STATE OF NEW HAMPSHIRE
OFFICE OF ENERGY AND PLANNING
/ 107 Pleasant Street — Johnson Hall

515774 Concord, NH 03301
John H. Lynch Telephone: (603) 271-2155
Governor FaX (603) 271'2615

REQUEST FOR PROPOSALS
NH WEATHERIZATION PROGRAM
QUALITY CONTROL INSPECTOR
October 17, 2012

I. Background and General Information

The New Hampshire Office of Energy and Planning (OEP) is requesting proposals for the
services of a quality control inspector. The quality control inspector will be responsible
for assisting the OEP in inspecting units that are receiving or have received
weatherization services through the New Hampshire Low-Income Weatherization
Assistance Program (NHWAP). OEP is responsible for inspecting at least 5% of all units
completed as well as performing periodic in-progress inspections to observe workers on-
site to determine if workers are utilizing safe work practices. OEP estimates that 15-20
completed units and 2-4 in-progress inspections will need to be performed.

For purposes of this procurement, knowledge of and expertise in quality control and
training in the following areas is required: residential energy conservation; home
construction details (stick built and manufactured housing; single unit and multi-family);
house-as-a-system principles; determination of cost-effective weatherization measures
using standard energy audit diagnostics; assessment of health and safety issues; insulation
and air sealing techniques, Weatherization Program standards and fluency in reviewing
Targeted Retrofit Energy Analysis Tool (TREAT) energy audit models.

OEP is responsible for the overall administration of the NHWAP; funded through a grant
from the US Department of Energy (DOE). OEP contracts with the five (5) Community
Action Agencies (CAAS) located throughout the state to perform the actual
weatherization to buildings. Weatherization staff for each CAA is trained and certified as
energy auditors (typically BPI Analyst and Envelope certifications) and are responsible
for providing weatherization services at the local level. Weatherization services are
provided by agency in-house crews, or by agency sub-contractors in accordance with
federal and state procurement regulations and as prescribed in the New Hampshire
Weatherization Policies and Procedures Manual (NH PPM) and the NH Weatherization
Field Guide. Energy auditors within the Weatherization program are responsible for
initial home energy assessments, work-order development, project oversight, and final
inspections of all completed weatherization work.
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I1. Project Description

The OEP is seeking contractor services for performing inspections of completed or in-
progress work for purposes of quality control and program compliance as well as to
observe and interview workers regarding project health and safety. All inspections
require written reports in accordance with NH PPM procedures. The contractor will assist
OEP on an as-needed basis to ensure program regulations are followed, including but not
limited to: ensuring that all appropriate measures are included on work orders; installed
measures are allowed, effective, and of good quality workmanship; are comprehensive;
and meet Program Standards. Work shall commence as soon as possible with Governor
and Counsel Approval and will continue on an as-needed basis until June 30, 2013, or
when services are no longer required or federal funding has been exhausted. The
contractor will be supervised by the OEP Weatherization Program Manager.

I11. Scope of Services

OEP is seeking proposals from qualified firms and/or individuals to provide quality
control and technical inspection services for an estimated 15-20 completed units or more
and 2-4 in-progress units including, but not limited to, the above-mentioned technical
areas of home energy auditing.

The chosen contractor shall have the following responsibilities:

1. Contact the CAAs and request to schedule a review of client file information as well
as scheduling on-site unit inspections. Review client files prior to visiting a client’s
home and performing the inspection. CAAs are located throughout the state.

File review consists of, but is not limited to, reviewing reports, forms, work orders,
and invoices for complete and accurate information. Client file review averages
approximately 30-45 minutes.

2. Review electronic audit files. The NHWAP uses the Targeted Retrofit Energy
Analysis Tool (TREAT) to determine cost effectiveness of measures and projects.
TREAT review consists of verifying data inputs for accuracy and appropriateness to
determine reliability of outputs. TREAT review averages approximately 45 minutes.

3. Perform comprehensive final inspections utilizing NH PPM and Field Guide
standards of auditing performance and review quality of workmanship in completed
weatherized units for all five CAAs. Field inspections should also include verifying
building dimensions, spaces, surfaces, window and door values and quantities,
heating and domestic hot water systems etc., and verifying installed insulation.
Verify ventilation requirements using ASHRAE 62.2-2010.

4. Final inspections require appropriate test-out diagnostics, including but not limited to,
CAZ, combustion appliance, ambient CO, pressure pan and fan flow testing.
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5. Digital pictures must be taken to document both poor quality and good quality work.

6. Written reports based on file review and in-field findings and observations will be
drafted for OEP review and comment prior to finalizing for CAA delivery. Written
reports will be in a format consistent with the NH PPM and approved by OEP prior to
writing reports.

7. Contractor may perform safety “check” inspections where projects are in-progress.
Safety inspections may include but not be limited to observing and interviewing
workers and reporting on adherence to OSHA regulations, EPA RRP regulations,
DOE Lead Safe Weatherization requirements, worker personal protective equipment
etc., in accordance with the NH PPM and CAA management plans.

1V. Deliverables

The deliverables for this project include:
e Deliver final reports to CAAs within 30 days of the in-field inspection;

e Track reports delivered and responses received; responses are to be received by
the CAA within 30 days of the delivered report.

e Determine if responses received comply with program requirements;

e Re-inspect previously inspected units where appropriate, based on report
response, if determined necessary by OEP:

e Provide feed-back and recommendations to OEP for program training relating to
field observations, to improve program services;

e Draft reports must be submitted to the Weatherization Program Manager in MS
Word format for review and comment prior to final delivery. Further drafts of
the report must incorporate comments as addressed by OEP. Report format must
conform to the requirements identified in Section 6.2 of the NH PPM.

e Safety inspections performed will be in accordance with standards identified in
Sections 10.1-10.7 of the NH PPM.

e OEP must be notified within 5 days if CAA responses are not received within the
30 day period.

Payment for inspections and reports will only be made for those reports that have been
approved by OEP and distributed to CAAs. Payment will not be made for any activity
that does not result in a timely approved and delivered final report.

V. Additional Requirements

1. OEP and DOE and/or its assigns reserve the right to inspect and monitor financial
records and transactions.
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2. Reasonable access must be provided to OEP and DOE and/or its assigns for all
administrators, vendors, facilities, work sites, employees of the contractor(s),
financial or other records, and assistance to ensure the safety and convenience for
the performance of site visits and evaluations.

3. OEP reserves the right to issue periodic notices, memos, and updated reporting
forms, and information.

4. OEP requests notification about media inquiries, responses, and published
clippings.

5. OEP requires notification, as soon as possible, of issues concerning the contractor
or his company that have or may potentially have legal implications as a result of
his actions through this contract.

6. Client information is confidential. By submitting a proposal to this RFP, you
hereby agree not to disclose any client file information in any form for any
purpose not required by local, state, or federal law. Failure to maintain
confidentiality will be punishable to the fullest extent of the law. Client file

information cannot be used as a resource for the financial benefit of the contractor
now or in the future for any purpose.

VI. Qualifications
The bidder must demonstrate that the person assigned meets the following qualifications:

1. Minimum three years experience performing final inspections with weatherization
and/or home performance programs located within the cold climates of the US,
preferably under a quality assurance program; and/or hold or be in the process of
testing for the national Quality Control Inspector certification;

2. Ability to communicate and report to a CAA when costs may be disallowed:;

3. Education in building sciences and the “house as a system” principles;

4. Ability to communicate technical information well, both verbally and in writing;

5. Broad knowledge of weatherization practices, both technical and procedural;

6. Thorough knowledge of building diagnostics procedures, including blower door
testing, series leakage testing, ASHRAE 62.2-2010, combustion zone testing,

pressure pan testing, and carbon monoxide testing;

7. Experience in the use of TREAT;
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8. OSHA 10, preferably OSHA 30 Certification or receive certification within 30 days
of contract execution;

9. EPA RRP Certified or receive certification within 30 days of contract execution; and
willingness to attend DOE LSW training;

10. Not be disbarred from receiving federal grant monies.

11. Must act and communicate professionally at all times.
VII. Proposal Requirements

Proposals must contain the following information. Please submit an original and three
copies of the proposal. The submittal of additional information that would be beneficial
to OEP in the bidder selection process is allowed.

1. Table of Contents: A section to indicate the location by page number of the
information included.

2. Description of Bidding Entity: A brief description of the bidding entity's current
practice and its history, i.e. how many years in business, corporate officers or
company principals, office locations, professional and business association
memberships, legal and organizational structure. A certificate of insurance must also
be included and proof of Worker’s Compensation insurance.

3. Financial Information: Financial statements are not required in this RFP but may be
requested from the winning bidder.

4. Response to the Scope of Services: A brief discussion of how the contractor would
perform the services, the resources the contractor would use, the issues and
challenges the contractor foresees, etc. The response must contain sufficient technical
detail to permit a meaningful evaluation.

5. Relevant Experience: A detailed description of the relevant experience of the
bidding entity and/or those individuals expected to work on the project, as well as a
description of the anticipated division of duties among individuals, if applicable.
Please ensure that all items identified in Section VI (Bidder's Qualifications) are
addressed.

6. References: Three references for other projects, which are similar in scope and/or
content to the one being proposed.
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7. Budget: A detailed cost proposal that identifies the components being bid upon and
budget narrative explaining each cost estimate. A cost category break down should
include: materials/supplies, contractors fees, and travel. Any component of the
proposal that the bidder expects to subcontract to another entity should be clearly
delineated with the associated costs and subcontractor identity.

8. Disclosure: Any existing or potential conflicts of interest should be identified,
including those that arise as a result of relationships or affiliations with parties at the
OEP, or any of the Community Action Agencies participating in the New Hampshire
Low-Income Weatherization Assistance Program.

VI1II. Selection Criteria:

The following criteria will be used to select the winning bidder. Total points available:
100:

1. Quality/Completeness of proposal
30 points

2. Qualifications of bidder
35 points

3. Proposal cost
35 points

Notification of Award/Rejection of Proposals: All bidders will receive written notice of
the award decision. OEP reserves the right to reject any or all proposals received in
response to this RFP. OEP reserves the right to cancel the RFP at its discretion. OEP
reserves the right to use any and all ideas presented in any proposal in response to this
RFP unless the respondent presents a positive statement of objection to this use in their
proposal.

