 

415 

42 

482 

(2) SI:445 Introduction to Baseline Source Inspection Techniques 
(3) T446 Inspection Safety Procedures 
(4) 450 Source Sampling for Pollutants 
(5) 444 Air Pollution Field Enforcement 
(6) 474 continuous Emission Monitoring 

SUPERVISOR 

TRAINING 
COORDINl\TOR 

455 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 



on-The-Job-Traininq 
Air Compliance Engineer (Continued} 

(7) T419 Preparation of Emission Inventories 
(8) SI1412A Fabric Filter Operation Review 

SI1412B Electrostatic Precipltator Plan Review 
SI1412C Wet Scrubber Plan Review 

(9) 413 Control of Particulate Emissions 
(10) 415 Control of Gaseous Emissions 
(11) 427 Combustion Evaluation 
(12) 482 Sources and Control of Volatile organic Air Pollutants 
(13) 455 Advanced Inspections Techniques 

TRAINING 
COORDINATOR DATE 

"SI" = Self-Instructional Courses "T" = Telecourses through Satellite Broadcasting 

~Represent core courses which should be completed in the first year. Others should be taken at the 
rate of approximately 2 classes per year. 

Elective 

A. Courtesy Under Proasure (Irwin Votech) 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR UATE 

Training Coordinator.~~~~-------------- Date~--~----------~ 



8416 



on-The-Job-Training 
Assistant Director-Technical Air Operations pepartment 

NAME: 
JOB T·~1=T~L~E~:~~~~~~~~~~~-

DATE INITIATED: 
~~~~~~~~~~~ 

1. County Orientation 

2 .. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 
B. Air Management SOPs 
c. llCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Annual EPC Report for the most current calendar year 
F. Air Monitoring Standard Operating Procedures 
G. State of Florida Quality Assurance Plan 
H. 40 CFR Part 50 - Air Quality Standards 
I. 40 CFR Part 58 - Ambient Air Quality surveillance 
J. EPA Guideline Documents and Technical Assistance Documents 
K. Manufacturer's Manuals for Ambient Air Monitoring Equipment 
L. Quality Assurance Handbook for Ambient Air Quality 

Honitorlng Systems Vol I, II and IV 
H. FDEP DARM off ice operations 
N. Fully comprehend County Comprehensive Growth Management Plan 
o. chapter 62-2, F.A.c., "Air Pollution" 
P. Clean Air Act and the Clean Air Act Amendments, 1990 
Q. Ozone SIP 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Assistant Director-Technical Air operations Department (Continued) 

R. Parte II and III of Traneportation Engineering, by J.C. Yu 
s. Hotor Vheilce Emlselons Control self-paced series, provided 

by US EPA 
T. Conformity Regulation, 40 CFR 51 and 93 
U. Halntenance Plan and 1990 Baseline Emissions Inventory 
v. Procedures of DRI's, EIS's, the LRTP, and the TIP 
w. ISTEA and Federal Traneportatlon Polley 

EMPLOYEE SUPERVISOR 

S. Working knowledge of the followings 

6. 

A. Office administrative procedures 
B. Office telephone and PC network 
c. Complete 2 weeke escorted field investigation operations 
D. Uee, preparation, and completion of enforcement forms 

(Complaint Report, Warning Notice, NOi, and Citation) 
E. Sample-gathering and procedures on eample collection 
F. Continuous Analyzere, Operation, Calibration 
G. Particulate Sampling 
H. Network Design and Probe Siting 
I. Air Quality Index/Episode Honltoring 
J. Quality Aeeurance/Quality Control 
K. Data Handling/IBM PC computer 
L. Preparation of Technical Specifications for Air 

Monitoring Equipment 
H. Calibration, operation, checks and eervices on all 

Noise Analyzers 

Formal Training 

Desirable (Resources Permitting) 

A. CSU or equivalent course, or OJT period of training on automobile 
emleeione control technology, vehicle maintenance, and mobile 
A/c operations 

B. Hands-on introductory training in baeic MOBILE eeries, CALJAHC, 
and VHT or related inputs systems such ae FSUTHS 

TRAINING 
COORDINATOR 

DATE 

DATE 



on-The-Job-Training 
Assistant Director-Technical Air Operations pepartment (Continued) 

c. EPA Courses1 
(l) 400 Introduction to Air Toxics 
(2) 411 Air Pollution Dispersion Models 
(3) 413 Control of Particulate Emissions 
(4) 415 Control of Gaseous Emissions 
(5) 435 Atmospheric Sampling 
(6) 452 Principles and Practice of Air Pollution Control 
(7) 463 Ambient Air Quality Monitoring Systems 
(8) 464 Analytical Methods for Air Quality Standards 

D. Fully comprehend Chapter 62-256, FAC 
E. Fully comprehend Chapter 51-2, FAC 
F. Fully comprehend Interagency Agreements between EPC/DOF/DBP/HCFO 
G. Complete refresher review of Chapter 1-4, Rules of EPC/HC 
H. Complete noise training manual 
I. Fully comprehend Part II, Handbook of Environmental Engineering 
J. CARD 100 Level Serles 

Elective 

A. Personnel Management 
B. Budgeting 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-



B420 



on-The-Job-Training 
Field Investigation/Mobile Source Control Supervisor 

1. county Orientation 

2. Int reduct ion/Brief in90 
A. Agency Executive Director 
B. AHO Director'o Briefing 

3. Safety Policies and Procedures 
A. safety Requirements (Hanual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedneos 

In-House Training 

4. Review and be familiar with the following• 
Operational/Technical Procedureo, Rules or Regulations 
A. Agency's Administrative SOP 
B. Air Division SOPB 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Annual EPC Report for the most current calendar year 
F. FDEP DARM office operations 
G. Fully comprehend County Comprehensive Growth Management Plan 
H. Chapter 62-2, F.A.C., "Air Pollution" 
I. Title I, II, VI of the Clean Air Act Amendments, 1990 
J. Ozone SIP 
K. Parts II and III of Tranpeortation Engineering, by J.C. Yu 
L. Hotor Vehicle Emissions control self-paced aeries, provided 

by US EPA 
H. Conformity Regulation, 40 CFR 51 and 93 
N. Maintenance Plan and 1990 Baseline Emiosiona Inventory 
o. Procedures of DRI's, EIS's, the LRTP, and the TIP 

TRAINER: ________ _ 

SUPERVISOR:~~~~~~~~ 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Field Investigation/Mobile Source Control Supervisor (Continued) 

EMPLOYEE SUPERVISOR 
S. Working knowledge of the followings 

n. Office administrative procedures 
e. Office telephone and PC network 
c. Complete 2 weeks escorted field investigation operations 
D. Use, preparation, and completion of enforcement forms 

(Complaint Report, Warning Notice, NOi, and Citation) 
E. Sample-gathering and procedures on sample collection 
F. Calibration, operation, checks and services on all 

Noise Analyzers 

6. Formal Training 

Desirable (Resources Permitting) 

A. CSU or equivalent course, or OJT period of training on automobile 
emieelohs control technology, vehicle maintenance, and mobile 
A/C operations 

B. Hands-on introductory training in basic MOBILE series, CALJAHC, 
and VHT or related inputs systems such as FSUTHS 

c. EPA Couraes1 
(1) 411 Air Pollution Dispersion Models 
(2) 452 Principles and Practice of Air Pollution Control 

D. CARD 100 Level Serles 
E. Fully comprehend Chapter 62-256, FAC 
F. Fully comprehend Chapter 51-2, FAC 
G. Fully comprehend Interagency Agreements between EPC/DOF/DEP/HCFD 
fl. Complete refresher review of Chapter 1-4, Rules of EPC/llC 

TRAINING 
COORDINATOR 

DATE 

DATE 



on-The-Job-Training 
Field Investigation/Mobile Source Control Supervisor (Continued) 

Elective 

A. Personnel Management 
8. Budgeting 
c. Statistical Methods 
D. Management Information Systems 

TRAINING 
COORDINATOR DATE 

has satisfactorily completed all training requirements. 

Training Coordinator _____________________ Date ______ ~~~-----

Assistant Director ________________ ~ _____ Date ______________ ~-



iB424 



on-The-Job-Traininq 
Mobile Source Control/Transportation Specialist 

NAME: ------------------JOB Tl'l'LE: DATE IN ITI_A_T_E_D_: __________ _ 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements CHanual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

Jn-House Training 

4. Review and be familiar with the followings 
Operational/Technical Procedures, Rules or Regulations 
A. Air Division SOPS 
B. HCEPC Act (Chapter 84-446, Lawe of Florida) 
c. Chapter 1-1 through 1-12 of the Rules of EPC 
o. FDEP DARM office operations 
E. Fully comprehend County Comprehensive Growth Management Plan 
F. Chapter 62-2, F.A.C., "Air Pollution" 
G. Title I, II, VI of the Clean Air Act Amendments, 1990 
H. ozone SIP 
I. Parts II and Ill of Transportation Engineering, by J.C. Yu 
J. Motor Vehicle Emissions Control self-paced series, provided 

by US EP~ 
K. Conformity Regulation, 40 CFR 51 and 93 
L. Maintenance Plan and 1990 e~~eline Emiseione Inventory 
H. Procedures of DRl'e, EIS'e, the LRTP, and the TIP 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Mobile Source Control/Transportation Specialist (Continued) 

EMPLOYEE SUPERVISOR 
5. Working knowledge of the following: 

A. Office administrative procedures 
B. Off ice telephone and PC network 
c. complete 2 weeks escorted field investigation operations 
D. Uee, preparation, and completion of enforcement forms 

(Complaint Report, Warning Notice, NOi, and Citation) 
E. Sample-gathering and procedures on sample collection 

6. Formal Training 

Desirable (Resources Permitting) 

A. CSU or equivalent course, or OJT period of training on automobile 
emissions control technology, vehicle maintenance, and mobile 
A/C operations 

B. Hands-on introductory training in basic MOBILE series, CALJAHC, 
and VMT or related inputs systems such as FSUTHS 

c. EPA Courses: 
(1) 411 Air Pollution Dispersion Models 
(2) 452 Principles and Practice of Air Pollution Control 

D. CARB 100 Level Serles 

Elective 

A. Personnel Management 
B. Budgeting 
c. Statistical Methods 
D. Management Information Systems 
E. Traffic Demand Management 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

DATE 

DATE 

Training coordinator~~~~~~~~~~- Date~~~~~~~~-



on-The-Job-Training 
Field Investigation oualif ication 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

J. Safety Policies and Procedures 
A. safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the followingz 
Operational/Technical Procedures, Rules or Regulations 
A. Air Division SOPs 
B. HCEPC Act (Chapter 84-446, Laws of Florida) 
c. Chapter 1-1 through 1-12 of the Rules of EPC 
D. FDEP DARM office operations 

5. Working knowledge of the following1 
A. Office administrative procedures 
e. Office telephone and PC network 
c. Complete 2 weeks escorted field investigation operations 
D. Use, preparation, and completion of enforcement forms 

(Complaint Report, Warning Notice, NOI, and Citation) 
E. Sample-gathering and procedures on sample collection 

EMPLOYEE SUPERVISOR DATE 



6. 

on-The-Job-Training 
Field Investigation Qualification (Continued) 

Formal Training 

Desirable (Resources Permitting} 

A. Visible Emission Observer certification 
B. EPA Courses: 

(1) 452 Principles and Practice of Air Pollution control 
c. CARB 100 Level series 

Elective 

A. Personnel Management 
B. Budgeting 
c. Statistical Methods 
D. Management Information Systems 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

Training coordinator~~~~~~~~~~-Date~~~~~~~~

Assistant Director~~~~~~~~~~~- Date~~~~~~~~-



on-The-Job-Training 
Data Handling/Data Quality Control Technician 

1. county Orientation 

2. Introduction/Briefloge 
A. Agency Executive Director 
B. AMD Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the following1 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOP 
B. Air Management SOP 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Air Monitoring standard Operating Procedures 
F. Annual EPC Report for the most current y3ar 
F. state of Florida Quality Aeeurance Plan 
G. 40 CFR Part 58 - Ambient Air Quality Surveillance 
H. Quality Assurance Handbook for Ambient Air Quality 

Monitoring Systems Vol I, Section 1.4.17 

5. Working knowledge of the followlng1 
A. Air Quality Index Generation 
B. Basic Data Quality Control 
c. Routine Strip-Chart QC and Handling 
D. Basic Familiarization with Equipment 
E. Filing Data Reports 

EMPLOYEE SUPERVISOR DATE 



6. 

on-The-Job-Training 
Data Handling/Data Quality Control Technician (Continued) 

EMPLOYEE SUPERVISOR 
F. IBH-PC Operation 
G. Strip Chart Interpretation 
fl. Analy:ter Daily Checks 
I. Review of Daily Data Reports 
J. IBM-PC Routine Data Handling 
K. strip Chart Troubleshooting 
L. Data Logger Initialization and Troubleshooting 
M. IBM - PC Data Editing 
N. Manual Network Data QC 
o. Calibration Verfications 

Mandatory 

A. 435 Atmospheric Sampling 

Formal Training 

B. 464 Analytical Methods for Air Quality Standards 
c. 470 Quality Aseurance for Ambient Air Monitoring syeteme 

Elective 

A. State Sponsored Air Monitoring and Quality Assurance Workshops 
B. Statistics 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-

Assistant Director~~~~~~~~~~~- Date~~~~~~~~-



on-The-Job-Training 
Noise Pollution Control Specialist 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the following: 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOP 
B. Air Management SOP 
c. HCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Completion of Field Investigation OJT Plan 

5. Working knowledge of the following: 
A. Calibration, operation, checks and services on: 

(1) Lucas/CEL Mod 282 calibrator 
(2) Quest 2800/08100 
(3) Quest CA-128 Calibrator 
(4) GenRad 1565-B SLM 
(5) GenRad GR1933 SLM/Octave Analyzer 
(6) GenRad 1986 Omnical SLM 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Noise Pollution control Specialist (Continued) 

(7) Hetrosonics Mod dBJ07 SLM 
(8) Hetrosonics Hod dB604 SLA 
(9) Lucas/CEL Hod 231 SLM 

(10) Hetrosonice Calibrator Hod CLJ 
B. Use, preparation, and completion of Noise monitoring Report 

forms and Noise Data Sheets 
c. Use of IBM-PC integration with appropriate Sound Level 

Analyzers 

6. Formal Training 

Mandatory 

A. Complete the Smith training manual 
B. Fully comprehend Chapter 1-10, Rules of the EPC/HC 
c. Read Part II, Handbook of Environmental Engineering 

EMPLOYEE SUPERVISOR 

TRAINING 
COORDINATOR 

has satiefactorily completed all training requirements. 

DATE 

DATE 

Training Coordinator~~~~~~~~~~~ Date~~~~~~~~~ 

Assistant Director~~~~~~~~~~~~ Date~~~~~~~~~ 



on-The-Job-Training 
Chief Air Monitoring Section 

NAME: 
~~~~~~~~~~~ 