IX. General Proposal Conditions:

1. Proposals must be typed and double sided. An original and three copies of the
proposal must be submitted as well as in electronic format. Electronic PDF files may
be sent in CD format or via email to Michele.Zydel@nh.gov. Proposals that are
incomplete or unsigned will not be considered. Fax proposals will not be accepted

2. The deadline for submitting electronic proposals is 4:00 p.m. on, Friday, November
16, 2012; hard copies must be received by 4:00 pm Wednesday, November 21, 2012.
Proposals must be addressed to Michele Zydel, Office of Energy and Planning, 107
Pleasant St., Johnson Hall, Concord, NH 03301. Any questions regarding this RFP
should be addressed to Michele.Zydel@nh.gov, 603-271-2155.
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3. OEP reserves the right to reject any or all proposals, or any part thereof, to determine
what constitutes a conforming proposal, to waive irregularities that it considers non-
material to the proposal, to award the proposal solely as it deems to be in the best
interest of OEP, to contract for any portion of the proposals submitted, and to contract
with more than one bidder if necessary.

4. All information relating to this proposal and any resulting order (including but not
limited to fees, contracts, agreements and prices) are subject to the laws of the State
of New Hampshire regarding public information.

5. All proposals shall be submitted at no cost to OEP. OEP will not reimburse any
bidder for any costs associated with developing a proposal.

6. Any contract awarded from this RFP will expire on June 30, 2013. OEP, may at any
time, in its sole discretion, terminate the contract or postpone or delay all or any part
of this contract, upon written notice.

X. Certificates/Data:

Successful bidder will be required to provide the following certificates/data prior to

entering into a contract:

1. Certificate of Incorporation (if applicable);

2. Certificate of Good Standing authenticated by the NH Secretary of State;

3. Certificate of Authority, which demonstrates the signatory’s authorization to sign the
contract on behalf of the contracting entity.

4. DUNS number of bidder and subcontractor(s).

5. Contractor must be registered with the Central Contracting Registry (CCR) prior to
contract execution.

Attachments (upon request):

New Hampshire Policies and Procedures Manual (NH PPM)
New Hampshire Weatherization Field Guide
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REQUEST FOR PROPOSALS
NH WEATHERIZATION PROGRAM
QUALITY CONTROL INSPECTOR

PROPOSED FEE STRUCTURE

NAME OF FIRM:

QUALITY CONTROL

NAME OF PERSON(S)
File/TREAT review Hourly Rate:
Field Inspection Hourly Rate:

Report Production Hourly Rate:

Administrative Support Hourly Rate:
Total per unit (single family building) deliverable cost:

Total per unit (multi-family) deliverable cost:

MILEAGE RATE: Mileage is reimbursed at the allowed Federal Rate
(currently $.555/mile)

Safety inspection/report deliverable cost:

It is expected that more than one inspection, except for safety inspections, would be
scheduled in an area on a given day to provide OEP with the most economical
means to perform inspections.

OTHER REQUIREMENTS:
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New Hampshire
Weatherization

Field Guide

Produced by John Krigger
Technical review by: Scott Falvey
lllustrated by John Krigger, Bob Starkey,
Steve Hogan, and Mike Kindsfater
This edition compiled by Darrel Tenter

The New Hampshire Weatherization Field Guide
describes the procedures used to analyze the
performance of existing homes. In addition, it outlines
procedures for improving the effectiveness of insulation,
doors, windows, and air sealing details. Specific program
requirements are identified in the NH Policy and Procedures Manual.

In compiling this publication, the authors have benefited from the experience of
many individuals who have reviewed our documents, related their experiences,
or published information from which we’ve gained insight. Though we can’t name
everyone to whom we're indebted, we acknowledge the specific contributions of
the following people: Martha Benewicz, Michael Blasnik, Anthony Cox, Bob Davis,
Jim Davis, R.W. Davis, Rob de Kieffer, Rick Karg, Rudy Leatherman, Bruce
Manclark, Rich Moore, Gary Nelson, Russ Rudy, Russ Shaber, Cal Steiner, Ken
Tohinaka, John Tooley, Bill Van Der Meer, and Doug Walter. We take full
responsibility, however, for the content and use of this publication.

Copyright 2012 by
Saturn Resource Management, Inc.

with the State of New Hampshire Weatherization Program
Printed in the U.S.

Ver. 093012





NHRECOVERY

putting new hampshire to work

This material is based upon work supported by the Depart-
ment of Energy under Award Number DE-EE0000161. This
material was prepared as an account of work sponsored by
an agency of the United States Government. Neither the
United States Government nor any agency thereof, nor any
of their employees, makes any warranty, express or implied,
or assumes any legal liability or responsibility for the accu-
racy, completeness, or usefulness of any information, appa-
ratus, product, or process disclosed, or represents that its use
would not infringe privately owned rights. Reference herein
to any specific commercial product, process, or service by
trade name, trademark, manufacturer, or otherwise does not
necessarily constitute or imply its endorsement, recommen-
dation, or favoring by the United States Government or any
agency thereof. The views and opinions of authors expressed
herein do not necessarily state or reflect those of the United
States Government or any agency thereof.





Preface

The New Hampshire Weatherization Field Guide outlines a set
of best practices for weatherization agencies in New Hampshire.
This guide looks at residential structures through the eyes of the
energy auditor, inspector or crew chief who's main focus is on
energy savings and quality control.

The purpose of this guide is to provide specific guidance on
evaluating a home’s existing condition of insulation, air sealing,
heating, cooling, baseload, health and safety and installing mea-
sures. This guide incorporates information from the following
standards and specifications.

« DOE Workforce Guidelines for Home Energy Upgrades
(2011)

» DOE Weatherization Job Task Analysis (2011)
» WAP Policy Directives from 2005 to 2011
 International Residential Code 2009

« International Energy Conservation Code 2009
» National Fuel Gas Code (NFPA 54) 2009
 International Mechanical Code 2009

Specific program requirements are identified in the NH Policies
and Procedures manual
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CHAPTER1 PROGRAM INTRODUCTION AND GENERAL MANAGEMENT
1.1 About This Manual

The New Hampshire Weatherization Policies and Procedures Manual is designed to
provide guidance in understanding the service and administrative components of the
Weatherization Assistance Program (WAP) that begins each year on April 1¥ and ends
March 31%. The Office of Energy and Planning (OEP) recognizes this manual does not
cover every possible situation that may arise in the course of weatherization. OEP’s
intention is to provide enough information for guidance to its subgrantees to permit
reasonable and appropriate decision-making. Subgrantees are encouraged to contact OEP
staff if they have questions about how to proceed on an individual case.

The Weatherization Policies and Procedures Manual was carefully developed by OEP
and includes input from its New Hampshire subgrantees, energy consultants, and the

U.S. Department of Energy (DOE). The text of this manual has been compiled from both
technical field experience and interaction with other experts.

The Weatherization Policies and Procedures Manual was first utilized in program year
1982 and continues to be updated and revised as required, including changes necessitated
by the refinements and innovations made by State personnel or by changes in the Federal
Rule 10 CFR 440 Attachment A, that established and governs the DOE’s Weatherization
Assistance Program.

1.2 Program Regulations and Resources

All documents generated at the Federal level make up these regulations. Federal
guidance includes the Final Rule for the Weatherization Assistance Program for Low-
Income Persons (10 CFR Part 440), the Office of Management and Budget Grants
Management Circulars, and the DOE’s 10 CFR 600-Financial Assistance Rules. The
DOE also releases Weatherization Program Notices (WPN) throughout each program
year that provide guidance on specific topics. These can be found at: http://waptac.org.
DOE can also release ad hoc memos providing one-time information or information on
very specific topics that may be time-specific in nature. OEP will disseminate this
information to its subgrantees as it becomes available. Subgrantees should also seek out
this information on their own as it is up to the subgrantees to follow program regulations
at all times.

1.2.1 State Standards and Resources

State guidance exists in the form of the DOE-approved Weatherization Assistance
Program State Plan, the Weatherization Policies and Procedures Manual covering both
administrative and field-related information, the NH Weatherization Field Guide, memos
or informal guidance released in the form of meeting minutes, or e-mails.
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1.2.2 Adherence to State Standards

In accordance with subgrantee contracts, it is the subgrantee’s responsibility to be aware
of and adhere to these standards. The subgrantee weatherization director has overall
responsibility for the proper implementation of the procedures detailed in the NH WAP
Policies and Procedures Manual and associated NH Weatherization Field Guide.

1.3 Amendments to Standards

During the course of the program year, if OEP should update or modify procedures, new
or revised pages will be distributed or a memo may be forwarded to subgrantees that then
become part of the NH WAP Policies and Procedures Manual via an amendment.

From time to time, program standards may be amended and/or revised by OEP to reflect
changes in State or Federal regulations (WPNSs, etc.), state-of-the-art technology, and
general experience of the weatherization community.

Amendments to the standards will not become effective until thirty (30) calendar days
from the date of OEP approval and subgrantee notification except under the following
conditions when amendments or revisions will become effective immediately:

1) State or Federal law or regulation changes (WPN) mandate immediate
implementation; or

2) OEP determines that an emergency situation exists, such as a potential threat to
life, limb, or personal property; and the proposed amendment and/or revision is
necessary for the protection of the health and welfare of New Hampshire citizens
or weatherization personnel.

Any subgrantee weatherization program staff may submit comments and suggested
changes or revisions to these standards to OEP at any time. Suggested changes to the
standards must be accompanied by supporting documentation (justification for the
change).

1.4 OEP and the Community Action Agencies

OEP contracts with New Hampshire’s five (5) community action agencies (CAAs) to
provide weatherization services statewide.
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1.4.1 Service Territories of Subgrantees

Subgrantee/Contact

NH Counties Served

Community Action Program Belknap-Merrimack Counties, Inc
P.O. Box 1016

Concord, NH 03302

Phone: 225-3295 Fax: 225-1898

E-mail: info@bm-cap.org

Belknap, Merrimack

Southern New Hampshire Services, Inc.
P.O. Box 5040

Manchester, NH 03108

Phone: 668-8010 Fax: 645-6734
E-mail: contact@snhs.org

Hillsborough,
Rockingham

Southwestern Community Services, Inc.
63 Community Way

P.O. Box 603

Keene, NH 03431

Phone: 352-7512 Fax: 352-3618

Cheshire, Sullivan

Community Action Partnership of Strafford County
P.O. Box 160

Dover, NH 03821-0160

Phone: 516-8126 Fax: 516-8140

E-mail: cap@co.strafford.nh.us

Strafford

Tri-County Community Action Program, Inc.
30 Exchange Street

Berlin, NH 03750

Phone: 752-7001 Fax: 752-7607

E-mail: resource@tccap.org

Carroll, Coos, Grafton

1.5  Available Programs

The NH WAP leverages different funding sources to accomplish as much work as
possible (within program requirements) on client homes. Below are the programs the
WAP utilizes when funding is available. The WAP also leverages funding with the
Utility CORE program when funding is available. Leveraged funding with the CORE
program occurs on approximately 90% of the homes weatherized through the WAP.

1.5.1 DOE Weatherization (DOE Wx)

The State of New Hampshire’s Weatherization Assistance Program (WAP) is designed to
provide weatherization services to low-income households throughout the State. The
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WAP reduces household energy waste by improving the energy efficiency of a
participant’s dwelling while at the same time increasing their health and safety whenever
possible. The overall goal of the WAP is to serve those low-income households who are
most vulnerable to energy costs and who do not have the means of making cost-effective
energy conservation improvements to their homes.

The WAP is funded by Federal grants from the U.S. Department of Energy (DOE) and
the U.S. Department of Health and Human Services’ (HHS) Low Income Home Energy
Assistance Program (LIHEAP). The statewide Weatherization Assistance Program is
administered by the Office of Energy and Planning (OEP) in accordance with 10 CFR
440. OEP is responsible for the statewide oversight of the fiscal and program operations
and for providing technical assistance to its subgrantees, including certification of energy
auditors.

The DOE updates available funding to all states and sets an average per-unit cost
allowance annually. DOE also issues WPNs to provide updates to guidance and
reminders or clarifications to the requirements of the program.

Currently, OEP subcontracts with qualified New Hampshire community action agencies
(CAA) to provide direct weatherization services at the local level. OEP’s working
relationship with the CAAs is invaluable as it allows for better coordination with other
social service programs and organizations.

Eligibility for WAP is determined by gross household income and number of household
members. Priority is given to elderly and disabled residents, households with infant
children and high-energy usage, opportunities for leveraging, and time on the waiting list.
Renters and homeowners are eligible for the program.

After an applicant has been determined program-eligible, an energy audit is performed on
the home. The audit includes diagnostic testing that is performed by an OEP energy
auditor. Based upon the energy audit findings, a crew of trained workers will return to
install the required weatherization measures. The weatherization measures customarily
installed are prioritized by cost-effectiveness and by health and safety impacts. Air
leakage control measures typically are very cost-effective when guided by a blower door
and by pressure-differential principles. Wall and/or attic insulation, heating system
repair, and, under certain circumstances, replacement of grossly inefficient heating
systems can also be cost-effective. Mitigating combustion appliance CO emissions
improves energy efficiency as well as occupant health and safety. Installation of
appropriate measures conserves energy and improves the energy efficiency of the home
thus reducing energy costs, improving comfort, and potentially improving the health and
safety of the participant.

1.5.2 LIHEAP Weatherization (LIHEAP WXx)

In addition to these basic weatherization services, OEP utilizes, when available, a portion
of the State’s LIHEAP funds for the WAP (LIHEAP Wx or Building Weatherization
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Program (BWP)). Use of LIHEAP funds can provide greater program flexibility to
perform safety and efficiency measures that may not be possible under the DOE-
sponsored weatherization program. LIHEAP Wx was instituted in 1995 in response to a
significant reduction in weatherization program funding at the Federal level. OEP will
continue to actively pursue opportunities for increased funding to expand weatherization
Services.

1.5.2.1 Heating Repair and Replacement Program (HRRP)

This is the most common funding available under the LIHEAP Program. HRRP allows
for repair, modification, or replacement of heating system equipment, both for domestic
hot water and for space heating. The need for HRRP should be determined during a
clean and tune of heating system equipment by a heating contractor or during the testing
performed by weatherization energy auditors. In the case of solid fuel heating
equipment, need would be determined as part of the check for heating system safety
during the weatherization audit. The intent of this program is to serve clients who need
replacement heating systems that are generally beyond the scope of DOE Wx. All
households that receive HRRP benefits must be weatherized under either LIHEAP Wx or
DOE Wx within 12 months.

1.5.2.2 Building Weatherization Program (BWP)

Based on available LIHEAP funding from year to year, additional money may be
available from HHS to perform general weatherization measures on all types of low-
income housing. The program year for this program, as well as for LIHEAP HRRP, runs
from October1®to September 30™ of the following year. Eligibility and allowed
expenditures follow the same rules and guidance as DOE weatherization.

Exception: Homes that receive HRRP benefits must also be weatherized with BWP
funds, when funding permits.

1.5.3 Eligibility

Eligibility for all stated programs is the same. See Chapter 2 for details.

1.6 General Management Policy

A subgrantee shall make all reasonable efforts to deliver comprehensive weatherization
services to low-income people in the most cost-effective, efficient, and timely way
possible using the “house-as-a-system” approach. In doing so, subgrantees will
maximize the use of available funding in delivering weatherization services.

1.6.1 Conflict of Interest Policy

Each subgrantee shall develop, maintain, and keep on file a plan for dealing with
potential conflicts of interest. Conflicts of interest covered by the plan must include all
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situations, actual or perceived, when the members and relatives of the subgrantee’s board
of directors, subgrantee staff, and relatives of the subgrantee staff have an interest in a
business (or organization) providing services, materials, or property proposed to receive
weatherization services. At a minimum, the plan must set forth the procedures and steps
the subgrantee will follow to deal with conflicts of interest in:

1) Purchase of materials and services;

2) Taking of applications;

3) Prioritizing and scheduling of services;

4) Determining services (auditing) for buildings;
5) Installing measures in buildings;

6) Conducting final inspections; and

7) Obtaining owner sign-off.

Said parties are also prohibited from accepting compensation, directly or indirectly, for
recommending contractors, services, or products to clients or other parties having an
interest in the property being weatherized; nor repair, replace, or upgrade for
compensation those systems or components covered or not covered by the program.

1.6.2 Confidentiality

Subgrantees shall not use confidential information for any purpose other than the limited
purpose of their contract and shall not disclose such confidential information to any
persons other than those who have a business-related need to have access to such
information. Subgrantees shall require all such persons to read and sign a non-disclosure
statement and shall be responsible for the breach of any confidentiality.

The subgrantee shall institute and maintain reasonable security procedures to maintain
confidential information while in its possession or control, including transportation,
whether physically or electronically. Confidential information is defined as all tangible
and intangible information and materials, including all proprietary and personally
identifiable information such as an individual’s first and last name, social security
number, driver’s license number, or other identification number, in addition to financial
account numbers or other personal identification criteria.

1.6.3 Quality Control System

Subgrantees shall have a documented quality control system that is a set of procedures
designed to provide a review of all program functions by an individual who was not
originally involved in the performance of the work, including a dwelling unit check and
measurement of client satisfaction. Completing a final inspection is not a quality control
activity. A typical quality control system will include the review of the following areas:
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1) Unit Inspection/Measures List accuracy and appropriateness,
2) Work Order/Work Agreement appropriateness,

3) Client understanding of work to be performed,

4) Completeness of work performed,

5) Quality of work performed,

6) Client satisfaction with work performed, and

7) Client benefits received.

Subgrantees shall track service-related complaints. All serious complaints, such as those
having potentially legal consequences, those relating to severe structural damage, or
those where client health appears to have been severely impacted by weatherization
activities, must be forwarded to OEP within seven (7) days of subgrantee discovery.

1.6.4 Reworks (Call-backs)

Any weatherization work performed on a unit after the unit has been reported to DOE by
OEP as complete is considered a rework. Rework expenses require prior OEP approval.
Since Federal and State requirements prohibit returning to units that have been previously
weatherized, extenuating circumstances are required for OEP to authorize any rework
activities.

Weatherization work that was omitted or does not meet the program requirements is the
responsibility of the subgrantee. If, in the opinion of OEP, there is a legitimate claim that
the subgrantee misinterpreted program requirements, OEP may authorize the unit to be
reworked using WAP funds. Prior authorization is required for such rework activities.
OEP encourages subgrantees to contact OEP regarding any policy interpretation issues
prior to completing the unit.

Subgrantees are encouraged to utilize their insurance coverage to cover expenses related
to employee or contractor negligence, warranty issues, or other expenses related to
complete weatherized units or leverage other funding sources where appropriate.

1.6.5 Re-Weatherization (homes weatherized prior to September 30, 1994)

It is generally accurate to think of weatherization as a one-time process per dwelling.
DOE regulations state that units weatherized before September 30, 1994 may be re-
weatherized. Subgrantees do not need permission from OEP for this work.

However, subgrantees are reminded that there remain a significant number of low-income
households that have received no weatherization services to date. For this reason, not
more than ten percent (10%) of an agency’s production may be re-weatherized units
originally weatherized prior to September 30, 1994.
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Units that are re-weatherized will be counted toward the per-unit average but must be
tracked separately from newly weatherized units. See section 4.2.5.

1.6.6 Training and Technical Assistance

OEP allocates Training and Technical Assistance (T&TA) funds to each subgrantee. A
subgrantee is required to develop and submit a plan for T&TA expenditures per annual
direction from OEP.

1.7 LIHEAP Weatherization

Building Weatherization Project (BWP or LIHEAP WXx):

LIHEAP Wx is similar to DOE Wx and shall generally follow DOE Wx Program
guidelines. LIHEAP Wx cannot be done on any structure previously weatherized after
September 30, 1994 without a waiver from OEP.

1.7.1 LIHEAP Income Eligibility

Household income eligibility criteria for LIHEAP, BWP, and HRRP are the same as for
DOE Wx. Please consult eligibility criteria explained in Chapter 2 of this manual for
further details. Clients are eligible to receive these benefits only once.

1.7.2 Rental Properties

Multi-family buildings are not eligible for HRRP. Owner-occupied units are.

1.7.3 HRRP Expenditure Limits

The HRRP per-unit limit is $6,000.00. Per-unit expenditures over this limit must first be
approved by the weatherization program manager through the waiver process. It is
preferable to repair systems over replacing systems to preserve funds.

1.7.4 No-Heat Emergencies

No-heat emergency season is from October 1% through March 31%.

HRRP funds are appropriate for no-heat emergencies.

No-heat emergencies should be corrected within 24 hours whenever funding is available.
During emergency periods when waiver conditions exist and approval from OEP is not

possible (i.e., weekends, holidays, etc.) subgrantees can perform necessary work to
provide heat as needed but must submit a waiver to OEP within 48 hours.
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CHAPTER 2 ADMINISTRATION - Application Eligibility and Deferral
2.1 Fuel Assistance and Weatherization Programs

The Office of Energy and Planning (OEP) believes that fuel assistance and energy
conservation must go hand-in-hand. Therefore, every effort will be made to coordinate
services between the Fuel Assistance Program (FAP) and the Weatherization Assistance
Program to provide the best possible benefits to those who require the services. By
installing energy-efficiency measures, WAP clients may reduce their dependency on the
FAP or may have their fuel assistance benefits extend further into the heating season
because their homes are now warmer, less drafty, and more energy efficient.