JOB TITLE: 
DATE INITIATED: ________ _ 

1. 

2. 

3. 

4. 

County Orientation 

Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. llurricane Preparedness 

In-House Training 

Review and be familiar with the followings 
Operational/Technical Proceduree, Rules or Regulation& 
A. Agency's Administrative SOPS 
B. Air Management SOPs 
c. HCEPC Act (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Annual EPC Report for the most current calendar year 
F. Air Monitoring Standard Operating Procedures 
G. State of Florida Quality Assurance Plan 
H. 40 CFR Part 50 - Air Quality Standards 
I. 40 CFR Part 59 - Ambient Air Quality Surveillance 
J. EPA Guideline Documents and Technical Assistance Documents 
K. Manufacturer's Manuals for Ambient Air Monitoring Equipment 
L. Quality Aeeurance Handbook for Ambient Air Quality 

Monitoring Systems Vol I, II and IV 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Traininq 
Chief Air Monitoring Section (Continued) 

EMPLOYEE SUPERVISOR 
S. Working knowledge of the followings 

A. continuous Analyzers, Operation, Calibration 
B. Partlculate Sampling 
c. Network Design and Probe Siting 
D. Air Quality Index/Episode Monitoring 
E. Quality Assurance/Quality Control 
F. Data Handling/IBM PC computer 
G. Preparation of Technical Specifications for Air 

Monitoring Equipment 

6. Formal Training 

Desirable (Resources Permitting) 

A. 400 Introduction to Air Toxics 
8. 435 Atmospheric Sampling 
c. 463 Amblent Air Quality Honitorlng Systems 
D. 464 Analytical Methods for Air Quality Standards 
E. Air Pollution Meteorology 

Elective 

A. Pereonnel Management 
B. Budgeting 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-

Assistant Director~~~~~~~~~~~- Date~~~~~~~~-



to 

""" w 
Ln 

on-The-Job-Traininq 
Air Monitoring Field Operations Supervisor 

1. County Orientation 

2. Introduction/Briefings 
A. Agency Executive Director 
B. AMO Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

8. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the following: 
Operatlonal/Technical Proceduree, Rules or Regulations 
A. Agency's Administrative SOPs 
8. Air Management SOPs 
c. HCEPC Act (Chapter 84-446, Lawe of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Annual EPC Report for the moat current calendar year 
F. Air Monitoring Standard Operating Procedures 
G. State of Florida Quality Assurance Plan 
H. 40 CFR Part 50 - Air Quality Standards 
I. 40 CFR Part 58 - Ambient Air Quality surveillance 
J. EPA Guideline Documents and Technical Assistance Documents 
K. Hanufacturer'e Manuals for Ambient Air Monitoring Equipment 
L. Quality Assurance Handbook for Ambient Air Quality 

Monitoring Syeteme Vol I, II and IV 

EMPLOYEE SUPERVISOR DATE 



on-The-Job-Training 
Air Monitoring Field Operations Supervisor (Continued} 

5. Working knowledge of the followings 
A. Continuous Analyzers, Operation, Calibration 
B. Particulate Sampling 
c. Network Design and Probe Siting 
D. Air Quality Index/Episode Monitoring 
E. Quality Assurance/Quality Control 
F. IBM PC Operation 
G. Data Handling/IBH PC computer 
H. Preparation of Technical Specifications for Air 

Monitoring Equipment 

6. Formal Training 

Desirable (Resources Permitting) 

A. 435 Atmospheric Sampling 
B. 463 Ambient Air Quality Monitoring Syeteme 
C. 464 Analytical Methods for Air Quality Standards 

EMPLOYEE SUPERVISOR 

TRAINING 
COORDINATOR 

has satisfactorily completed all training requirements. 

DATE 

DATE 

Training Coordinator~~~~~~~~~~- Date~~~~~~~~-

Aesietant Director Date 
~~~~~~~~~~~- -~~~~~~~--



on-The-Job-Traininq 
Continuous Monitoring/Electronic Technician 

NAME: 
JOB T-1-T~L~E~:~~~~~~~~~~~~ 

01\TE INITIATED: 
~~~~~~~~~~~ 

1. county Orlentation 

2. Introductlon/Briefings 
A. Agency Executive Director 
B. AHD Director's Briefing 

3. Safety Policies and Procedures 
A. Safety Requirements (Manual) 

(1) Driver Training 
(2) Safety Equipment 
(3) Equipment Training 
(4) First Aid and CPR 

B. Hurricane Preparedness 

In-House Training 

4. Review and be familiar with the•followings 
Operational/Technical Procedures, Rules or Regulations 
A. Agency's Administrative SOPs 
B. Air Management SOPs 
c. llCEPC l\ct (Chapter 84-446, Laws of Florida) 
D. Chapter 1-1 through 1-12 of the Rules of EPC 
E. Annual EPC Report for the most current calendar year 
F. Air Monitoring Standard Operating Procedures 
G. State of Florida Quality Assurance Plan 
H. 40 CFR Part 50 - Air Quality Standards 
I. 40 CFR Part 58 - Ambient Air Quality Surveillance 
J. Manufacturer's Manuals for Ambient Air Monitoring Equipment 
K. Quality Assurance Handbook for Ambient Air Quality 

Monitoring Systems Vol II 
L. EPA Guideline Documents and Technical Assistance Documents 

(those pertaining to equipment or pollutant monitored 
by technician) 

EMPLOYEE SUPERVISOR DATE 
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on-The-Job-Training 
continuous Monitoring/Electronic Technician (Continued) 

EMPLOYEE SUPERVISOR 
S. Worklng knowledge of the following: 

l\. l\nalyzer Dally Checks 

6. 

B. Analyzer Calibrations and Span/Precision Checks 
c. Analyzer Maintenance 
D. Analyzer Troubleshooting and Repair 
E. Chart Recorder Calibration 
F. Chart Recorder Maintenance 
G. Chart Recorder Troubleshooting and Repair 
H. Data Logger Daily Operation 
I. Data Logger Calibration 
J. Data Logger Maintenance 
K. Data Logger Troubleshooting and Repair 
L. Hiring Configurations for Air Monitoring Systems 
H. Strip Chart Documentation 
N. Data Quality Control 
O. Calibration of Support Equipment 

Formal Training 

Desirable (Resources Permitting) 

A. 435 Atmospheric sampling 
B. 464 Analytical Methods for Air Quality Standards 

Elective 

A. State Sponsored Air Monitoring and Quality Assurance Workshops 
B. Manufacturers training courses for specific equipment 

has satisfactorily completed all training requirements. 

TRAINING 
COORDINATOR 

TRAINING 
COORDINATOR 

DATE 

DATE 

DATE 

Training Coordinator~ ____________________ Date ________________ _ 



Air Pollution Training 
Institute Curriculum 

Guide 
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Compliance Assurance 

Intermediate Advanced Specialty Areas 

I RE 100 I 
I VE325 /~ 

SI 412A I 

Visible Emissions Instructor 

/ 539 

I 345 I SI 412B I 
~ 

SI 412C I I 350 I 

SI431 I I 380 I 
SI454 I 
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Sam piing and Analysis 

Intermediate 

I SI 434 

I SI 471 

I SI 446 

Advanced 

435 

Specialty Areas 

Ambient Monitoring 

SI436 SI437 SI 438 

Data Analysis and Quality Control 

SI 471 470 

Analytical Instruments 

SI 438 464 



Meteorology and Modeling 

Intermediate Advanced 

I SI 406 I SI 409 11 SI 410 411 

Specialty Areas 

Dispersion Modeling 

423 

Receptor Modeling 

424 
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Air Permitting 

Intermediate 

I SI 460 1-1 460 H 454 

B444 

Specialty Areas 

Operating Permits 

461 

Prevention of Significant Deterioration 

SI453 



Hazardous Air Pollutants 

Intermediate Advanced Specialty Areas 

Monitoring 

I SI 404 [ 435 ~1426 
400 Compliance 

I SI 473B I 427 482 456 ~ 
L1SI458 H 502 1-l 503 
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Engineering 

Intermediate 

I RE 100 

[Si 412A 

I sI4128 

I SI412C 

I SI 431 

I SI 454 

B446 

Advanced Specialty Areas 

Source Sampling 

I SI 414 H-4-50~1-1 457 

SI 476A SI4768 474 

Combustion and Waste 

SI 428A SI458 458 

Engineering Inspections 

SI416 SI 417 I SI 445 

LI 446 

H 503 H 502 

HsI446 H 445 l-1 

I I 444 
11 

455 
11 

450 



LISTING OF AVAILABLE TRAINING COURSES 

Titles of Training Courses 
The APTI conducts about 10 different courses each year from a total of 38 titles available 
through the Air Pollution Centers. The following is a list of all courses. If you are interested in 
having one of these courses presented, please contact the closest Air Training Center or 
Academy. 

Compliance Training 
345 Emission Capture and Gas Handling Systems Inspection 
350 Asbestos NESHAP Inspection and Safety 
380 VOC Emission Source Inspection 

Technical Air Quality Training 
400 Introduction to Hazardous Air Pollutants 
40 I Monitoring and Evaluation of Hazardous Air Pollutants 
403 Statistical Analysis and Interpretation of Data for Toxic Au Pollutants 
411 Air Pollution Dispersion Models - Fundamental Concepts 
413 Control of Particulate Emissions 
415 Control of Gaseous Emissions 
419 Preparation of Emission Inventories 
420 Air Pollution Microscopy 
421 Environmental Management and Urban Systems Workshop 
423 Au Pollution Dispersion Models - Applications 
424 Source Receptor Modeling 
426 Statistical Evaluation Methods for Air Pollution Data 
427 Combustion Evaluation 
435 Aunospheric Sampling 
444 Air Pollution Field Enforcement 
445 Baseline Source Inspection Techniques 
446 Inspection Procedures and Safety 
450 Source Sampling for Pollutants 
452 Principles and Practices of Air Pollution Control 
454 Effective Permit Writing 
455 Advanced Inspection Techniques 
456 Fugitive VOC Leak Detection 
457 Advanced Source Sampling Workshop 
458 Hazardous Waste Calculations Workshop 
460 Introduction to Permits 
461 Intermediate Permitting 
464 Analytical Methods for Air Quality Standards 
468 Source Sampling and Analysis of Gaseous Pollutants 
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470 Quality Assurance for Air Pollution Measurement Systems 
474 Continuous Emission Monitoring 
480 Control Measures for CO, 03 and NOx 
482 Sources and Control of Volatile Organic Air Pollutants 
502 Hazardous Waste Incineration 
503 Accident and Emergency Management 
539 Visible Emission Instructors Workshop 
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Table of Contents 
Training Providers 

Tools/or Trainers (January 1998) 

Overview of Training Providers ........................................... Page C 1 

Air Pollution Training Institute . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page C3 
APTI is part of the U.S. EPA, Office of Air Quality Planning and Standards, Education 
and Outreach Group. APTI offers courses via satellite as well as classroom courses at 
several universities and self-study courses. 