2.2 Application Process

The Fuel Assistance and Weatherization Assistance Programs use a common application;
the Fuel Assistance Application. This joint Fuel Assistance/Weatherization application
was designed to streamline administrative procedures and enable an applicant to apply for
fuel assistance benefits and weatherization services at the same time.

All WAP program participants must have completed a fuel assistance/weatherization
application, including a short questionnaire on health issues, either at the community
action agency (CAA) outreach site or, for those applicants who are unable to travel to an
outreach site, by mail or a home visit. During “non-FAP” months (April-September),
applicants may apply at a CAA outreach site or directly with the subgrantee WAP staff.
An interested applicant does not need to accept fuel assistance benefits to participate in
the Weatherization Assistance Program.

The FAP program year is from October 1% — September 30". All FAP-certified
applications will be valid and eligible for weatherization certification for a twelve (12)
month period from the date of application. Applications more than twelve (12) months
old must be re-certified before receiving weatherization services. Households that
receive an energy audit just prior to the expiration of the eligibility period must have all
work completed within three (3) months of the audit date or have the application re-
certified.

It is highly recommended that applications within three (3) months of expiring be re-
certified.

If, after re-certification, a client receiving weatherization is determined to be no longer
eligible, work in progress and all health and safety repairs should be completed, but no
new measures should be started as of the determination date.

2.2.1 Applying under a No-Heat Emergency

Weatherization under no-heat emergencies is not preferred as it causes eligible and longer
standing applicants on the waiting list to be further delayed. However, in cases of a no-
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heat emergency when HRRP funds are not available and/or the agency’s health and
safety budget can absorb the cost, a WAP staff member can visit the client home and
have the applicant fill out a fuel assistance application prior to performing an energy
audit.

No work should be performed on a home until the client has been determined income
eligible. An agency, or its client, will be responsible for the cost of work if a client is
found to be ineligible after work has been performed.

If the client is already receiving fuel assistance, then the verification of income simply
involves checking the FAP application for eligibility by income and current application
status, and placing a copy of the FAP acceptance notification in the client file. No prior
weatherization by either the DOE Wx or LIHEAP should be verified prior to work.

2.3  Client Eligibility

Income eligibility for the WAP program is set at a maximum of 200% of the Federal
Poverty Guidelines (FPG). Subgrantees may apply to OEP for a waiver to weatherize an
“over-income” household. The current WAP income guidelines are available at:
http://www.nh.gov/oep/programs/energy/income_eligibility guidelines.htm.

Eligibility to receive weatherization services through the WAP is based on five (5)
requirements:
1) The household resides in New Hampshire;
2) The household income level;
3) The household size;
4) The household has not been previously weatherized at the current address;
5) Dwelling eligibility (see section 2.5 below).

Final determination of eligibility for the WAP does not take place until a home energy
audit has been completed by a weatherization energy auditor.

Note that eligibility for weatherization should take place in two steps: first, eligibility of
the client from the application, and second, eligibility of the dwelling following a site
visit or audit.

Homes previously weatherized after September 30, 1994 are ineligible to receive
additional weatherization services through the WAP program without an approved
waiver. Note: it is possible for a homeowner/renter to receive WAP services more than
once at different homes.

The CAA will collect heating fuel consumption data either from the client or directly
from the applicant’s heating vendor or utility.
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2.3.1 Client Eligibility Notification

WAP program applicants should be contacted by letter to inform them that there is a
waiting list and that they should not expect to receive immediate weatherization services.
If the FAP award letter contains this WAP notification information, this shall be
considered sufficient notification.

2.3.2 Refugees, Entrants, Asylees

Refugees, entrants, asylees, and newly-legalized aliens are eligible to receive WAP
services. In order to minimize possible conflicts between DOE and HHS eligibility rules
pertaining to households whose members are from these groups, DOE generally defers to
eligibility rules established by HHS for LIHEAP. Subgrantees should contact OEP for
clarification in individual cases.

2.4 Client Prioritization

It is the goal of the Weatherization Assistance Program to reduce heating costs for low-
income families, particularly for the elderly, persons with disabilities, and children under
the age of six (6), by improving the energy efficiency of their homes and ensuring their
health and safety. To assure services to the most vulnerable households, subgrantees are
required to use the Unit Priority Scorecard to assess client priority. Up to twenty percent
(20%) of annual production may be excluded from this requirement to accommodate
weatherization of mixed-income housing as might be found in a multi-family building,
and to promote efficiency in scheduling of work. All applications should be reviewed
carefully to ensure that priority scores are assigned correctly.

1) Priority for High Usage: Receipt of actual heating fuel consumption data is
required information for any site to be weatherized. A high usage of heating
relative to unit square footage, the energy index, can indicate a home especially
vulnerable to energy costs. Priority is given for an energy index of 10 or greater.

2) Priority for Leveraging: Priority is given to weatherizing dwelling units where
funds from other sources can be used to help pay for the cost of energy
conservation and health and safety improvements.

3) Priority for Elderly: Priority is given to weatherizing dwelling units identified as
low-income households with elderly residents.

4) Priority for Persons with Disabilities: Priority is given to weatherizing dwelling
units identified as low-income households where persons with disabilities reside.

5) Priority for Infant Children: Priority is given to identifying and weatherizing
dwelling units where infant children reside. An infant is defined as a child under
the age of six (6) years old.

6) Priority for Time on Waiting List: When other priority factors are equal, a client
who has been on the waiting list for a longer period of time should have priority
over a client on the list for a shorter period. Clients on the waiting list for more
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than two (2) years will receive an additional check and another check for each
additional two (2) years.

Example: Client is on the waiting list for five (5) years. Client receives a priority
(1) for being on the waiting list more than 2 years and a priority (1) for being on
the waiting list another 2 years - a total of 2 additional priorities.

The priority scorecard shall be completed prior to performing any dwelling eligibility
activities or weatherization work.

2.5  Dwelling Eligibility

To be considered for weatherization, a dwelling must be a structure, including a
stationary mobile home, apartment, group of rooms, or a single room occupied as
separate living quarters (including historic properties), and qualified shelters or other
group facilities. Government institutions, halfway houses, nursing homes, recreational
vehicles (RVSs), cars, trucks, or tents are not eligible dwellings and are not eligible for
weatherization services. Properties having only a commercial use are not eligible for
weatherization.

A qualified dwelling is eligible for weatherization service if it:

1) Is occupied by an eligible household or will become an eligible dwelling unit
within one hundred eighty (180) days under a Federal, State, or local government
program for rehabilitating the building or making similar improvements to the
building; and

2) Has not been previously weatherized; or
3) Was weatherized prior to September 30, 1994.

4) The dwelling does not require deferral (this does not necessarily discount the
building from being weatherized in the future if all deferral conditions are
satisfied within a reasonable time).

For multi-family units, see section 2.10 below.

2.5.1 Group Homes

Subgrantees may weatherize eligible, private, non-religious, non-profit, or publicly
owned long-term group homes. Group homes, such as community-based residential care

facilities (CBRFs), provide housing for persons who are elderly or have a disability.

It is recommended to request the owner or operator contribute to the weatherization
effort.

Before weatherizing any eligible group home, rooming house, or shelter, the subgrantee

must obtain the owner’s written permission and the appropriate Landlord-Tenant
Agreement. This may be waived if the building is owned by a non-profit agency.
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Waivers will not be granted for a private owner renting to a group home agency.
See Appendix A — Definitions and Acronyms, for the definition of group homes.
2.5.1.1 Group Home Eligibility

Group homes must be the primary residence of the inhabitants in which the residents
actually reside, with an average length of residence of one (1) year or more. Residents
must meet income eligibility requirements similar to those for multi-family buildings and
must pay their own rent or have their rent subsidized by a Federal, State, or local agency
or by any public or private means.

Before weatherizing any eligible group home, rooming house, or shelter, the subgrantee
must obtain the owner’s written permission and the appropriate Landlord-Tenant
Agreement.

Note: Buildings that provide day programs only are not eligible.
2.5.2 Rooming Houses

Rooming houses are defined as a house or other congregate-type of group residence that
does not have a planned program of supportive services and is not an institutionalized
setting and may or may not utilize common cooking and eating facilities for the residents.

2.5.2.1 Rooming House Eligibility

A room in a rooming house that serves as the living quarters for the resident(s) and for
which the resident pays rent, shall qualify as a separate rental unit for income eligibility.

A rooming house (building) qualifies for weatherization if at least two-thirds (2/3) of the
residents are program-eligible. Individual units of a rooming house shall not be
weatherized.

Before weatherizing any eligible group home, rooming house, or shelter, the subgrantee
must obtain the owner’s written permission through the appropriate Landlord-Tenant
Agreement.

2.5.3 Shelters

A shelter is any dwelling unit or units whose principle purpose is to house, on a short-
term basis, individuals who may or may not be related to one another and who are not
living in nursing homes, prisons, or similar institutional care facilities. Examples of
temporary shelters are transitional housing for homeless persons and domestic abuse
shelters. Nursing homes, prisons, or similar institutional care facilities are not eligible
temporary shelters.
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2.5.3.1 Shelter Eligibility and Demographics

A shelter is not a permanent residence; therefore, weatherization eligibility is based on
the income eligibility of those residents who currently live or have lived at the shelter

within the last thirty (30) days from the date of the application. If a minimum of two-

thirds (2/3) of the residents are income eligible, the shelter may be weatherized.

For the purpose of determining how many dwelling units exist in a shelter, count each
eight hundred (800) square feet of the shelter living area as a dwelling unit or count each
floor of the shelter that has living area as a dwelling unit.

2.5.4 Limitations and Exceptions to Dwelling Eligibility

A dwelling is not eligible for weatherization, even if occupied by an eligible household, if
the dwelling was previously weatherized with WAP funds, unless:

1) The dwelling was damaged by fire, flood, or natural disaster, and repair of the
damage to weatherization materials is not covered by insurance; or

2) The dwelling is eligible for re-weatherization because the original work was prior
to October 1, 1994; or

3) Eligibility of a dwelling is determined by the policy described above.

If the occupancy of the dwelling unit changes to another low-income family, the dwelling
unit does not become eligible for additional weatherization. A dwelling is not eligible for
weatherization, even if occupied by an eligible household, if a Federal, State, or local
program has designated the dwelling for acquisition or clearance within twelve (12)
months from the date weatherization would be scheduled to be completed.

2.6 Determination of Production Reporting and Counting
Completed units should be counted for production as follows:

1) Single dwelling unit = one (1) unit.
2) Multi-family building two-four (2-4) dwelling units:

a. 50% or more of units qualify and whole building is weatherized: All units are
counted.

b. Less than 50% qualify and building configuration allows for individual unit
treatment (side-by-side duplex): Actual number of units weatherized.

c. Less than 50% qualify and building configuration does not allow for
individual unit treatment: No units can be weatherized; building must be
deferred.
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3)

4)

5)
2.7

1)
2)
3)
4)
5)
6)
7)
8)
9)

2.8

Multi-family (five (5) or more units) = actual number of units in the building
when two-thirds (2/3) (66%) of the units meet eligibility; otherwise, building does
not qualify for weatherization.

Shelters and Group Homes = each eight hundred (800) square feet of heated floor
area, or each heated floor that is occupied by residents of the shelter, shall be
counted as a dwelling unit for a given shelter or group home. While either
method may be used for a given building, both cannot be used on the same
building. The subgrantee has the discretion of determining which method should
be used with the exception that any floor used primarily for administrative,
interviewing, or program space may not be counted as a unit. See Chapter 2.5.3.1
for determining demographics.

Rooming houses = report units same as multi-family buildings.
Ineligible Unit Types

Non-permanent structures.

Nursing homes.

Rest homes.

Drug detoxification centers.

Hospitals.

Day care facilities (stand-alone).

Buildings that provide day programs only (adult or child).
Commercial buildings.

Commercial portions of qualified buildings:

a. Additions, attached spaces, or whole floors of qualified units that are used for
commercial purposes only do not qualify for weatherization funding. If a
commercial space must receive weatherization measures to make measures on
the qualified unit effective, the owner must pay for those necessary measures.
If the owner refuses to pay for those necessary measures, the whole dwelling
must be deferred.

b. If a qualified dwelling has a room within the building that is used for
commercial purposes (home office, etc.), the building should be weatherized
as normal.

Applications for Multi-Family Buildings in Weatherization

Weatherization agencies that identify multi-family buildings for weatherization should
refer as many tenants as possible to Fuel Assistance to complete a FAP application. The
purpose for doing this is to increase the number of eligible units to maximize available
funding for the building.
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2.9 Multi-Family

Within the constraints of the program, a subgrantee shall provide services to buildings
that have rental dwelling units occupied by eligible program participants or units that are
expected to be occupied by eligible program participants within one hundred eighty (180)
days of completion of the weatherization work. A subgrantee shall weatherize the entire
multi-family building when the building is eligible.

The benefits of weatherization to rental units are intended for and expected to accrue to
the tenants. Eligibility of an individual dwelling unit (within a multiple-unit building) for
weatherization services will be determined in accordance with the normal WAP
requirements using the common FAP/WAP application.

Compliance to ensure that the owner/agent’s permission to perform weatherization
services has been obtained shall be accomplished by the mandatory use of the New
Hampshire WAP Landlord-Tenant Agreement prior to the start of any weatherization
work (including the energy audit itself) on all rental property. The New Hampshire WAP
Landlord-Tenant Agreement must be signed by the appropriate parties, including all
tenants, and copies retained in subgrantee client files. This agreement contains a one-
year rent protection feature that prohibits landlords from raising rent based on
weatherization-related improvements/costs. Tenants are encouraged to contact the
appropriate CAA agency if they feel the provision has been violated.

2.9.1 Project Approval

Subgrantees will submit a completed TREAT tpg model, narrative and Multi-Family
Project checklist form for projects exceeding four (4) total units for the same owner,
within a three (3) month period. The project could be a single five (5) unit building or a
single two (2) unit building and three (3) unit building. Subgrantees must receive written
project approval prior to starting any weatherization work on a multi-family project.

2.9.2 Mixed Eligibility
Production credit will be given for all units weatherized within an eligible multi-family

building. Multi-family buildings must meet criteria set forth in section 2.10 below (see
also 10 CFR440.22.3). Priority deviation can occur as described in section 2.4 above.

2.9.3 Subsidized

The NH WAP does allow weatherization of federally assisted rental housing (Section 8,
etc.) under DOE regulations (10 CFR 440). It is OEP’s policy, however, that the greatest
emphasis in weatherizing rental housing should be on privately owned, unsubsidized
housing where tenants have the greatest exposure to rising energy costs.

To help assure that the benefits of the weatherization project are accrued by the eligible
tenant, the property manager or landlord signs a Landlord-Tenant Agreement stating that
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the rent will not be raised based on the improvements made by weatherization for a
period of one (1) year.

Renters under the Section 8 housing program or other rent supplement program are
eligible for the WAP only when the tenant is eligible under the income guidelines set
forth in this Policies and Procedures Manual.

2.10 Multi-Family Building Eligibility Requirements

Building eligibility is dependant on applicant eligibility and building structure. Whole
buildings qualify for weatherization when the following occurs:

1) 66% or more (50% or more for two-four [2-4] unit buildings) of the dwelling
units in the building are occupied by eligible applicants; or

2) 66% or more of the dwelling units will be occupied by eligible households within
one hundred eighty (180) days under a Federal, State, or local government
program for rehabilitating the building or making similar improvements to the
building. Note: Contact OEP to request permission to utilize this qualification
process.

Multi-family buildings not conducive to weatherizing individual units due to building
structure or configuration because of the house/building-as-a-system principle, shall not
have individual units weatherized when the building does not qualify.

If the entire building is not eligible for weatherization because there are not enough units
occupied by eligible families, weatherization to individual eligible units and the entire
building shall be denied.

2.10.1 Owner Occupied Multi-Family Buildings — Condominiums

Owner occupied units in “row” (side-by-side) style buildings where attached units are
structurally separated can be weatherized individually. Common areas cannot be
weatherized unless all units are weatherized.

2.11 Buildings or Units Containing Commercial Property

If a building contains one or more dwelling units and is also used for commercial
purposes, only the residential part(s) of the building may be weatherized. The eligibility
of buildings having commercial space and residential units will be determined based on
multi-family eligibility requirements described in section 2.10. Subgrantees may not
weatherize commercial property space.

Rooms or other areas used as commercial space cannot be counted as a unit when
determining the number of units in the building. Rooms or other areas used only for
commercial/business purposes are not considered eligible space for weatherization
Services.
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Where a measure will need to be installed on both the eligible dwelling unit and
commercial area to be effective (e.g. insulating sidewalls), the subgrantee shall charge the
portion associated with the eligible unit to the program and charge the portion associated
with the commercial area to the property owner. If the property owner declines the
measure or declines to pay for the portion associated with the commercial area, the
dwelling unit(s) must be denied.

2.12  Available Funding for Multi-Family Buildings

Funding available for multi-family buildings is dependant upon the number of eligible
units in the building. Subgrantees are to multiply the number of eligible units in the
building by the statewide average allowance per unit to determine actual funds available
for the building, excluding health and safety.

Example: 10-unit building has 7 eligible units
State average allowance is $5,500
7 units X $5,500= $38,500 available for weatherizing the building
This is a LIMIT, not an average.

2.13  Subgrantee Deferral of Weatherization Services

The decision to defer work in a dwelling is difficult but necessary in some cases. This
does not mean that assistance will never be available, but that work must be postponed
until the problems can be resolved and/or alternative resources are found. Subgrantees
should strive to work with applicants to resolve conditions where a deferral has been
issued. Subgrantees are expected to pursue reasonable options and referrals on behalf of
the dwelling owner and to use good judgment in dealing with difficult situations.
Subgrantees should not defer service simply because of the presence of a hazard without
pursuing reasonable options to identify other resources to address the identified hazard(s).
Whenever appropriate, educational information on how to address the hazard should be
shared with the occupant. An example of educational materials is the EPA booklet
“Renovate Right.”

2.13.1 Weatherization Services Shall be Deferred When:

1) There is a question about the reported household size.
2) There is a question about the reported income.

3) There are health and safety issues beyond the scope of the WAP that prevent the
installation of weatherization measures.

4) The structural integrity of the home is in a condition that prevents weatherization
materials from being effectively installed.

5) The customer refuses work items that have a higher SIR value than remaining
measures. Subgrantees shall then defer all services to the customer.
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6) A building cannot be adequately weatherized with available funds. Adequate
means all necessary and appropriate measures to make the weatherization
successful without causing harm to occupants, workers, the building or other
installed measures.

2.13.2 Deferral Situations

The following is a list of the more common conditions and situations a subgrantee may
encounter while considering weatherization services. This list is not intended to be
inclusive of all instances in which a subgrantee may choose not to weatherize a unit. In
some instances, corrective measures by the client/owner may allow program services to
proceed.

1) The dwelling unit is vacant.
2) The dwelling unit is uninhabitable.

3) The dwelling unit is for sale or the client moves. If work is being performed on a
unit and the unit is placed on the market for sale or the client moves, the
subgrantee should complete the repair and/or conservation work in progress and
any health and safety measures necessary to secure the well being of future
occupants. However, additional conservation or repair work should not be
started.

4) The dwelling unit is scheduled for demolition.

5) The dwelling unit is deemed by the auditor to pose a threat to the health and
safety of the crew/contractor or subcontractor.

6) Extended periods with standing water, exposed dirt basements/crawl spaces,
mold, friable asbestos, deteriorated lead-based paint surfaces, or other hazardous
materials that cannot be addressed by the weatherization work. (Also see Chapter
10, Health and Safety.)

7) Evidence of infestation of rodents, insects, and/or other vermin that cannot be
addressed through weatherization.

8) Un-vented space heaters that do not meet ANSI Z21.11.2 rating.
9) Unsecured pets that may prevent workers from safely completing their work.
10) The presence of sewage or animal feces in or around the home.

11) Improperly stored chemicals, combustible materials, or other fire hazards that
present a danger to the occupants or the workers.

12) Maintenance or housekeeping practices that limit the access of workers to the
dwelling or create an unhealthy work environment.

13) Major remodeling is in progress, which limits the proper completion of major
weatherization measures.

14) Electrical or plumbing hazards or structural failures that cannot be addressed as a
part of weatherization services.
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15) Threat(s) of violence or abusive behavior to worker(s) or household member(s)
during the weatherization process.

16) Lack of cooperation from the client.

17) The illegal presence or use of any controlled substance in the home during the
weatherization process.

18) Occupant has known health conditions that prohibit the installation of insulation
or other weatherization materials.