California Air Resources Board (CARB) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page CS 
CARB offers basic and intermediate training as well as an advanced enforcement 
symposium. CARB's training outside of the State of California is provided through the 
National Air Compliance Training Delivery Project with support from EPA. This project 
enables CARB to offer the basic 100 series and the intermediate 200 series in states 
throughout the nation. 

MARAMA . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page C 13 
The Mid-Atlantic Regional Air Management Association offers workshops designed for 
air directors and staff of state and local agencies in the mid-Atlantic region. MARAMA 
also provides funding for individuals to attend other training courses. 

METRO 4 ........................................................... Page Cl 7 
Metro 4 provides training for state and local agencies in EPA Region 4. It also provides 
support for individuals to attend other courses. 

National Enforcement Training Institute (NEID ........................... Page C19 
NETI offers training for compliance and enforcement personnel at the federal, state, local, 
and tribal levels. NETI manages three training sites, in Washington, DC; Lakewood, CO; 
and Glynco, GA. 

Rutgers/EOHSI Air Pollution Training Center ............................. Page C21 
The Ruthers/EOHSI Training Center offers a curriculum designed to meet the 
requirements of EPA Order 3500.1 for compliance inspection personnel. The curriculum 
includes basic, intermediate, and advanced levels and is supported by EPA. 

WESTAR ............................................................ Page C25 
The Western States Air Resources Council (WESTAR) offers training courses and 
workshops, primarily for member states, although events have been opened to others. 
The focus of the workshops is emerging EPA regulations and programs; WESTAR does 
not provide compliance and enforcement training. 
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Tools/or Trainers (January 1998) 

Training Providers 

This section of Tools for Trainers presents brief overviews of some of the major providers of air 
quality-related training. Each description includes information on how to contact the provider as 
well as the provider's mission, target audience, training courses offered, training methods, and 
other pertinent information. Many of the providers have Web sites on the Internet where you can 
find the most up-to-date course schedules. 

Providers - Page 1 
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USEP A,Education & Outreach Group Information Sheet 

Agency: US Env. Protection Agency, OAR, OAQPS, 
Information Transfer and Program Integration Division 
Education & Outreach Group 

Ag.Contact: Howard Wright, Group Leader Or Ron Townsend, Coordinator 
Air Pollution Training Institute 
(919) 541-2498 

Education & Outreach Group 
Telephone: (919) 541-5584 
E-mail add: wright.howard@epamail.epa.gov 
EOGWebPg: www.epa.gov/oar/oaqps/eog 

townsend,ron@epamail.epa.gov 

Mission: EOG manages the Air Pollution Training Institute(APTI) whose mission 

Students: 

is to provide technical air pollution training, principally to State and local 
Air agencies to enhance skills necessary to understand and implement air 
programs and policies. In addition, the Env. Education program mission is 
to increase K-12 students' environmental literacy, encourage youth to 
pursue env. careers and enhance students' env. stewardship. Finally the 
Outreach Program strives to build new partnerships and strengthen 
existing ones in air areas by reaching out to non-traditional 
audiences with relevant information in a way that they can understand. 
18,000 -approx. no. of students trained in FY 1997.N.B.: This represents 
about 26,000 student days of training. 

Trg Mthds: Classroom 
Satellite Downlink 
Self-study- including written materials, audio and video materials. 

Grth Area: Our biggest growth area is in satellite training. Over the past four and 
one half years, the air pollution distance learning network (APDLN) has 
grown to about 110 down-link sites across the US and simultaneously 
the popularity of the telecasts has grown. 

Networks: Other networks with which we are involved include: EPA Regional 
Offices, University-based Area Training Centers across the US, the 
Air and Waste Management Association, ACS, National Technological 
University and Univ. Of Tennessee System(for Small Business broadcasts). 

Mkt Niche: Our niche in the training market is as follows: Geographically-we are a 
national training resource dedicated to the training needs of State and local 
air agencies. Subject- first-band info. On emerging rules and regulations 
Delivery-Only National network of Downlink sites at SIL air agencies 

Funding: Technical Training: 105 Grant funds; Env. Ed. & Outreach: EPA dollars. 
Personnel to support all of the above are provided by EPA funds. 

Needs: We financially support and provide assistance in the Annual Needs 
Assessment conducted by ST APP Al ALAPCO 

Info: Training information is available by e-mail, on diskette, via Internet 
and in catalog form. 
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NATIONAL AIR COMPLIANCE TRAINING 
DELIVERY PROJECT: CARB V 

I. Agency, agency contact, phone number, e-mail address, www site. 

California Air Resources Board 
Mary M. Boyer 
(916) 322-6037 
e-mail: mboyer@arb.ca.gov 
http://arbis.arb.ca.gov/cd/training.htm 

2. Audience of your training. 

State/local/federal/tribal, as well as industry and environmental organization 
attendees; students predominantly compliance inspectors with engineers and planners in 
somewhat smaller numbers. 

3 Mission statement. 

The National Air Compliance Training Delivery Project is a multi-year, federal, 
state and locally funded program to demonstrate and deliver onsite California Air Resources 
Board 100 Basic Compliance Inspector training and to demonstrate, develop and deliver Series 
200 specific source category training. 

4. Number of students trained in last fiscal year 96/97. 

A total of 108 class days were presented during fiscal year 96/97. This translates 
into a total of 2,626 student days of training. 

5. Method of training, i.e. classroom, downlink. 

All CARB 5 courses are conducted onsite by an ARB staff specialist and/or 
retired seniors that are hired as instructor/trainers through the National Council on Aging. The 
courses include classroom discussions, lectures, video/slide presentations with manuals. The 
Series 200 courses include a site visit as part of the course. 

6. What is the biggest growth area for your courses/training? 

The largest demand is the Series 200 courses, specifically the CEMs and 
observing source testing courses. We have scheduled the 200 courses already for 1999. 

7. What "networks" are you involved with that are not represented by this group? 

CARB works with all of the training coordinators for most of the 50 states and all 
of the ten EPA regions. CARB also works with the NETI, APTI and WEST AR. 
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8. What is your niche in the training market: geographically, subject and delivery? 

Our courses have been taught to students from the entire United States, including 
Alaska and Hawaii. CARB 5 "niche" has been that the training has been onsite to maximize 
convenience and minimize travel costs for the state and local agencies that participate in the 
courses. Also the focus of the courses is compliance. 

9. Source of funding? 

All of the CARB 5 courses are funded through 105 funds. 

10. Do you (1) do an annual needs assessment and (2) did you participate in EPA needs 
assessment? 

The Air Resources Board does an annual needs assessment for the staff within the 
State of California. ARB also participated in EPA's assessment. ARB staff have been involved 
with the EPA needs assessment and have used the results to play for future training courses for 
the National CARB 6 program. 

11. Is your training information available electronically, by e-mail or on disk? 

The training schedule for CARB 5 is located on the ST APP N ALAPCO training 
web page. Attached is a hard copy of that schedule. Also ARB's training schedule is on the web 
page indicated at the top of this paper. 



100 SERIES -- 1997-1998 CARB-6 SCHEDULE AND STATE CON'!'ACT 

~ PROGRAM 

October 20-24 100 Series 

November 17-21 100 Series 

December 100 Series 

January 5-9 100 Series 

February 2-6 100 Series 

March 9-13 100 Series 

April ?? 100 Series 

May 11-15 100 Series 

June ?? 100 Series 

July 13-17 100 Series 

August ?? 100 Series 

September ?? 100 Series 

October 100 Series 

Revised November 5, 1997 

LOCATION REGION STATE CONTACT 

Hartford, Connecticut 1 Dennis Demchak 

Columbia, SC 

DO NOT SCHEDULE 

Honolulu, HI 

Louisville, KY 

Murfreesboro, TN 

Kansas City, KS 

Philadelphia, PA 3 

Oklahoma City, OK 

Tampa, Florida 

None Scheduled 

Indian Nations 

None scheduled 

(860)424-3446 

4 Dennis Camit 
(803)734-3653 

9 Kathy Hendricks 
(808) 586-4200 

4 Michele Kent 
(502) 573-3382 

4 Ron Culberson 
(615) 532-0561 

7 Debbie Titus 
(913) 551-7712 

Humberto Monsalvo 
(215) 566-2163 

6 David Gann 
(405) 290-8247 

4 John Hughes 
(904) 921-9605 

7 Ira Salvini 
(913) 551-7817 
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1998: OCTOBER 
1998: NOVEMBER 
1998: DECEMBER 

Phoenix, AZ 
DO NOT SCHEDULE 

Revised: September 24,1997 
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200 Series CARB-6--1997-1998-- SCHEDULE AND STATE CONTACT 

OCTOBER 1997 
Oct 6-9 200 Phoenix, AZ 

HMA - Al Danzig 
VOC Controls - Al Danzig 
Graphic Arts - Al Danzig 
Solvent Cleaning - Al Danzig 

9 Barbara Roach 
(602) 506-6945 

October 20-23 200 Tuscon,AZ 9 Kathie Lawrence 
(520) 740-3369 

Baghouses - Al Danzig 
Industrial Boilers - R.C. Smith 
Fugitive VOC - Al Danzig 
Stationary Gas Turbines - R.C. Smith 

NOYEMBER 1997 
November 17-20 200 Miami, FL 4 Ray Gordon 

DECEMBER 1997 
December 8-11 

JANUARY 1998 

Gas Facilities - Pete Gates 
VOC Controls - Pete Gates 
Fugitive VOC - Al Danzig 
ESP'S - Al Danzig 

(305) 372-6925 

200 Houston, TX 6 Mary Knotts 
(713) 767-3719 

VOC Control Devices/Scrubbers - Al Danzig 
Fugitive VOC - Al Danzig 
Petroleum Refining - Pete Gates 

January 12-15 200 Seattle, Washington 10 Rosemary Busterna 
(206) 689-4021 

FEBRUARY 1998 
February 2-5 

Solvent Cleaning -- Al Danzig 
ESP -- Al Danzig 
Soil Decontamination -- Mark Tavianini 
Incinerators -- Mark Tavianini 

200 Oklahoma City, Oklahoma 6 David Gann 
(405) 290-8247 

Aggregate Plants -- Al Danzig 
Concrete Batch Plants -- Al Danzig 
Oil Field Production -- Pete Gates 
Gasoline Facilities -- Pete Gates 

February 23-26 200 Honolulu, Hawaii 9 Kathy Hendricks 
(808) 586-4200 

Concrete Batch Plants - Al Danzig 
Solvent Cleaning - Al Danzig 
Ambient Air Monitoring - R.C. Smith 
Industrial Boilers - R.C. Smith 
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MARCH 1998 
March 16-19 

APRIL 1998 
April 6-9 

MAY 1998 
May 11-14 

JUNE 1998 
June 8-11 

June 29-2 

JQLY 1998 
July 13-16 

AUGUST 1998 
August 10-13 

200 Columbia, S.Carolina 4 

Surface Coating:Metal - Al Danzig 
Landfill Gas Facilities - Al Danzig 
Fugitive VOC - Pete Gates 
Gas Fae I & II - Pete Gates 

Dennis Camit 
(803) 734-3653 

200 Series Salt Lake City, Utah 8 Marv Maxell 
(801) 536-4082 

Aggregate Plants -- Al Danzig 
Concrete Batch Plants -- Al Danzig 
Ambient Air Monitoring -- R.C. Smith 
Industrial Boilers -- R.C. Smith 

200 Lexington, MA (NESCAUM)l 

Gasoline Facilities -- Pete Gates 
VOC Controls -- Pete Gates 
Fugitive VOC -- Al Danzig 
Solvent Cleaning -- Al Danzig 

200 Helena, Montana 8 Chuck Homer 

Cement Plants -- Sue Wyman 
Hot Mix Asphalt -- Sue Wyman 
ESP -- Al Danzig 
Baghouses -- Al Danzig 

(406) 444-5279 

200 Philadelphia, PA 3 Humberto Monsalve 
. (215) 566-2163 

Surface Coating:Metal Terone Preston 
Surface Coating:Aerospace -- Terone Preston 
Industrial Boilers -- whoever 
Stationary Gas Turbines -- whoever 

200 Madison, Wisconsin 5 Penny Kanable 
(608) 264-8892 

Surface Coating:Metal -- Terone Preston 
Surface Coating:Auto -- Terone Preston 
Graphic Arts Al Danzig 
VOC Controls -- Al Danzig 

200 Tampa, Florida 

HMA - Al Danzig 

4 John Hughes 
(904) 921-9605 

Concrete Batch Plants - Al Danzig 
CEM - R.C. Smith 
OST - R.C. Smith 



August 24-27 

SEPTEMBER 1998 
Sept. 14-17 

FY 1998-1999 

OCTOBER 1998 

200 Kansas City, KS 

Preferences not in yet 

200 Phoenix, AZ 

Preferences not in yet 

7 

9 

Debbie Titus 
(913) 551-7712 

Barbara Roach 
(602) 506-6945 

October 19-22 200 Series Salt Lake City, UT 8 Marv Maxell 
(801) 536-4082 

CEM R.C. Smith 
OST R.C. Smith 
OFP Pete Gates (Classroom) 
OFP Pete Gates (Field Visit) 

NOVEMBER 1~~0 
November 16-20 200 Seattle, WA 9 

~2:i.u;:a~ ~~~f ~~~D!:;;~li! DQt in y~t 

DECEMBER 1998 
December 14-18 200 Series Columbia, SC 

OST R.C. Smith 
AMM -- R.C. Smith 
? 
? 