19) The eligible household moves from the dwelling unit where weatherization
activities and services are in progress. In such a case, the subgrantee must decide
whether to complete the work, and the circumstances must be documented in the
client file.

20) When there are minor children in the dwelling but no adult client or adult agent of
the client at a time when subgrantee personnel must enter the dwelling.

2.13.3 Deferral After Client is Determined Eligible

Since such situations may be the result of misunderstandings or unintentional
misinformation, CAAs should utilize the following procedures when program eligibility
of the applicant is in question:

1) If the audit process is still in progress:

a. Send a letter to the applicant requesting his/her assistance and cooperation in
providing supplementary support or clarification of information contained in
the application.

b. Place the weatherization job in a pending status while further review takes
place.

c. Obtain further information and clarification regarding the application.
d. Provide reasonable opportunity to the applicant to review and amend his/her
application, if appropriate.

e. If the CAA determines that no further review is necessary or that the
information received has been clarified to the satisfaction of the CAA, then
the weatherization process shall resume.

f. If the CAA determines, based on information received and further review, that
the application cannot be approved, the applicant will be denied program
eligibility and will be notified as described in paragraphs 4 to 7 that follow.

2) If weatherization service delivery has begun but has not been completed, the CAA
should initiate the following procedures:

a. Suspend approval of the authorized work that has not been completed. Any
in-process measures, as well as necessary work to prevent unsafe or hazardous
conditions, may be completed.
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b. Review information with respect to eligibility and/or possible fraud or willful
misrepresentation. The review process may include further clarification from
the client.

c. Send a letter to the client informing the client that his/her eligibility is in
question and that weatherization services have been suspended pending a
review. If fraud or willful misrepresentation has been verified, the letter will
state that further weatherization services will be suspended.

d. Immediately notify the OEP Weatherization Program Manager that the above
actions are being taken.

3) If weatherization services have been completed, the CAA should initiate the
following procedures:

a. Review information with respect to eligibility and/or possible fraud or willful
misrepresentation. The review process may include further clarification from
the client.

b. Send a letter informing the client that his/her eligibility is in question and that
the cost of completed weatherization services may have to be reimbursed,
pending a review. If fraud or willful misrepresentation is suspected, the letter
will so state.

c. Immediately notify the OEP Weatherization Program Manager that the above
actions are being taken.

4) Disqualification: The client may be subject to disqualification, termination of
weatherization assistance, or full restitution if:

a. The client fails to respond or cooperate in reassessment of the application in
question.

b. Evidence resulting from the review process confirms that the client is
ineligible or there otherwise exists evidence of fraud or willful
misrepresentation.

5) Written Notification:

a. The client shall be provided with a written notification of disqualification,
termination of assistance, or the amount of restitution required for the cost of
the weatherization services delivered due to a fraudulent application.

b. The written notification will include notice of the client’s right to request a
fair hearing and notice of the fair hearing process.

6) Restitution:

a. Acting on the advice and directions of CAA legal counsel, every effort should
be made to effect a voluntary restitution of those funds (payments) expended
on behalf of an ineligible client.
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b. In cases of fraud or willful misrepresentation, Court action may be required
and initiated by CAA legal counsel should a client refuse or fail to comply
with a request for voluntary restitution.

7) Fraud:

a. Perceived incidence of fraud by a weatherization applicant/client must be
confirmed by evidence of deliberate and willful intent to defraud.

b. OEP will refer cases where there is evidence of fraud or willful
misrepresentation to the New Hampshire Attorney General’s Office.

2.13.4 Deferral Policy

When service is deferred, the owner or occupant must be notified in writing and should
be given a reasonable timeframe to correct the problem. Examples of reasonable
timeframes would be thirty (30) days for housekeeping concerns or ninety (90) days for
major remodeling work.

2.13.5 Deferral Notification Requirements

If a subgrantee cannot or chooses not to weatherize a dwelling unit, it must notify the
client and owner/authorized agent in writing using the Deferral of Weatherization
Services form within five (5) working days of this determination. Notification can be
hand-delivered or sent by certified mail. The notification must include the following
information at a minimum:

1) The reason for the deferral and how the reason relates to the determination to not
weatherize the unit.

2) Any corrective action required before weatherization services can be initiated.
The requirements for rectifying the deferral must be reasonable and appropriate to
the severity of the situation being addressed.

3) A time limit for correcting problems so that weatherization services may be
rescheduled.

4) A copy of the subgrantee’s Fair Hearing procedure (see section 2.14).
Any eligible applicant that complies fully with these requirements shall be reinstated in

the subgrantee’s work system so weatherization work can progress as soon as reasonably
possible. There is no time extension for the eligibility period due to a deferral.

All correspondence relating to the decision to defer must be kept in the client file. On a

deferred unit, pictures documenting the reason for deferral (mold or other problems) are
required and must be maintained in the client file.
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2.14  Fair Hearing Procedures

All weatherization applicants/clients who have been denied services or question the
weatherization services provided are entitled to a fair hearing. All program applicants
will be provided with information regarding the dispute resolution and fair hearing
process. This process may be entered into for any of the following circumstances:

1) Application is denied.
2) Services are unreasonably delayed.

3) Weatherization program services are less than what the applicant/client believes
they should be.

4) Weatherization program services do not meet required standards.
The dispute resolution process leading to a fair hearing shall be as follows:

If a client or applicant has been denied benefits due to a deferral or ineligibility
determination, or has a grievance with the weatherization services provided, the CAA
servicing the client should make every attempt to resolve the dispute directly with the
client. CAAs shall provide a written notification of either denial of benefits (deferral or
ineligible) or benefit/grievance determination to the applicant/client. The written
notification shall include notification of the right to a fair hearing and the dispute
resolution process. The applicant/client must enter into the resolution process within
thirty (30) days of the CAA’s written decision.

The CAA’s written notification to the applicant/client shall also inform the
applicant/client that they should first meet with the CAA weatherization program
director. The meeting will take place within ten (10) days of the client/applicant’s
request. At this meeting, the client will have an opportunity to express his/her concerns,
and the CAA will have an opportunity to explain its actions. The CAA is responsible for
documenting the results of the meeting in the client’s folder. The documentation should
contain information relative to the eligibility requirements or audit conclusions.

If the client/applicant is not satisfied with the results of the meeting, the weatherization
program director shall refer the client/applicant to the program manager/technical
specialist at OEP. OEP will work with the CAA involved to determine if further action
on either OEP’s or the CAA’s part is required. OEP may request client file records,
inspect the client dwelling, or perform other actions to make a fair determination of the
actions required, if any. This determination will be made in writing to the client.

1) If the client/applicant so wishes, they may then request a fair hearing with OEP.
A client/applicant who wishes to skip any or all steps in the dispute resolution
process may do so, although the client should be reminded that the outcome of the
fair hearing process is final.
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The fair hearing will meet the following standards:

1)
2)

3)

4)

All fair hearings shall be held in a location reasonably convenient to the
applicant/client.

The fair hearing officer shall be an OEP employee who was not involved in
rendering the challenged action or decision.

The OEP hearing officer shall review the applicant/client CAA file prior to the
hearing. The CAA file shall include at least the following:

a. Client application.

b. Supporting household and income documentation.

c. Copy of written notification to applicant/client of denial or contested decision.
d

. Any notifications and/or documentation containing information relied upon by
the CAA in making the decision to deny or suspend services or take the
contested action.

The fair hearing will be recorded by OEP. The decision will be made based on
the recording, evidence submitted, and any information introduced from the
applicant’s weatherization file.

The applicant/client is entitled to:

1)
2)

3)
4)
5)
6)

Review his/her CAA documents prior to the fair hearing. OEP will ensure that
the applicant/client is provided with this option in a timely manner.

Bring a representative to accompany him/her to the fair hearing; however, OEP is
not required to provide or pay for such representative.

Present oral testimony, written statement, and other relevant evidence.
Present witnesses.

Cross-examine witnesses.

Request that an interpreter be provided by OEP.

OEP will adhere to the following parameters:

1)
2)

3)

4)
5)

The applicant must request a fair hearing within thirty (30) days of the
notification of the decision by the OEP program manager.

OEP will conduct a hearing within twenty (20) working days of the request.

OEP will make a written decision within ten (10) working days of the fair
hearing. The written decision will contain a statement of reasons in support of the
decision and will refer to the evidence relied upon.

Strict rules of evidence will not apply to the conduct of the fair hearing.

All written correspondence from OEP to the applicant/client shall be sent certified
mail via U.S. Postal Service.

If the applicant/client has requested a fair hearing, the subgrantee (CAA) will hold
sufficient funds in reserve pending the outcome of the fair hearing.
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CHAPTER3 PROGRAM ADMINISTRATION - Record Keeping
3.1  Expenditures with DOE Wx Funds

The job cost average is set by DOE at the beginning of each program through

WPN PY-1. The average represents an overall annual average of total program support
costs plus the total job cost (materials and labor) divided by the number of weatherization
jobs performed. Non-program administrative and health and safety costs are not included
when calculating this average.

Expenditures of all DOE funds allocated to subgrantees must be in accordance with
regulations set forth in 10 CFR 440 and 10 CFR 600.

OEP may impose further spending limitations statewide or for any agency, if necessary,
to reduce the average cost per unit to prevent exceeding the allowable statewide average.

3.1.1 Allowable Expenditures
Only expenditures identified below are allowed under the New Hampshire WAP:

1) The cost of purchase and delivery of weatherization materials, including labor
costs, in accordance with Federal regulations (10 CFR 440.19).

2) Transportation of weatherization materials, tools, equipment, and work crews to
and from the site of weatherization work.

3) Maintenance, operation, and insurance of vehicles used to transport
weatherization materials.

4) Maintenance of tools and equipment.

5) Purchase or annual lease of tools, equipment, and vehicles, provided that any
purchase of vehicles shall be referred to OEP for prior approval in every instance.

6) Employment of on-site supervisory personnel.
7) Storage of weatherization materials, tools, and equipment.

8) The cost of incidental repairs (see section 8.11) if such repairs are necessary for
the effective performance or preservation of weatherization materials.

9) The cost associated with health and safety measures (see section 3.1.3 below).

10) The cost associated with training and technical assistance (see section 3.1.4
below).

11) The cost of liability insurance for weatherization projects, for personal injury, and
for property damage. (Additional costs for mold insurance riders are not
allowed.)

12) The cost of carrying out low-cost/no-cost weatherization projects in accordance
with Federal regulation 10 CFR 440.20.
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13) Financial audit.
14) Administrative funds:

a.