Rosemary Busterina 
(206)689-4021 

4 Dennis carni t 
(803)734-3653 
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MARAMA 1997 Accomplishments 

MARAMA Workshops and supported training sharpened member's skills: 

• October 1996 Air Monitoring Workshop 

• December 1996 support for attending NARSTO-NE Symposium 
• January 1997 Workshop on New Ambient Standards 

• February 1997 Title V Permits Workshop 
• April 1997 Support for attending EPA PAMS Ozone Monitoring Workshop 

• May 1997 Ozone Map Workshops with NESCAUM and OTC 
• June 1997 Eastern States PM

2 5 Monitoring Workshop 
• July 1997 Workshop on Communicating the new Air Quality Standards 

•August 1997 support for attending EPA-STAPPA-ALAPCO Air Toxics Workshop 
• September 1997 support for attending NCVECS Mobile Sources Conference 

MARAMA contracts helped share information and accomplish regional goals: 

• Developed the 1995 Ozone Atlas for the Mid-Atlantic Region 

•Helped fund the NESCAUM-MARAMA-OTC regional ozone mapping project, 
producing the first daily ozone maps for the entire Mid-Atlantic-Northeast regions 

• Upgraded Mid-Atlantic air monitoring software to help create the ozone map 
•Provided ongoing support for ozone modeling in the Baltimore-Washington areas 

•Contributed to a NARSTO-NE project developing 1995 MMS wind fields 
• Met emergency needs at PAMS monitoring sites in Baltimore and DC 

• Supported public education and technician training for advanced vehicle 

emissions inspection and maintenance programs 

MARAMA encouraged cooperation and coordination among its members: 

•Published a directory of key staff at member agencies and EPA 
• Issued weekly regional ozone reports during the summer 

• Initiated the region's first air quality data analysis plan 
• Sponsored quarterly meetings of the MARAMA Air Directors 

• Held numerous conference calls among technical committees and working groups 

Strengthening the skills and capabilities of member agencies, and helpmg them 
work together to prevent and reduce air pollution in the Mid-Atlantic Region 
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Plans for 1998 

MARAMA will continue to emphasize workshops and sponsored training. 
Plans include: 

• Monitoring and Air Quality Data Analysis Workshop in October 1997 
• Ozone Map End of Season Workshop in November 1997 
• Vehicle Emissions Testing Workshop in December 1997 
• PM2 5 Monitoring Training in January and June 1998 
·Air Toxics workshop in February 1998 
• Dispersion Modeling for Permit Writers in March 1998 
• Enforcement Meeting 
• Title V Permit Workshop & CAM Rule 
• VOC Sampling and Controls 

MARAMA contracts will be developed to meet the needs of member 
agencies. Projects are expected to include an air quality data analysis 
report, futher development of the ozone map, assistance with workshops, 
as needed support for PAMS monitoring, regional ozone modeling work, 
and support for high enhanced vehicle emissions inspection programs. 

Coordination activities will continue to be an important MARAMA 
function, including quarterly Air Director's meetings, periodic technical 
conference calls, an updated MARAMA Directory, and the regional 
air quality data analysis plan. 

MARAMA gratefully acknowledges the financial and technical support of the 
US Environmental Protection Agency, with particular assistance from 
EPA Region Ill, the Office of Mobile Sources, and the 
Office of Air Quality Planning and Standards. 

Mid-Atlantic Regional Air Management Association 
711 W. 40th St, Ste. 318, Baltimore, MD 21211-2109 
410-467-0170 
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Month 

October 

MARAMA FY 98 WORKSHOP PLANNING SCHEDULE 
Updated 

December 9, 1997 

Workshop Location 

Monitoring and Data Analysis Workshop Oct. 15-16 Rehoboth Beach 

Chromatography Data Handling Users Meeting 
(travel assistance) October 22-24 

MARAMA Executive Board Meeting Oct. 25 

San Jose, CA 

At STAPPA/ALAPCO 
in Michigan 

November Ozone Map Workshop (with NESCAUM & OTC) Baltimore 
November 5-7 

MARAMA Data Analysis Conference Call Nov.12 

NARSTO Continental Critical Review 
(travel assistance) November 16-19 

December MARAMA Mobile Sources meeting plus 

January 

February 

March 

April 

April/May 

May/June 

"Understanding ASM Testing" Workshop by CSU 
December 16-18 

MARAMA Executive Board Annual Meeting Jan. 26 

PMz.5 Network Design Workshop Jan. 26-27 

MARAMA Toxics Workshop Feb. 18-19 

Dispersion modeling for point sources workshop 
(tentatively scheduled for Mar. 24-26 

MARAMA Executive Board Meeting April 4 

VOC Sampling & VOC Control Technologies? 
schedule with Rutgers & ICAC 
(possibly switch timing w/ Title V in Sept?) 

PM2.s Monitoring Operation Workshop? 
Maybe have data analysis training concurrently? 

Conference Call 

West Palm Beach, FL 

Philadelphia 

Williamsburg 

Williamsburg 

Baltimore 

Philadelphia 

At STAPP Al ALAPCO 
in Alabama 

DC suburbs 

(TBD-Phily lab?) 
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July MARAMA Executive Board Meeting (TBD) 

Workshop with Board Meeting? 

September Title V & CAM Rule? 
(possibly switch timing w/ voe in spring?) 

***** 

Requested workshops to be scheduled: 

Nitrogen emissions forum (Delaware request) 

Statistics Training for Air Quality Analysis-probably S+ 

VOC sampling and analysis-bring Rutgers class to Baltimore area 

(TBD) 

(TBD) 

(TBD) 

VOC control technologies-to be presented by the Institute of Clean Air Companies 

PMz.s training 
Late summer or fall 1998-Hands-on Equipment Operation Training 

Title V Permitting-Board has requested annual workshop 

Training session on creating overhead slides 

Health effects of ozone and fine particulates-maybe in Baltimore or RTP (with EPA and local 
health experts) 

Workshop on new CAM rule 

Sept/Oct-MARAMA Executive Board Meeting with ST APP Al ALAPCO meeting-likely to be 
late October 



Agency, agency contact, phone no , e-mail address, www site 

METRO 4, INC 

Joan Liu, President METRO 4, INC 

Joan Liu, President 
METRO 4, INC 
700 North Tryon Street 
Charlotte, NC 28202 

Phone 704-336-5500 
Fax 704-336-4391 
www hucs@mail charmeck nc us 

Raymond Gregory, Training Coordinator, METRO 4, INC 

Raymond Gregory 
METRO 4, INC Training Office 
2221 Preachtree Rd N E 
Suite D-626 
Atlanta, GA 30309 

Phone 404/352-8808 
Fax. 404/352-8818 
E mail metro4@worldnet att net 
Web Page www metro4 org 

2 Audience of your training 

Staff and management of the eight states and sixteen local air pollution control agencies 
in EPA Region 4 

3 M1ss1on Statement The objectives of METRO 4, fNC, are 

(a) To be a forum for communicating common local concerns to EPA Region 4, 
(b) To function as a coordinating body with ALAPCO, Inc, and Headquarters EPA, 
(c) To develop and improve cooperative relationships between local, federal and state 
governmental regulatory agencies, 
( d) To function as a focal pomt for exchanging technical and regulatory information on air 
pollution control, and 
( e) To serve as a recipient of funds and disbursing agent for the furtherance of education, training 
and related travel for persons engaged in air pollution control activities within the area comprising 
US EPA Region 4 
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4 No Of students trained in fiscal year 95/96 

Three traming courses were conducted m fiscal year 1996, 75 students attending 
In addition. 200 students were assisted with training/travel expenses 

5 Method of Training, 1 e classroom, downlink 

Classroom is the primary method of training 

6 What is the biggest growth area for your courses/training? 

Increasing demand for courses 

7 What networks are you involved with that are not represented by this group? 

In addition to Group, other air pollut1on training consortia 

8 What is your niche in the training market geographically, subject and delivery? 

Geographically :METRO 4, lnc , covers the eight states in EPA Region 4 
Subjects Any training of benefit to air pollution control agencies in Region 4 
Delivery Presently classroom training 

9 Source of funding 

A Section I 03 grant form Region 4 

10 Do you (1) do an annual needs assessment and (2) did you participate in EPA needs 
assessment? 

(I) The first one was part of the recent Training Coordinators' Meeting (September 1997) 
(2) Member agencies did participate in the FY 1997 survey (15 agencies) 

11 ls your training mformation available electronically, by e-mail or on disk? 

A Web Page is in the final testmg phase and will shortly contam the schedule 
www.metro4.org 

Current course hst There are three sessions of a CEM Auditing course and of a Stack 
Sampling for HAPS course scheduled 



INET 
NATIONAL ENFORCEMENT TRAINING INSTITUTE 

Purpose and History of NET/ 

leadership for 

enforcing 
environmental laws 

NETI is responsible for training Fed1.. . .,.,, State, Local and Tribal lawyers, 
inspectors, civil and criminal investigators and technical experts in the 
enforcement of the nation's environmental laws. Congress created the 
National Enforcement Training Institute as a part of the Pollution Prosecution Act 
of 1990 (P.L. 101-592, 42 USC 4321) and is the only Congressionally mandated 
training entity within the U.S. Environmental Protection Agency. As of 
September 30, 1995, NETI is a division in the Office of Criminal Enforcement, 
Forensics and Training within the Office of Enforcement and Compliance 
Assurance. 

In fiscal year 1996, NETI and its partners trained almost 4700 environmental 
enforcement professionals in approximately 50 civil and criminal 
environmental enforcement training courses. 

Facilities and Training Available 

NETI's strategy is to promote a balanced training approach using traditionaf 
classroom training, distance learning, and cooperative agreements with other 
organiz.ations. NETI and its partners offer quality training courses for enforcement 
personnel in a number of areas, such as: 

case support: coW"Ses for attorneys, inspectors and technical staff that 
cover things such as basic and multimedia inspections, case development, 
negotiation :;kills, and administrative b:~arings and trial experience. 

specific statute enforcement: courses for inspectors, investigators and 
attorneys that cover inspection techniques, regulations and specific issues 
for a statute. 

compliance assistance: coW"Ses for personnel that provide compliance 
assistance to the regulated community. 

environmental criminal enforcement: coW"Ses for criminal investigators, 
local law enforcement, ang attorneys that cover techniques in recognizing 
and investigating environmental cnme. 
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Besides providing training in EPA's Regional offices around the country and at 
other state locations, NETI manages three training sites: 

NETI-HQ in Washington, DC, includes state-of-the-art training space 
such as a computer development laboratory, a video conferencing room 
and a mock courtroom; 

NETI-West in Lakewood, CO, a suburb of Denver, offers a convenient 
training location for mucli of the western half of the U.S.; and 

Fl ETC, or the Federal Law Enforcerier• Training Center, in Gl;·!lco, GA 
provides training for EPA' s criminal enforcement personnel. 

Newest Course Offerings 

NETI piloted a new _course in a nationwide satellite broadcast in November 1996: 
"Environmental Enforcement Negotiations Skills -The Basics." This new 
course teaches a varietv of tools and tactics used to reach settlement, how to plan 
and prepare for a successful negotiation, and how to manage time wisely. The 
course materials, including video tapes, reference materials and facilitated 
simulations, will allow this course to be taught in a variety of settings. 

NETI staff are developing a new computer-based course, "Environmental 
Statute Review," that will provide an overview of seven major environmental 
statutes for which EPA is responsible. The course will be distributed on 
CD-ROM and will use graphics, animation, video, and narration to examine the 
background, major provisions, and enforcement authorities associated with each 
statute. NETI expects this course to be available in the spring of 1997. 

For More Information ... 