The amount of administrative funds are determined by OEP for each
subgrantee, based on the requirements of 10 CFR 440.18(b) and the New
Hampshire allocation formula. Subgrantees are notified by OEP of the
amount available in administrative funds when management plans are
solicited.

Additional administrative funds may be available under LIHEAP Wx when
funding permits. The amount of these funds will be included with the
LIHEAP allocation to each agency.

3.1.2 Disallowable Expenditures

No funds awarded under the New Hampshire WAP shall be used for any of the

following:

1)

2)

3)
4)
5)

6)

To weatherize a dwelling unit that is designated for acquisition or clearance by a
Federal, State, or local program within twelve (12) months from the date
weatherization is scheduled to be completed.

To install or otherwise provide weatherization materials in a dwelling unit
weatherized previously with New Hampshire WAP or other Federal funds except:

a.

As provided under 10 CFR 440.20 (low-cost/no-cost weatherization
activities).

Such dwelling unit has been damaged by fire, flood, or act of nature, and
repair of the damage to weatherization materials is not covered by the client’s
insurance. Appropriate documentation in such cases is required.

The dwelling unit was weatherized previously under the New Hampshire
WAP on or before September 30, 1994. In this case, the unit may receive
further financial assistance for weatherization under the New Hampshire

WAP in accordance with the rework guidelines (section 1.6.4).

To purchase weatherization materials not conforming to applicable product
standards as set forth in 10 CFR 440 of the Federal regulations.

To weatherize dwelling units that are determined ineligible under the income
criteria set forth in this manual.

To install ineligible weatherization measures due to non-qualifying SIR, ineligible
incidental repairs, or ineligible health and safety repairs as defined in this manual.

To make subgrantee payments for disallowed costs as defined in this manual.
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3.1.3 Health and Safety Expenditures
(Also see Chapter 9)

Subgrantees shall expense allowable health and safety costs in accordance with
regulations provided in Chapter 9. The health and safety budget is determined by OEP
on an annual basis as identified in the State Plan as a percentage of the actual annual per-
unit average production cost. The health and safety cost average will not be included in
the overall job cost average and will be tracked separately to monitor health and safety
expenditures.

Per-unit average cost example: The allowable annual DOE average is $6,000; the actual
production cost per-unit average is $5,600. The allowable health and safety average is a
percentage (as per the DOE-approved State Plan) of the $5,600 (not of $6,000 since the
actual cost was only $5,600).

Expenditure of weatherization funds for supplies and materials necessary for the health
and safety of clients and workers are allowable health and safety costs.

3.1.4 Training and Technical Assistance Expenditures

Training and Technical Assistance (T&TA) funds are intended to maintain or increase the
efficiency, quality and effectiveness of the Weatherization Program at all levels. Such
activities should be designed to maximize energy savings, minimize production costs,
improve program management and crew/contractor “quality of work,” and/or reduce the
potential for waste, fraud, abuse and mismanagement. Funds should be used on activities
such as conferences, trainings, consultants, and travel directly related to weatherization
services. Reimbursement requests will be submitted quarterly for expenses incurred in
that quarter and that program year. Prepayment for expenses to be incurred, particularly
in a following year, is prohibited.

Payments to contractors for training costs and reimbursement of their time to attend
training are allowable T&TA expenses; however, it is up to the discretion of each agency
to charge these costs to the program. Subgrantees must secure a retention agreement in
exchange for the training. The retention agreement should require that contractors will
work in the program for a specific amount of time and must align with the cost of T&TA
provided.

T&TA funds may not be used to purchase vehicles or equipment for sub-grantees to
perform weatherization services. The cost of these vehicles or equipment to support the
program must be charged to the vehicle/equipment or program operations categories.

For information on T&TA reporting forms and process, please refer to section 4.2.8.
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3.2 Client Files

Subgrantees are required to maintain individual files for three (3) years after the close of
the grant, per 10 CFR 600.153, for each client who receives weatherization services,
including deferred clients, under the DOE Wx or the LIHEAP Wx Programs.

All documents associated with and contained within the client file must be labeled with
client-specific identification for tracking purposes.

Requirements for ALL client files (as they apply and not limited to):

1) A completed and certified New Hampshire FAP/WAP application.

2) Notice of eligibility: If the client’s eligibility is determined by LIHEAP (Fuel
Assistance) staff, then a copy of the LIHEAP eligibility notification letter must be
placed in the weatherization file. If the client is eligible for weatherization but not
fuel assistance, or if the client applies for weatherization only, all documents used
to verify income eligibility must be present in the file.

3) Health and Safety Form.

4) Complete building information (Building and Test Data Information Sheet
(BTDIS)), to include, but not limited to:

a.
b.

Client name, address, and contact information.

Utility and heating bills (primary and secondary sources) in bill or statement
form from utility or supplier.

Energy Index number.

Building information: type, approximate build date, square feet of living
space, volume of living space, number of stories, number of occupants,
basement as part of the building envelope, location of heating system.

Pre- and post-blower door test results, with and without basement inclusion
recommended.

Work-in-progress blower door results.

Building tightness limits (BTLa in units of CFM50), ASHRAE 62.2-2010
ventilation determination after April 1, 2012.

Client health and safety concerns.

Building pollutants and other hazards.

Combustion appliance data (pre- and post-weatherization).
Mechanical ventilation rates (pre- and post-weatherization).

Combustion appliance zone (CAZ) depressurization results (pre- and post-
weatherization) including draft and CO.

. Ambient carbon monoxide readings (pre- and post-weatherization).
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5)

6)
7)

8)
9)
10)

11)
12)
13)

14)
15)

16)
17)

18)
19)
20)

21)
22)

n. Room and/or duct pressure diagnostics (pre- and post-weatherization), mobile
homes primarily, or site-built homes with ducting outside the thermal
envelope.

0. Insulation assessment (pre- and post-weatherization).

Documentation of the total auditor time at the home, in hours, including dates for
the initial audit, final inspection, and any in-process visits.

Deferral of Weatherization Services form, when applicable.

Copies of purchase orders or invoices for all materials installed on the
weatherized unit.

A completed Unit Priority Scorecard.
Consent to Perform Audit form with client signature at appropriate locations.

Heating/hot water efficiency readings recorded on BDTIS or by HVAC tech.
Efficiency tag (for heating system replacements).

Insulation Certificate signed by installing contractor/crew.
HRRP Agreement when HRRP funds are used.
Heating system replacement.

a. A copy of heat loss calculations used to size the replacement unit (TREAT or
Manual J).

b. A copy of the efficiency test results post-installation.

c. The signed Permit to Install and Operate, when applicable.

d. All bids and invoices.

e. Letter of condemnation stating reason for replacement, when applicable.
f. Any waivers granted for the work.

Lead Guide Sheet for pre-1978 homes and mobile homes.

Documentation of lead-safe weatherization procedures, including pictures (when
required).

Lead test results (when applicable).

SHPO Guide Sheet including Exclusionary Agreement for homes >50 years old,
excluding mobile homes.

SHPO Section 106 Review Form and response, when applicable.
TREAT “considered improvements” package report.

Original accurate “recommended improvement” TREAT weatherization report
(pre-weatherization), including estimated costs (labor and material) for all
measures (energy saving and repair) to be installed on the job.

TREAT “work scope” report for “recommended improvements” package.

Work order (pre-weatherization).
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23)
24)
25)

26)
27)

28)

29)
3.2.1

1)

3.3

Necessary waivers and/or documentation explaining actions and decisions made.
Signature from dwelling unit owner if a fireplace is to be permanently sealed.

Work Agreement/Satisfaction- signed and dated by the client and a certified
energy auditor attesting the work is complete and satisfactory. The final
inspection must be performed by a certified energy auditor.

Final Inspection Form-indicates verification of a complete job.

Photographs, including at a minimum:

Frontal view of the unit’s exterior;

Roof(s) - picture(s) need to show roof condition;

Each appliance, window, and door before replacement;

Leaky water heater before replacement;

Any condition adversely affecting the installation of weatherization measures;
Photo documentation of Lead-Safe work practices;

@ - o a0 T @

On deferred units, pictures documenting the reason for deferral (e.g., mold,
moisture, or other problems);

h. Any other such pictures auditors deem appropriate;
i. Contractor pictures of inaccessible attic improvements.

Job close out sheet (cost summary sheet) documenting all costs associated with
the project, including leveraged funding (sources and amounts), health and safety
and HRRP.

Building permits where required by local building code or official.
Additional Requirements for Rental Properties

Rental Units: A completed and signed copy of the New Hampshire WAP
Landlord-Tenant Agreement (one for each tenant). This ensures each tenant

understands his or her rights.

Forms and Procedures

The forms described in this section are directly related to client education and/or
requirements and does not cover all forms described in section 3.2. Forms are not to be
modified by subgrantees unless prior approval is received by OEP.
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3.3.1 Consent to Perform Audit

This form requires owner/client signature prior to performing the home evaluation. At
the time this form is signed, the client must be informed of the fair hearing procedures
identified in section 2.14.

3.3.2 Work Performance Agreement

The Work Performance Agreement must be signed by the client prior to the contractor
arriving at the job. The Work Performance Agreement is signed by the client after the
client has had the work order reviewed and explained to them by the auditor. The auditor
is to explain the specific measures on the work order to be installed, what function the
measure is intended to perform, what work is necessary to accomplish the intended
measure, and in what condition the area receiving the measure will be left (creating
access, surface area finished or unfinished, etc.). The Work Performance Agreement also
needs to be signed after a satisfactory Final Inspection has been performed on the unit.

3.3.3 Landlord-Tenant Agreement

A Landlord-Tenant Agreement is signed by both the landlord and each tenant when the
qualified applicant inhabiting the qualified dwelling unit pays rent to occupy the unit and
is not the owner of the unit.

3.3.4 Client Education Form

The Client Education Form is used to ensure the client receives necessary information
about the weatherization process and schedule, health and safety concerns, and energy-
saving tips. This information should include what the client should expect at each level
of weatherization, what they may need to do to prepare for the arrival of contractors, how
weatherization will change the comfort of their home, tips on how to change living habits
to reduce energy consumption, maintenance of equipment and appliances, and how to use
their CO/smoke alarms and what to do if they sound.

3.3.5 Health and Safety Form

This form is to notify the client or owner of health and safety items found during the
home evaluation. This may include items located in Chapter 10, Health and Safety. The
information provided to the client should also indicate whether weatherization will or will
not correct the issue and if the client is recommended or required to correct the issue.