Mr.ny NETI documents, such as the Catalogue and Schedule of Courses, can be 
faxed to you -- just call our NETI Hotline at 1-800-EPA-NETI. Visit our NETI 
World Wide Web Home Page at http://es.inel.gov/neti, or contact us on the 
Enviro$ense Bulletin Board System by setting your modem to call 
703-908-2092. 

U.S. EPA - National Enforcement Training Institute 
401 M St., SW (Mailcode 2235A) 

Washington, DC 20460 
Phone: 202-564-2430 Fax: 202-564-0075 

December 1996 



1. Agency: 

Rutgers/EOHSI Air Pollution Training Center 

Environmental and Occupational Health Sciences Institute 
Public Education and Risk Communication Division 
681 Frelinghuysen Road, P.O. Box 1179, Piscataway, NJ 08855 
Contact: Dr. Robert Hague (732) 235-5443 e-mail haguero@umdnj.edu 

2. Audience: Federal, state and local air pollution personnel and private industry 

3. Mission Statement: The Air Pollution Compliance Training Center uses a 
curriculum-based approach to training; rather than as individual short courses. Our goal is 
to provide quality training to the air pollution regulatory community using a stepwise 
graded curriculum. The curriculum was originally designed in collaboration with USEP A 
for the purpose of providing the federal air pollution inspector with the minimum training 
necessary to conduct inspections under EPA Order 3500.1, however the program has 
found broad acceptance with state and local air pollution control agencies. The 
curriculum is six weeks in length and is broken down into two-week blocks of training 
known as Levels I, II, and III. These Levels were designed as a progression with each 
succeeding level being more technical in nature, with separate topics covered in one to 
four-day modules. By following the progression of training levels, the student avoids 
overlapping courses and is presented with the necessary skills to conduct effective field 
inspections. 

4. Number of students trained m the last year: 620 

5. Method of training: combination of classroom, site visit, hands-on laboratory, and (new 
this year) Internet-based distance education. 

6. The largest growth area remains state and local enforcement agencies. The Center has 
had considerable success in the past year in conducting both the basic and advanced 
training levels at sites away from our base in New Jersey. It is our intention to continue to 
make our courses available throughout the U.S. 

7. The Center is also affiliated with the University Network for Environmental Training 
(UNET), the Universities Occupational Safety and Health Educational Resource Center 
(UOSHERC), the Mid-Atlantic Asbestos Training Center (MAA TC), USEPA Air 
Pollution Training Institute (APTI) and is a NIOSH training site. 

8. Niche: Eastern U.S., Subjects: Air Pollution, Safety and Health, Compliance Inspection 
Procedures, Advanced Monitoring and Compliance Evaluation 

9. Funding Source: EPA training contract, student tuition 

10. Annual needs assessment: Yes 

11. Training information available at www.eohsi.rutgers.edu/cet 
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Rutgers/EOHSI Air Pollution Training Center 
1997-1998 EOHSI Air Pollution Training Schedule 

Level I 

Overview of the Clean Air Act Amendments of 1990 

Principles and Practice of Air Pollution Control 

Basic Health and Safety for Field Activities 

Fundamentals of Environmental Compliance Inspections 

Level II 

Basic Source Inspection Techniques 

Continuous Emissions Monitoring Systems 

VOC Sampling and Analysis 

Evaluation of Source Emission, Capture Transport & Testing Systems 

Level III 

General VOC Source Regulation and Inspection 

VOC Fugitive Emissions 

Combustion Source Inspection 

Jan.26, 1998 
Oct. 12, 1998 

Jan. 27-30, 1998 
Oct. 13-16, 1998 

Feb. 2-4, 1998 
Oct.19-21, 1998 

Feb. S-6, 1998 
Oct. 22-23, 1998 

Feb. 23-25, 1998 
Sept. 14-16, 1998 

Feb. 26-27, 1998 
Sept. 17-18, 1998 

March 2, 1998 
Sept. 21, 1998 

March 3-6, 1998 
Sept. 22-25, 1998 

Oct. 27-29, 1997 
Apr. 27-29,1998 
Nov. 2-4, 1998 

Oct. 30-31, 1997 
Apr. 30- May 1, 1998 

Oct. 22-24, 1997 
Apr. 22-24, 1998 
Oct. 28-30, 1998 



Level IV 

Asbestos NESHAP Demolition & Removal 

Inspection Procedures Workshop 

NOx Emissions Control 

Compliance Assurance Monitoring 

Source Sampling for Particulates 

VOC RACT Compliance for Industrial Sources 

TBA 

June 1-2, 1998 

Spring, 1998 
Oct. 6-7, 1998 

Sept. 7-10, 1998 

Apr. 13-14, 1998 
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W E S T A R 

WESTAR Council 
Western Regional Air Quality Training Center 

Information Sheet 

J. Western States Air Resources (WEST AR) Counc1l lnformat1on: 
Principal Contact Jeffrey P Gabler, Traming Programs Manager 
Phone (503) 220-1660 
FAX (503) 220-1651 
email Jgabler@westar org 
web site http //www westar org 

2. Audience 
WESTAR's trammg courses and workshops are designed for air regulatory agency staff (only) and range 
from introductory materials to advanced, pohcy-onented workshops intended for experience staff 

3 Mission Statement 
"It 1s the M1ss1on of the Western States Air Resources (WESTAR) Council to provide a forum to address 
air quality issues of common concern, to promote the exchange of information among the member states 
and to provide a foundation for effective a1T resource management " 

4. Number of Student Tramed During 1995, 1996 & 1997 
1995 participants totaled 450, 1996 part1c1pants totaled 430, 1997 part1c1pants totaled 511 

5. Method of Training Delivery 
WEST AR courses and workshops are all conducted by ons1te instructors at convenient hotels w1thm the 
western states Personal interaction between the part1c1pants and the instructors is a very important element 
of WESTAR courses Workshops often include panels consisting of staff from state/local air agencies 
sharing mformat1on on how they have solved common problems 

6. Area of Largest Growth m WEST AR's Train mg Program 
Pnor to 1997 the largest demand for WEST AR training has been in the area of Title V Operating Permit 
wntmg and policy In 1997, as expected, demand for WEST AR' s PM2 5 Momtonng workshops was 
enormous and replaced Title Vas our most popular workshop among member states During the upcoming 
year WEST AR expects continued large demand for particulate matter courses and add1t1onal courses are 
planned m this area 

7. Other Networks 
WEST AR works with the member states that sponsor our train mg courses to 1dent1fy program and course 
pnont1es 

8. WEST AR Niche in the Tram mg Market 
Our courses and workshops address emerging EPA programs and regulations that impact state/local air 
agencies and m areas where member states have md1cated a high demand for training Courses are offered 
w1thm the western Umted States and are exclus1vely face-to-face 

9. Funding 
All WEST AR courses our funded through 105 funds from the member states, EPA Regions 8, 9 or 10 
and/or EPA OAQPS Education and Outreach Group (EOG) 

10. Training Assessments 
WESTAR's member states part1c1pate m STAPPA/ALAPCO needs assessment survey and conducts an 
annual a WESTAR member states needs assessment, 1f needed The Air Directors and WESTAR's 
Western Regional Arr Quality Trammg Advisory Committee members determine future training topics 

11. Training Information 
More mformation on course scheduling, agendas and locations are available on WESTAR's web page 
(www westar org) 

12. 1998 Training Schedule 
As of December 11, 1997, courses for CY 1998 are tentative Please check WEST AR' s web page 
(www westar org) for updated current information 
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WEST AR Council 
Western Regional Air Quality Training Center 

CY 1998 Training Schedule 
Tentative as of January 15. 1998 

The following trammg courses, conferences and meetings are scheduled to be offered by WESTAR during the CY 1998 The 
mformat1on contamed m WEST AR's CY 1998 Trammg Schedule 1s tentative and subject to change, please check WESTAR's web 
site at WWW WESTAR ORG for up-to-date mfonnauon These trammg courses, conferences and meetmgs are sponsored by 
WESTAR, EPA OAQPS's Education and Outreach Group, and EPA Region VIII, IX and X states. For more mfonnat1on please 
contact Jeff Gabler at (503) 220-1660 or Jgabler@westar org 

Feb. 9- I Ith 

April 1998 

April 1998 

May 1998 
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Training Course Schedule for CY 1998 

Permittmg Processes for Stationary Sources: PSD/Perm1tting Honolulu, Hawaii 

This workshop, sponsored by WESTAR, the State ofHawau and EPA Region IX, 1s bemg conducted for state, 
regional and local air staff to provide practical mfonnat1on and updates on Prevention of Significant 
Deterioration and Penn1tting D1scuss1ons will include PSD Permit Review {definitions, apphcab1hty for New 
Sources and Mod1ficat1ons, significant em1ss1ons), New Source Review, and Operating Permits (mtroduct1on, 
apphcab1hty, permit contents, rev1s1ons and mod1ficat1ons) 

Compliance Assurance Momtoring Rule and Credible Evidence Phoenix, Arizona 

The central focus of the Comphance Assurance Mon1tormg workshop 1s to examme the various aspects of the 
final CAM Rule promulgated October 1997 The workshop will address the CAM Rule's 1mplementat10n 
schedule and reqmrements, and explore the relat10nsh1p between the CAM and Credible Evidence Rules This 
workshop will include potential rev1s1ons or guideline changes to the regulat1on(s) WESTAR's Western 
Regional Arr Quality Trammg Center, EPA's OAQPS EOG and the State of Arizona will sponsor this 
workshop 

Review of the Tribal Authority Rule for Regulatory Agencies Phoenix, Arizona 

WESTAR's Western Regional Air Quality Training Center, m cooperation with EPA OAQPS EOG, will host 
this workshop to brmg together federal, state and local air agency staff responsible for working with tribes as 
they unplement the Tribal Authority Rule (TAR) through new tribal air programs This workshop facilitated 
by Northern Arizona University's Institute for Tribal Environmental Professionals will provide an overview of 
the soon-to-be-promulgated TAR The goals of the workshop are pnmanly to provide trainmg for the states by 
mformmg the part1c1pants of key elements, exploring the legal structure and program reqmrements, d1scussmg 
perspectives on tnbal sovereignty issues and air program developments, and d1scussmg workmg options for 
effective and cooperative 1mplementatton of the TAR 

Transportation Conformity Rule Reno, Nevada 

WESTAR's Western Regional Au Quahty Trammg Center, m cooperation with EPA OAQPS EOG, will host 
this workshop to brmg together federal, state and local air agency staff responsible for workmg wnh the 
Transportation Conformity Rule This workshop will address the amendments to the Transportation 
Conformity Rule and mclude d1scuss10ns on the Rule's prov1s1ons such as bu1ld/no build tests, areas not 
required to submit SIPs, mismatch m SIP/plan time frame, non-federal projects, and modeling requirements 
Potential rev1s1ons to this rule will be included m this workshop 
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May 1998 

June 2- 4th 

Summer 1998 

July 1998 

July 1998 

August 1998 

Smoke Management/Prescribed F1re/Wildland Fire Pohcy Boise, Idaho 

This workshop will bring together federal, state and local air staff The purpose ofth1s workshop 1s to mform 
federal, state and local air agency staff on the policy and resource impacts to their respective orgamzat1ons 
from issues associated with the FACA Wildland Fire Policy as It relates to wildland and prescribed fire unpacts 
to the NAAQS and Regional Haze programs, and the role of the federal land managers Sponsored by 
WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS EOG 

Stationary Source Salt Lake City, Utah 

WESTAR's Western Regional Air Quality Traming Center, in cooperation with EPA's OAQPS EOG, will host 
this workshop to bnng together federal, state and local air agency staff This annual workshop will focus on 
updating air staff members on recent changes and new applicable federal air quality rules 

PM2.S Momtormg: Quality Assurance/Quality Control (Field 
and Laboratory) 

TBA: Regions 8, 9 and 10 

The PM2 S Monitoring workshop, sponsored by WEST AR's Western Regional Air Quality Training Center 
and EPA's OAQPS EOG, will be developed for state and local FRM field and laboratory technicians This 
workshop 1s intended to provide hands-on experience for staff The training will provide field technicians the 
opportunity to explore FRM operatwn, cahbrat1on, data handling and auditing, and laboratory technicians the 
opportunity to expenence filter handling and weigh mg techniques Due to the scope of the workshop the 
number of part1c1pants will be I muted 

Meteorolog1cal Model Version S (MMS) Seattle, Washington 

The focus of this workshop 1s for federal, state and local air agency staff members to gain an understanding of 
prognostic modeling capab1ht1es with specific emphasis on those products generate by MM5 The workshop 
will provide a conceptual understanding of the physics, scales-of-motion, hm1tat1ons, advantages and input 
options associated with MMS The goal ofth1s workshop 1s to educate part1c1pants on the potential uses of 
MMS modeled meteorolog1cal fields as they relate to regulatory apphcat1ons (e g, PSD, SIP and NSR) This 
workshop 1s geared toward air quality modeling personnel with extensive modeling expenence This 
workshop 1s lecture-based Sponsored by WEST AR's Western Regional Air Quality Trammg Center and 
EPA's OAQPS EOG 

Regional Strategies Centers and Regional Air Management 
Partnerships (RAMPs) 

Portland, Oregon 

This session will bring together state and local air Directors and staff to review concepts of Regional Strategy 
Center and RA MPs Topics to be discussed include scope and direction of Strategy Centers, em1ss10n and 
meteorological mventory development, resource and time requ1rements This session 1s sponsored by 
WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS EOG 

Em1ss1ons Inventory for PM2.5 and Imphcat1ons Reno, Nevada 

This workshop will bnng together federal, state and local air agency staff members responsible for PM2 5 
planning and modeling The focus ofth1s workshop will be to review em1ss1on inventory needs for SIP 
planning and modeling requirements Sponsored by WEST AR's Western Regional Air Quality Training 
Center and EPA's OAQPS EOG 
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August 1998 Regional Haze & Visibility Salt Lake City, Utah 

The purpose of this workshop is to explore the revisions to the existing visibility regulations and review the 
impacts that these revisions will have on state and local air agencies. Topics include: initial SIP and 
subsequent SIP revision requirements; progress targets; emission control strategies; and stakeholder 
relationships. Sponsored by WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS 
EOG, and possibly FLMs. 

September 1998 Woodstove Curtailment Program Portland, Oregon 

October 1998 

October 1998 

This workshop will examine the effectiveness of residential wood combustion episodic control strategies 
instituted to control PMIO emissions in the West and look at the applicability of these programs under the 
PM2.5 NAAQS revisions. WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS 
EOG will sponsor this workshop. 

Open-Market Trading Albuquerque, New Mexico 

This workshop, sponsored by WESTER's Western Regional Air Quality Training Center and EPA's OAQPS 
EOG, will bring together federal, state and local air staff members involved in Open-Market Trading. This 
course will review EPA's policy on Open-Market Trading and the impacts on state and local air agencies 
including OM trading requirements and accountability. 

Basic Permitting Coeur d' Alene, Idaho 

This workshop offers the basic skills necessary to write preconstruction permits. The course will cover 
calculations of emissions and regulatory evaluations. Title V will not be covered in this course. The workshop 
is sponsored by WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS EOG. 

November 1998 Small Business Assistance Program/Air Toxics Denver, Colorado 

This workshop will bring together federal, state and local air agency staff members responsible for working 
with Small Business Assistance Programs (SBAP)/ Air Toxics. This second annual workshop will provide 
training and updates on new applicable federal air quality rules. This workshop will be sponsored by 
WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS EOG. 

Tentative WESTAR Workshops for CY 1998 

December 1998 New Source Review Reform/PSD Reno, Nevada 
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This workshop, sponsored by WESTAR's Western Regional Air Quality Training Center and EPA's OAQPS 
EOG, will review the soon-to-be promulgated New Source Review (NSR) Reform. The goal of the workshop 
is to familiarize federal, state and local air agency staff on the changes to the NSR program. Execution of this 
workshop is reliant on promulgation of the NSR Reform program (anticipated promulgation late CY 1998). 

Other WESTAR Meetings & Conferences for CY 1998 
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Feb. 4 - 5th 

March 9 - l l th 

TBA 

TBA 

TBA 

Pollution Prevention m Permitting Pilot Project (P4 Project) Seattle, Washington 

This workshop 1s designed to fam1ltanze senior state penmttmg staff with the practice of mcorporatmg 
pollution prevention and operational flex1bil1ty into Title V Penmts. The workshop w1!1 mclude examples 
from successful P4 pilot pro1ects, criteria for selecting candidate P4 sources and case study exercises This 
workshop 1s sponsored by WEST AR, and Ross & Associates 

WEST AR's Spring Busmess Meeting San Diego, Cahforma 

WESTAR Director's Spnng Business Meetmg 

Traming Center Advisory Committee Meetmg TBA 

Fall Technical Conference TBA 

Fall Business Meeting TBA 
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Tools/or Trainers (January 1998) 

Table of Contents 
Training Evaluation Resources 

Overview of Evaluation .................................................. Page Dl 

MARAMA Workshop Evaluation ......................................... Page D5 

This is a one-page form to evaluate the workshop as a whole, including things 
participants liked, suggestions for improvement. 

CARB Course Evaluation ................................................ Page D9 

This is a one-page fonn that is used to gather feedback on participant satisfaction. 

CARB Evaluation by Trainees On-Site .................................... Page D 13 

This is an in-depth form used in evaluating the CARB 100 series program. It includes a 
profile of the respondent, as well as assessment of course content, materials, and 
instructors. 

Daily Evaluation Form-Air 211/How to Investigate and Prepare a PSD/NSR Case Page D 19 

This is a one-page form that was completed at the end of each day of a three-day course 
during the pilot test of the course. Participants were asked to rate each session from 
excellent to poor and to provide comments and suggestions. 

In-Depth Evaluation Form-AIR 211 ...................................... Page D27 

This in-depth form was completed by participants at the end of the training course. It was 
used in conjunction with the daily evaluation form. 

Session Evaluation Form ................................................ Page D33 

This in-depth form was designed to be completed at the end of the training program. It 
includes questions on course design and content, materials, instructors, and facilities. 

National AIRS Conference .............................................. Page D39 

This one-page form asks participants to rate each session as excellent, good, or poor, and 
to provide comments on the reverse side of the page. 

Participant Evaluation Form-Ecological Risk and Decisionmaking Workshop ... Page D43 

This form used a combination of check-off questions and open-ended questions. It was 
used in evaluating the pilot test of the course. 
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Operating Permit Program Training-Workshop I & II Evaluation ............. Page D49 

This fonn was used in evaluating workshops presented by the Minnesota Pollution 
Control Agency. It includes questions designed to obtain feedback on how well the 
participants think they understand the material presented as well as feedback on 
facilitators, materials, facilities, etc. 

Evaluation Form for Videoconference Training . . . . . . . . . . . . . . . . . . . . . ....... Page D59 

This fonn was used to evaluate a satellite video broadcast training program. In addition 
to standard questions on course content and materials, it includes questions concerning 
the videoconference process and effectiveness. 

Observation Sheet ..................................................... Page D65 

This fonn was used by a participant-observer to evaluate a presentation of the CARB 100 
series. The results were used in conjunction with participant feedback on the course. 
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Evaluation 

Why Conduct Evaluations? 

Training involves a considerable investment of staff time and, generally, agency funds. It is 
important to determine whether the training met its objectives and was effective. It is also 
important to determine whether additional training needs remain. Evaluation can provide the 
answers to these questions and can also help an agency decide which courses to select in the 
future, based on their past effectiveness. 

Approaches to Evaluation 

Evaluation of training programs can use several different approaches. These include: 

+ Participant Feedback.. This feedback can ascertain whether participants found the 
course useful, understandable, too short or long, too difficult or easy, and other factors. 
However, this type of evaluation often reflects whether the participants liked the 
instructors, were comfortable in the room, and other "satisfactionn measures-not 
necessarily whether he course met their needs or was effective. This form of feedback is 
generally obtained through a written feedback form, designed to be easy to complete. 

+ Tests or Quizzes. Tests can be administered at the end of the course only (post-tests) to 
deternune knowledge or skill level at the completion of the course. A better approach is 
to administer a pre-test before the course in addition to the post-test to enable the 
evaluator to determine the imprqvement that was due to the course. Post-test results can 
also indicate needs for further training. 

+ Instructor Feedback. Feedback from instructors is particularly useful when pilot testing 
new courses. The instructors can provide valuable insights into participant reactions as 
well as whether they thought the flow of their session was appropriate, the logic was 
solid, the content was complete, etc.-factors they could only know by actually 
delivering the course. This feedback can be obtained through informal discussions 
following each day or the entire course or through more formal interviews. 

+ Participant-Observation. For a new course, it is useful to have an evaluator sit through 
the course as a "participant-observer" talcing notes and observing the instructor and 
participants. The participant-observer can see if participants are paying attention and if 
the instructors are speaking effectively. They can also document the actual content of the 
course, beyond what is contained in the instructor manual or promised in a provider 
catalog. This technique is also useful if your agency is considering a course for your 
staff, if you can observe the course as it is delivered to another agency. 

+ Follow-up Interviews or Questionnaires. Follow-up interviews and questionnaires can 
be used to supplement the immediate reactions to the course obtained through the 
methods listed above. These interviews can involve the participants as well as their 

Evaluation - Page I 
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supervisors and should address whether the course provided useful infonnation, whether 
items should be added to the course or emphasized, or whether items should be deleted 
from the course or de-emphasized. The follow-up can also obtain examples of how the 
training assisted the participant in improving his or her job perfonnance. 

Tips on Designing and Conducting Evaluations 

The materials in this section of Tools for Trainers provide examples of the various types of 
evaluations you might conduct. The key element in designing an evaluation is defining the 
objectives of the evaluation -what questions should it answer or what decisions will it affect? 
Examples, and the implications for the design include: 

+ Course improvement. If a course is offered more than once, it is useful to obtain 
feedback from participants so that the course can be improved for its future delivery. To 
meet this objective, the evaluation should address the course content and materials that 
could be changed in the future, such as topics that should be added or deleted; level of the 
course (basic to advanced); usefulness of materials; relevance of small group exercises; 
and quality of visual aids. Participant feedback, participant-observation, and instructor 
feedback are particularly useful. 

+ Selection of instructors. Some instructors are more effective than others. Evaluation 
can help you select the best instructors and to provide assistance or training-of-trainers to 
those whose delivery skills need improvement. Participant feedback and participant
observtion are most useful. 

+ Selection of courses from yarious alternatives. There might be several providers who 
offer courses on a given topic. Evaluation can assist you in selecting the best course for 
your agency staff. In these cases, it is useful to establish some criteria, such as length of 
the course, method of delivery, and level of the course, and then to evaluate the various 
alternatives that meet the criteria. Participant-observation is the best approach, if you or 
another representative of your agency can attend the course in another location. 

+ Documentation of results. You might be asked to document the results of training - the 
return on the training investment. In this case, participant satisfaction is less important 
than changes in knowledge and skill that led to improvement in job perfonnance. Test 
results are useful to provide quantitative documentation. Follow-up interviews with 
trainees and their supervisors are useful in providing anecdotes and examples. If the 
training was intended to resolve a specific problem, follow-up measurement or 
examination of the problem will be needed. 

+ Promotion of training or specific courses. In competing for scarce resources, you 
might find it necessary to promote the value of training in general or specific courses. In 
this case, it is most important to determine what types of information will have the most 
effect with the target audience. Documented results are generally effective, with some 
participant feedback such as quotes on course quality and usefulness. A combination of 
quantifiable results, such as an increase in number and proportion of successful 
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enforcement cases, with anecdotes that illustrate improved performance is often the most 
effective. 

Post-tests can also be used to determine whether trainees should receive some form of credit or a 
certificate for the course. 

Evaluation results feed back into needs assessment Areas that were not covered adequately in 
the course, based on trainee feedback, may constitute continuing training needs. Trainees might 
recognize additional training needs as a result of their participation in a related course or, as 
trainees improve their skills in one area, supervisors might recognize needs in another area. 

It is helpful to work with the training provider on the course evaluation and to share the results. 
In some cases, the provider will have their own participant feedback forms that are tailored to the 
course and its individual sessions. The provider might also administer pre-tests and/or post-tests. 

Whenever possible, your evaluation should include some form of follow-up with trainees, their 
supervisors, or even the regulated community. This follow-up is very useful in documenting 
changes in knowledge or skill that can be attributed to the training program, problems that have 
been overcome, and issues that have been resolved. It also provides feedback on what proved to 
be more useful and less useful to the trainees in their jobs. After they have had an opportunity to 
apply their new knowledge and/or skills, the trainees can identify strengths or weaknesses in the 
training that might not have been apparent during the course. Comments such as "I found that I 
didn't really understand this process (method, rule, etc.) as well as I thought I did" or "the course 
didn't address this aspect of the process (method, rule, etc.)" can identify continuing training 
needs and can also assist training providers in improving their courses. 

Evaluallon - Page 3 
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MARAMA 

Workshop Evaluation Form 
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MAR.AMA Workshop Evaluation 

Name ofWorkshop _______________ Date, _____ _ 

Your agency ________________ _ 

Three things you liked best about this workshop. 

1) 

2) 

3) 

Three things needing improvement (please specify how you think we can improve them 
next time)· 

I) 

2) 

3) 

How will this workshop help you do your job better? 