If health and safety hazards are discovered that are necessary to correct prior to
weatherization occurring but cannot be corrected by weatherization, a Deferral of
Weatherization Services form must be completed and signed by the client (see section
3.3.6 below).
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3.3.6 Deferral of Weatherization Services Form

The Deferral of Weatherization Services form must be completed when it is determined
during the home evaluation that weatherization cannot occur. Causes for deferral are in
section 2.13.

3.3.7 Waiver Form

A Waiver Form is to be submitted to OEP under any circumstance that is not in
accordance with this manual, the NH Weatherization Field Guide, NH State Plan, or
other state guidance.

3.3.8 State Historic Preservation Office (SHPO)

All buildings that are at least fifty (50) years old must have all planned measures
compared to the list of Excluded Measures in the OEP/NH Division of Historical
Resources (NH DHR) Programmatic Agreement. Auditors must use the SHPO Guide
Sheet to aid in determining if a review is necessary. Any planned measures not excluded
from review per the Agreement must have a Section 106 Review submitted to the SHPO
office for approval prior to beginning work. Measures that qualify for installation per the
TREAT audit but are not excluded from Section 106 Review should not be skipped; a
Section 106 Review form must be completed for these measures or measure and
submitted to NH DHR.

Agencies should adhere to the conditions of that review. If the review prohibits a
measure, a waiver request must be submitted to OEP to consider skipping the measure or
deferring the home.
NH Division of Historical Resources
State Historic Preservation Office
Attention: Review & Compliance
19 Pillsbury Street
Concord, NH 03301-3570

The Section 106 Review form can be found at:
http://www.nh.qgov/nhdhr/review/review forms.htm.

3.3.8.1 SHPO Reporting Requirements

An annual report on State Historic Preservation filings is filed with the Department of
Energy, usually in September. In order to file this report accurately, agencies should
keep records on data contained in SHPO reports filed with the New Hampshire Division
of Historical Resources. The data that should be collected annually include:
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1) Total number of units weatherized with DOE funds;
2) Total number of units exempt from historic review due to property age;

3) Total number of units older than 50 years but exempt from historic review due to
the NH Programmatic Agreement;

4) Total number of SHPO reports filed and reviewed by NH DHR.
3.3.9 Lead Guide Sheet

The Lead Guide Sheet must be completed by a contractor whose work could be expected
to disturb lead-based paint in any dwelling built prior to 1978, including mobile homes.
This includes contractors that are not RRP certified but must still work in a lead-safe
manner due to lead-safe weatherization (LSW) requirements. All contractors must have
LSW training.

An RRP Certified Renovator must sign this sheet when areas in excess of the RRP
requirements, 6sf interior and 20sf exterior, are disturbed.

3.3.10 Final Inspection Form

The Final Inspection form is used by the subgrantee to verify that all work ordered is
installed and complete and to verify that no measures were missed or not installed but
charged to the agency. This form is the agency’s verification of final inspection and must
be complete and inserted in each client file.

34 Waivers

Deviations from the Weatherization Standards require a waiver from OEP prior to the
expenditure of funds. Work may proceed after verbal authorization by an OEP
weatherization program manager. An electronic copy of the waiver form documenting
authorization will be forwarded to be kept on file.

Waiver requests:

1) Sole Source - A sole source request may be made for situations where obtaining
three (3) bids is difficult, impossible, or unlikely; for example, if the geographic
location of the dwelling falls in a remote area serviced by few professionals.

A sole source waiver is not needed when less than three vendors respond to a bid
(low vendor response) as long as this is properly documented. The dates the
request for bid was sent, to whom it was sent, and date and price of bids received
should all be documented in the client file.
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2)

3)

4)

5)

Fuel Type Conversion — In cases substantiated as health and safety, or when the
conversion saves considerable expense or time and is in keeping with the intent of
the program.

Over Income — If a household’s income exceeds eligibility levels but emergency
situations or other factors are such that the subgrantee would like to proceed with
weatherization.

Re-weatherization — If a home has been previously weatherized after September
1994 and the subgrantee has deemed further measures necessary and cost-
effective. The validating circumstances must be clearly defined in the waiver
request.

Other — Under any condition where the requirements in this document, the NH
Weatherization Field Guide, or other state-issued guidance cannot be met or when
a measure or procedure is questionable per program guidelines and not addressed
in this document or the NH Weatherization Field Guide.

A copy of the waiver request form must be completed and submitted to OEP prior to the
delivery of weatherization services. Subgrantees must supply necessary documentation
to support the waiver request and must comply with all conditions stated on issuance of
the approved waiver. If the waiver is for an energy-saving measure, the completed
TREAT TPG file for the project must accompany the waiver request. Failure to do so
will result in a denial of the waiver.

2012 NH Weatherization Policies and Procedures Manual 36





This page intentionally left blank

2012 NH Weatherization Policies and Procedures Manual

37





CHAPTER 4 WEATHERIZATION PROGRAM REPORTING

The Weatherization Program requires multiple reports throughout the program year.
Subgrantees are required to collect and provide specified information from time to time.

DOE announces Annual Grant Allocations through WPN PY-2. Prior to the start of a
Weatherization Program year, CAAs receive an allocation of NH’s total WAP budget,
based in part on climate (heating degree days) and number of applicants in each county.
Following DOE approval of the State Weatherization Plan and Governor and Council
approval of agency contracts, each agency must submit, for OEP approval, proposed
WAP budgets and management plans.

4.1  Budget and Management Plans

OEP reviews and approves all plans prior to weatherization work proceeding in any given
grant period. In addition, program reports must be submitted to OEP in accordance with
a fixed schedule. These reports provide both the State and subgrantee management staff
an opportunity to review program effectiveness and to maintain accountability of public
funds. Comparisons between reports and initial baseline plans also allow identification
of potential problem areas that may require corrective action.

The budget should be accompanied by a Budget Support Worksheet. The management
plan should consist of:

1) An overview of the agency’s weatherization assistance program, including
number and credentials of WAP staff, CVs for WAP management, organizational
chart, description of administration and management procedures, and names of
contractor firms consistently used.

2) Agency or departmental policies that affect the WAP, including confidentiality,
code of conduct, dispute resolution policy, etc. (see section 1.6).

3) A Training and Technical Assistance (T&TA) Plan for the year. The plan should
be as specific as possible and should address new training requirements, staff to
be trained, and estimated costs.

4) Plans for major (>$5,000) purchases of tools, vehicles, and/or office or technical
equipment.

5) Most recent (within one year) tools, equipment, and vehicle inventory (>$500.00).

6) Annual Safety Plan. This plan should include how the agency will ensure that
contractors and crews are appropriately trained and will follow required safety
procedures as outlined in the Health and Safety Plan (see Chapter 10).

7) Annual Quality Control Plan - this should address how the subgrantee assures the
quality of its technical work and the “checks and balances” that are in place that
demonstrate adequate fiscal and managerial control of the program.

8) Copy of most recent A-133 audit results (if not previously forwarded to OEP).
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4.2  Preparing Required Reports

Descriptions and instructions for the various reports appear in this section. Although
each report focuses on different aspects of program performance, the following data is

common to all the forms:

1) Project Title - The official title as it appears on the program announcement.

2) Program Year - This is the Fiscal Year for the program.

3) Agency Name and Address - This is the same as it appears on CAA contracts.

4) Planning and Reporting Period - The period of time covered by the report,

identified by inclusive dates.

5) Start/Completion Dates - The dates identified by OEP as the official starting and
ending dates of the program year or term of the contract.

4.2.1 Weatherization Program Forms

The following table outlines the applicability of the various reporting forms to the

Weatherization Assistance Program and specifies the frequency with which they must be
submitted to OEP. Complete descriptions of each form are provided following the table.
Examples and detailed instructions for each form are included in the Forms section at the

end of this manual.

Form Name v | DOE wx LIHEAP
DOE Wx Monthly Expenditure Report F-11A | A (budget), M, F
'é;gfrﬁia’r\g‘é”esgf Monthly F-118B A (budget), M, F
NH Wx Program Status Report F-12 M, Q,F
DOE Wxn Production Details Report F-13A AM Q,F
IE)LTaI?@FF)QX;\)/())(Pt Production F-13B A M. Q. F
LIHEAP HRRP Production Details Report F-13C A M, Q,F
Wx-T&TA Quarterly Expenditure Report F-14 A (budget), Q, F
Inventory Report A

A = With application or any significant planning change
M = Monthly

Q = Quarterly - Within 20 days of the end of the quarter
F = Final within 60 days of the end of a contract period

2012 NH Weatherization Policies and Procedures Manual

39






4.2.2 DOE Wx Monthly Expenditure Report (F-11A)

The DOE Wx Monthly Expenditure Report (F-11A) provides information on the status of
a subgrantee’s funds for the weatherization program. It contains amounts for each
category as follows: the monthly expenditures, the year-to-date expenditures, the
budgeted amounts, and the remaining balance budgeted. It also contains information on
the number of completions, the installed cost per-unit average, and the health and safety
per-unit average. The subgrantee will be asked to explain any deviations in excess of ten
(10) percent of the planned and actual expenditures, any negative expenditure balance in
a given month, or any unusual spending patterns. Expenditures in any budget category
may deviate +/- 10%; large deviations may result in OEP’s request for a new budget. A
budget must be reported on this form as part of the management plan submitted for any
new grant period.

The New Hampshire Weatherization Monthly Expenditure Report serves as a
subgrantee’s reimbursement request for all costs incurred during the reporting period in
the weatherization program.

Reimbursement requests must include your contract number and CFDA #81.042.
Requests not having this information will not be paid.

4.2.3 LIHEAP Wx/HRRP Monthly Expenditure Report (F-11B)

The LIHEAP Wx/HRRP Monthly Expenditure Report (F-11B) provides information on
the status of a subgrantee’s funds for BWP and HRRP, as well as a summary of the units
completed and the per-unit cost average. The subgrantee is to provide explanations for
any deviations in excess of ten (10) percent between the planned and actual production
and expenditures.

The LIHEAP Wx/HRRP Monthly Expenditure Report serves as a subgrantee’s
reimbursement request for all costs incurred during the reporting period in the LIHEAP
Wx Program for both BWP and HRRP projects. The summary portion of the report
provides information relative to the performance for units completed and average costs.

4.2.4 New Hampshire Wx Program Status Report (F-12)

The NH Wx Program Status Report (F-12) is used both as a baseline-planning document
and as a monthly status report. As a planning document it is a concise summary of the
planned schedule. As a monthly status report it should generally describe the
performance of both DOE and LIHEAP weatherization programs. This report provides
an opportunity for the subgrantee to discuss program highlights, problems, and
production issues. This report must accompany the monthly reimbursement and
reporting forms.
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4.2.5 DOE