What other assistance or training from MARA.MA would help you do a better job? 

Please return trus form to Susan Wiennan before the end of the workshop. Thanks for 
coming. Have a safe trip home 
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CARB Course Evaluation 
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CALIFORNIA AIR RESOURCES BOARD 
UNIFORM AIR QUALITY TRAINING PROGRAM 

COURSE EVALUATION 

LOCATION: ________ _ DATE: __________ _ 

COURSE 1111..E: ________ _ INSTRUCTOR: ______ _ 

CURRENT POSITION:.~---------

1. Did the instnJctor present the material in a s:ios!acrory manner? 
__ Yes _No _Somewhat 

Commen~=---~---~-----------

2. Were questions asked in class answered in a satisfactory manner? 
_Yes _No _Somewhat 

Commen~=-~----------~----~-------

3. Were the handouts and le~ing ~id' of value to the presentation" 
_Yes _No _Somewhat 

Comments: __________________________ _ 

4. Did the course meet your expectations? 
_Yes _No _Somewh:H 

Commems:. __________________________ _ 

5. Was the present:iuon reievam to your job? 
_Yes _No __ Somc:whal 

Comments: __________________________ _ 

ti. Other Comments? ___________________ . ___ _ 

l 
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CARB Evaluation by Trainees 
On-Site 
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CALIFORNIA AIR RESOURCES BOARD 
NATIONAL AIR COMPLIANCE TRAINING DELIVERY PROJECT 

UNIFORM AIR QUALITY TRAINING PROGRAM 
100 LEVEL COURSES 

EVALUATION BY TRAINEES ON-SITE 

SURVEY PROFILE 

In order to make future training more effective, it is necessary to 
understand the needs of participants. To that end, please provide the 
following information: 

1. Your affiliation: 

_ Federal agency 

_ State agency 

_ Local agency 

_Other (please specify) -----------------

2. Your profession/position/title: ----------------

3. Approximate number of years in this type of position: -------

4. Brief description of your responsibilities/interests: 

5. Are the courses appropriately designed for someone with your 
background? 

too advanced 1 2 3 4 5 too elementary 

Sa. Why or why not? 

6. Were the course objectives clearly stated for each course? yes no 

7. If they were stated, were they met? yes no 
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8. If they were not met, which ones were not? 

9. Was the amount of time allotted each course appropriate? yes no 

10. Was the time allowed for questions/discussions adequate? yes no 

11. Were the topics/materials well organized? yes no 

COURSE CONTENT 

12. Perceived applicability of course to current work 
right on target 1 2 3 4 5 missed the mark 

13. Perceived usefulness of course to current work 
critical 1 2 3 4 5 not useful 

14. Did you find the courses to be stimulating? 
fascinating 1 2 3 4 5 deadly! 

15. How challenging are the courses? 
too challenging 1 2 3 4 5 not challenging at all 

16. Did examinations reflect course content? yes no 

COURSE MATERIALS 

17. How would you rate the videos and/or slides? 
clarified topics 1 2 3 4 5 confusing or unclear 
and ideas 

18. How would you rate the quality of the printed material? 
useful 1 2 3 4 5 worthless 

19. How would you rate the quantity of the printed material? 
too much just right inadequate 

20. Was the distribution of printed materials timely and relevant? 
too early just in time too late 

21. How was the reproduction quality of the handouts? 
readable 1 2 3 4 5 unreadable 
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22. Was there sufficient opportunity for interaction/ 
discussion? 

23. Were the instructors' presentat1ons well coordinated? 

24. Were the training mater1als consistent? 

25. Were the instructors able to hold your attent1on? 
always sometimes rarely 

26. Were the instructors knowledgeable about their subjects? 

yes no 

yes no 

yes no 

very knowledgeable knowledgeable limited knowledge 

27. Were the instructors sufficiently experienced in their subject areas? 
very experienced experienced 11mited experience 

28. Were the instructors well prepared for their sessions? 
always usually seldom 

29. Were the instructors able to answer your questions sat i sf actor i ly? 
always usually seldom 

30. Were the instructors readily understood? 
always usually seldom 

31. Did the instructors begin and end on time? 
always usu a 1 ly seldom 

32. Was the training site setting (e.g., room size, temperature, 
brightness) suitable? yes no 

33 Was the audio/visual reception satisfactory? yes no 

34. How did these courses compare to all others that you have taken? 
one of the best 1 2 3 4 S one of the worst 

35. Did the courses meet your expectations? yes no 

35a. If not, why not? 

36. Were the courses efficiently managed? 
well managed 1 2 3 4 5 needs improvement 

37. Which courses were especially beneficial and why? 
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38. Which courses were least beneficial and why? 

39. How would you improve on any of the courses? 

Please use the bottom of this page for any additional comments. 
Please include any comments about this form as well. 

Thank you for taking the time to complete this form. We hope you enjoyed 
this course. 
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Daily Evaluation Form 
Air 211-How to Investigate and Prepare 

a PSD/NSR Case 
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DAILY EVALUATION FORM 
AIR 211 - PRACTITIONERS WORKSHOP FOR THE EPA REGIONS 

HOW TO INVESTIGATE AND PREP ARE A PSD/NSR CASE 
DAYl 

Please rate the sessions offered today from 5 (Excellent, Very Valuable) to 1 (Poor, Not at All 
Valuable). Please explain any ratings of "I" so we can learn from your comments. Other 
comments are also encouraged. 

Welcome/Course Logistics 

Introduction 

Opening Remarks 
Importance of PSD/NSR Enforcement 
Background on PSD/NSR 

5 

5 
5 
5 

4 

4 
4 
4 

3 

3 
3 
3 

2 

2 
2 
2 

Comments/Suggestions. _________________________ _ 

Choosing the Facility to Investigate 

The Need for Targeting in PSD/NSR Cases 
Targeting Particular Industry Sectors 
Targeting Particular Facilities 
Targeting Exercise 

5 
5 
5 
5 

4 
4 
4 
4 

3 
3 
3 
3 

2 
2 
2 
2 

Comments/Suggestions. _________________________ _ 

Collecting Evidence 

Documentary Evidence from Sources other than Facility 
Inspection of the Facility 
Use of 114 Information Requests 

5 
5 
5 

4 
4 
4 

3 
3 
3 

2 
2 
2 

Comments/Suggestions,__ ________________________ _ 

Name (Optional). _____________ _ 
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DAILY EVALUATION FORM 
AIR 211 - PRACTITIONERS WORKSHOP FOR THE EPA REGIONS 

HOW TO INVESTIGATE AND PREPARE A PSD/NSR CASE 
DAY2 

Please rate the sessions offered today from 5 (Excellent, Very Valuable) to 1 (Poor, Not at All 
Valuable). Please explain any ratings of"l" so we can learn from your comments. Other 
comments are also encouraged. 

Review and Analysis of Evidence 

Overview 5 4 3 2 1 
How to Review a Permit for Potential Violations 5 4 3 2 1 
Overview ofNettmg and Key Tenns 5 4 3 2 
Examples of Netting Calculations and Issues Raised 5 4 3 2 
Overview of Emissions Data and Data Issues 5 4 3 2 
Debottleneckmg 5 4 3 2 
Breakout Groups on Netting and Debottlenecking 5 4 3 2 
Impact Analysis 5 4 3 2 
Federal Enforceability 5 4 3 2 

Comments/Suggestions 

Name (Optional). ____________ _ 
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DAILY EVALUATION FORM 
AIR211-PRACTITIONERS WORKSHOP FOR THE EPA REGIONS 

HOW TO INVESTIGATE AND PREPARE A PSD/NSR CASE 
DAY3 

Please rate the sessions offered today from S (Excellent, Very Valuable) to 1 (Poor, Not at All 
Valuable). Please explain any ratings of "1" so we can learn from your comments. Other 
comments are also encouraged. 

Turning Evidence into a Judicial Case 

Notice of Violation/Stop Work Orders 
Use of Pleadings and Discovery to Prove your Case 
Potential Issues Raised in Litigation 
Expert Testimony 
Settlement of the Case 

5 
5 
5 
5 
5 

4 
4 
4 
4 
4 

3 
3 
3 
3 
3 

2 
2 
2 
2 
2 

Comments/Suggestions. ________________________ _ 

Case Studies 5 4 3 2 

Comments/Suggestions. ________________________ _ 

Name (Optional), ____________ _ 
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In-Depth Evaluation Form 
Air 211 
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IN-DEPTH EVALUATION FORM 
AIR 211 - PRACTITIONERS WORKSHOP FOR THE EPA REGIONS 

HOW TO INVESTIGATE AND PREP ARE A PSD/NSR CASE 

In the questions that follow, please circle the number that best describes your opinion or the 
words "yes" or "no". Use the last page of the form to continue your comments or for overall 
comments. 

1. Overall, was the course content useful and apphcable to your current work? 

[nght on target] 5 4 3 2 [missed the mark] 

2. Was the material appropriate for your background? 

(too advanced] 5 4 3 2 [too elementary] 

3, Was the length of the course appropriate? 

[too long] 5 4 3 2 (too short] 

4 Was the amount oftime allowed for questions and answers adequate? 

[too much time] 5 4 3 2 [not enough time] 

5 Were the exercises useful? Yes No (please explain) 
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6 Should any topics be deleted from the course? Yes (please explain) No 

7 Should any topics be added to the course? Yes (please explain) No 

8. Do you think the Participant Resource Notebook will be useful? Yes No (please explain) 

9. Do you have any suggestions for improving the Participant Resource Notebook? 

I 0. How would you rate the instructors in the course? 

[Very knowledgeable] 5 4 3 2 [Not knowledgeable] 

11 How would you rate the training facility? 

[Excellent] 5 4 3 2 [Poor] 
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12. What were the best elements of the course? 

13. What improvements do you suggest? 

13. Other comments? 

Name (Opt1onal) _____________ _ 

THANK YOU - YOUR FEEDBACK WILL BE VERY HELPFUL IN REVISING THE COURSE. 
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Session Evaluation Form 
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DRAFT 
SESSION EVALUATION FORM: Session 

~~~~~~~~~~~ 

Participant Profile 

1. Affiliation: Federal Agency 
State Agency 
Local Agency 
Other~~~~~~~~~~~~~~~~~~ 

2. Position/Title: Inspector 

3. Years in this type of position: 

In the following questions, circle the number of your response and place comments on the lines 
provided. If additional space is needed, use the last page. 

Session Design and Content 

4. Was the material useful and applicable to your current work? 

[Right on target] 1 2 3 4 5 [Missed the mark] 

5. Was the material appropriate for your background? 

[Too advanced] 1 2 3 4 5 [Too elementary] 

6. Was the amount of time alloted for this session appropriate? 

Yes No, time was insufficient No, too much time alloted 
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7. Was the amount of time allowed for questions and discussion adequate? 

Yes No, ti.me was insufficient No, too much time allowed 

8. Should any material or topics be deleted from this session? Yes No 

9. Should any material, information, or topics be added to this session? Yes No 

Session Materials 

10. How would you rate the videos, films, slides, or other audiovisual aids in this session? 

[Excellent] 1 2 3 4 s [Poor] 

11. How would you rate the quality of the printed material provided for this session? 

[Excellent] 1 2 3 4 S [Poor] 

12. How would you rate the quantity of the printed material provided for this session? 

Too much Just the right amount Too little 
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13. Were the exercises practical and useful? 

[Very useful] 2 3 4 s [Not at all useful] 

Session Instructors 

13. Did the instructors have the necessary knowledge and experience for this session'? 

Yes To some extent No 

14. Were the instructors able to convey the material for this session effectively'? 

Yes To some extent No 

Facilities 

15. Was the training facility suitable and comfortable'? 

Yes No 

Additional Comments 
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National AIRS Conference Form 
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National AIRS Conference 
November 16-20, 1992 

Facility Subsystem Conference Evaluation Form 
This evaluation is designed to enable EPA Headquarters personnel to judge the effectiveness of the 
National AIRS Conference. Please indicate your opinion by checking the appropriate block and 
return this form to the conference registration office. 

General Session Evaluation 

KEYNOTE ADDRESS 

AIRS GRAPHICS 

AIRS - SEDM CONNECTION 

DATA:THE GOOD, THE BAD & THE UGLY 

Facility Session 
OVERVIEW 

SEMINAR/WORKSHOP:" ACTION LINKING" 

ACCOMPLISHMENTS 

CHALLENGES 

PERMITS & RELATED TITLE 7 ACTIVITIES 

PC/MAINFRAME RELATIONSHIP 

DATA INTERGRATION MERGING 

COMPLIANCE AND SIP El TOPICS 

SPECIAL STATE/LOCAL RO PRESENTATIONS 

USER FRIENDLINESS PANEL DISCUSSION 

AFS & AMS SUCCESS STORIES 

EXCELLENT GOOD POOR 

PLEASE ADD YOUR COMMENT ABOUT THE CONFERENCE ON THE REVERSE SIDE. 
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Participant Evaluation Form 
Ecological Risk and Decisionmaking 

Workshop 
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Ecological Risk and Decision Making Workshop 
Participant Evaluation Form 

Name (optional) 

Office ----------------------------------~ 
Title -----------------------------------

Please mark the appropnate box 

Overall 

How would you rate the overall workshop? 

Workshop Sessions 

How would you rate the six mam units? 

Introduction 
Ecology and Ecological Effects 
Framework for Ecological Risk Assessment 
Communicating with the Public on 

Ecological Issues 
Ecological Risk Management and Dec1s1on Making 
Workshop Summary 

Group Exercises 

0 Excellent 0 Good 0 Fair 0 Poor 

0 Excellent 0 Good 0 Fair 0 Poor 
0 Excellent 0 Good 0 Fair 0 Poor 
0 Excellent D Good 0 Fair 0 Poor 

0 Excellent 0 Good 0 Farr 0 Poor 
0 Excellent 0 Good 0 Fair 0 Poor 
0 Excellent 0 Good 0 Fair 0 Poor 

In which group exercise did you part1c1pate? ---------------------

What 1s your opinion of the group exercise rn which you part1c1pated? (How mformat1ve/educat1onal was 1t?) 
Use the space below for comments 

Background 
Problem Formulation 
Analysis 
Risk Charactenzat1on 
Dec1s1on Making 

Part1c1pant Evaluation Form 

0 Excellent 
O Excellent 
0 Excellent 
D Excellent 
0 Excellent 

0 Good 
D Good 
D Good 
D Good 
0 Good 

0 Fair 
D Fair 
D Fair 
0 Fair 
D Fair 

D Poor 
D Poor 
0 Poor 
0 Poor 
0 Poor 

F-1 
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Please rate the following 

Visual Aids 
Workshop Manual 

D Excellent D Good D Fair D Poor 
D Excellent D Good D Fair D Poor 

.OEPA 

Which aspects of the workshop were most beneficial and why? -----------------

Were any parts of the course or course materials confusing or difficult to understand? ---------

After part1c1patmg in this workshop, do you feel you have a better understanding of ecological nsk assessment 
and the dec1s1on making process? D Yes D No 

Do you have any suggestions on how information could be presented more effectively? 

Are there aspects of the workshop that you think need more/less emphasis? 

Part1c1pant Evaluation Form F-2 



Did the workshop meet your expectations? 0 Yes D No 

Please provide any other comments or suggestions in the space below 

Thank you for your assistance! 

Part1c1pant Evaluation Form 

&EPA 

F-3 
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Operating Permit Program Training 
Workshop I and II Evaluation 
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Operating Permit Program Training 

WORKSHOP I EVALUATION 

Directions: Please complete the form below to let us know what you liked and what you 
would like to see improved in Operating Permit Program Training, Workshop I. We will 
do our best to incorporate changes into future workshops. Thank you for your 
cooperation. 

Please circle your answer Strongly 
Disagree 

Agree Strongly 
Agree 

1. As a result of this Workshop, I can now apply the necessary skills to effectively: 

a. understand the new Air Quality Operating Permit 
Program as administered by :MPCA 

1 

b. identify pollutants regulated by the CAAA and 
State Air Quality Rules 

1 

c. identify my responsibilities as an air quality permit 
applicant. 

d. understand the basic flow of the permit application: 

• describe my facility 1 
• locate and describe emission units 1 
• detennine potential to emit 1 
• identJ.fy the best type of permit for my facility. 

5 

e. identify additional resources for completing my 
permit application. 

g. understand the complaint system 

Comments: 

2 

2 

2 

2 
2 
2 
1 

2 

2 

3 

3 

3 

3 
3 
3 
2 

3 

3 

4 

4 

4 

4 
4 
4 
3 

4 

4 

5 

5 

5 

5 
5 
5 
4 

5 

5 
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Strongly 
Disagree 

Agree Strooo}y 
t> • 

Agree 

2. There was agreement between the announced Workshop I objectives and what 
was presented. 

1 2 3 4 5 

3. How do you rate the facilitators' performance? 

a. The facilitators were knowledgeable about contents 
of the modules 

1 2 3 4 5 

b. The facilitators' presentations were well organized 
1 2 3 4 s 

c. The facilitators were approachable and responsive. 
1 2 3 4 s 

Comments: 

4. How do you rate the balance of facilitator's remarks, presentation materials, 
classroom tools and handouts? 

a. Good balance 

b. sufficient facilitator remarks 
s 

c: adequate reading materials 

d. appropnate and enough examples 

c. appropriate tools for classroom discussion. 
s 

Comments: 

2 

2 

2 

1 

3 4 5 

2 3 4 

3 4 5 

3 4 5 

2 3 4 



6. What was your reaction to the workshop? Please circle your answer. 

Excellent 
1 

Very Good 
2 

Please explain your reaction: 

Good 
3 

6. How do you feel about the pacing of the program? 

a. Too fast 
b. Appropriate 
c. Too slow 

Fair 
4 

Poor 
5 

7. What are your on-going training needs? In what way did the program meet or 
not meet your need? Please explain your answer. 

8. How could Air Quality DiYision best meet your need? Please explain your 
possible need for additional activities and specific training topics: 

9. What did you enjoy most about this workshop? 

10. What did you like least about this workshop? 

11. How can Workshop I be improved? 

12. Please add any additional comments that will help us to improve our future 
workshops (e.g. additional activities, specific training topics, geographical region 
preferences, cost of workshop, and size of class) 
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Operating Permit Program Training 

WORKSHOP II EVALUATION 

Directions: Please complete the form below to let us know what you liked and what you would 
like to see improved in Operating Permit Program Training, Workshop II. We will do our best to 
incorporate changes into future workshops. Thank you for your cooperation. 

Please circle your answer Strongly 
agree 

Agree Strongly 
disagree 

1. As a result of Workshop II, I can now apply the necessary skills to effectively: 

a. identify the basic flow of the permit application from application submittal through perm.it 
issuance. 

2 3 4 5 

b. identify the twelve steps in filling out a permit application. 
I 2 3 4 5 .. 

c. identify the requiiements an air emission source may be subject to. 
1 2 3 4 5 

d. complete the GI-09 "Requirements" form for my facility. 
I 2 3 4 5 

e. keep track of development of new state rules and federal regulations 
I 2 3 4 5 

f. identify compliance requirements within each phase of the permitting process 
l 2 3 4 5 

g. identify the criteria for determining compliance status at the time of applying for an air 
emissions permit 

2 ... 
.) 4 5 

h. understand the process of certifying and submitting my ''complete" application 
1 2 3 4 5 

i. descnbe the process that ~fPCA uses to make enforcement decisions 
I 2 3 4 5 

DSS 



Strongly . Agree Strongly 
agree disagree 

j. describe the concept of permit shield. 
1 2 3 4 5 

k. define categories of modification; explain the difference between a modification and an 
amendment 

l 2 3 4 5 

l. describe the emission calculations necessary for a modification. 
1 2 3 4 5 

m. identify the different sections of an air emission permit, and locate various requirements 
within a perrni t. 

1 2 3 4 5 
omments: 

I now feel qualified to com_plete a permit application. 
1 ·2 .. 

.J 4 5 

3. There was agreement between the announced \Vorkshop II objectives and what 
was presented. 

2 3 4 5 

4. How do you r:ite the f.:icilitators performance? 

a. The facilitators were knowledgeable about contents of the modules 
I 2 J 4 5 

b. Tne facilitators' presentations were well organized 
2 3 4 5 

c. The facilitators were approachable and responsive 
2 ... 

.J 4 s 

Comments: 
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Strongly 
agree 

Agree Strongly 
disagree 

5. How do you rate the balance of facilitator remarks, presentation materials, 
classroom tools and handouts? 

a. Good balance 1 2 3 4 

b. Sufficient facilitator remarks 1 2 3 4 

c. Adequate reading materials 1 2 3 4 

d. Appropriate tools for classroom discussion 2 3 4 

e. Appropriate and sufficient examples 2 3 4 

Comments: 

6. What was your reaction to the workshop? Please circle your answer. 

Excellent 
1 

Very Good 
2 

Please explain your reaction 

Good 
3 

7. How do you feel about the p:icing of the progr:im? 

a Too fast 
b Appropriate 
c. Too slow 

Fair 
4 

Poor 
5 

5 

s 

5 

s 

5 
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8. What are your on-going training needs? In what way did the program meet or not meet 
your need? Ple:ise explain your answer. 

9. How could Air Quality Division best meet your needs? Please explain your possible need 
for additional activities and specific training topics: 

10. \Vhat did you enjoy most about this workshop? 

11. \Vhat did you like least about this workshop? 

12. How can \Vorkshop II be improved? 

13. Ple:ase add any additional comments that will help us to improve our future workshops. 
(e.g. additional activities, specific training topics, geogr:tphic:tl region preferen~es, cost of 
workshop, and size of class) 
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Evaluation Form for Videoconference 
Training 
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Evaluation Form for Videoconference Training 

I. OVERALL RATING 

1. Overall, I think this cour!ie was: 
a. excellent 
b. very good 
c. good 
d. fair 
e. poor 

2. Were the overall objectives of the course met? 
a. yes 
b. no 
c. more than expected 
d. less than expected 

3. The amount of time allotted for course was: 
a. sufficieot 
b. too long 
c. too shon 

ll. TECHNlCAL CONTENT 

1. Course content was: 
a. beneficial for improving current i.D.spectio.a techniques 
b. too general to apply to specific job requirements 
c. too complex 
d. not applicable 

2. Course content was prc:ientcd in an interesting manner. 
a. agree 
b. disagree 
c. no opinion 

3. Panel members were quite knowledgeable abOut their subjea areas. 
a. agree 
b. disagree 
c. no opinion 

m. INSTRUCTIONAL MATERIALS 

1. Were the handouts appropriate for the course content~ 
a. yes 
b. no 
c. more than I expected 
d. less than I expected 
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2. Were the handouts helpful in understanding the presentation of the 
workshop? 

a. yes 
b. no 
c. no opinion 

3. The audio-visual matenals (i.e .. slides. view graphs) aided my u.aderstanding 
of the topics presented. 

a. agree 
b. disagree 
c. no opinion 

IV. VIDEOCONFERENCE EVALUATION 

1. Was the video presentation clear and easy to V1ew? 
a. yes 
b. DO 

c. no opinion 

2. Were you able to bear the iilstructor? 
a. yes 
b. no 
c. no opinion 

3. Did the telephone interaction by the viewing audience contribute to the 
program? 

a. excellent 
b. good 
c. fair 
d. poor 

4. Was the onsite coordiD.ator helpful? 
a. yes 
b. DO 

c. no opinion 

5. How would you rate the audience's ability to get their questions ans.-;ered 
using vidcoc:onfercnce training? 

a. excellent 
b. good 
c:. fair 
d. poor 

6. Was the time allotted for quesrioDS sufficient? 
a. yes 
b. no 
c. no opinioo 
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7. Rate bow the overall objective of the course wa: met using video. 
conference trallling? 

a.. excellent 
b. good 
c. fair 
d. poor 

8. Oassroom environment and facilities were: 
a. excellent 
b. good 
c. fair 
d. poor 

Y. GENERAL COMMENTS 

1. I consider tbe most needed improvements in the course arc: 

2. The "best" parts of this course were: 

3. Additional comments: 
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Observation Sheet 
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Observer: -----OBSERVATION SHEET 

Session Name: 
-------------------------------------------------~ 

Time/Date: ____________________________________ _ 

Instructor(s): _______________________________ _ 

1. Approximately how much time was devoted to each of the following (record actual times, e.g., 
2:00-2:30, or estimate total time for each category): 

Lecture 
-----------------------------~ 

QuestionsandAnswe~------------------------

Video·-----------------------------~ 

Exercises·------------------------------

Break, Other __________________________ ~ 

2. Did the instructor(s) 

Know the subject matter 
Speak clearly 
Use visual aids well 
Answer questions well 
Use good, relevant examples/stories 

Yes Somewhat No 

Commen~·---------------------------~ 

3. Did the participants 

Listen attentively 
Lose interest at times, seem bored 
Ask questions that indicated interest 
Ask questions that indicated they were lost 
Participate enthusiastically in exercises 

Yes Somewhat No 

Commen~----------------------------~ 
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4. Content 

Did the material seem too easy? 
Did the material seem too difficult? 
Was the material complete> 
Was the "state twist" adequate 
Was the material too "California-oriented"? 

Yes Somewhat No 

Note as many examples of "state twist" as possible ______________ _ 

Note material that seemed too "California-oriented" 
-------------~~ 

General Comments 




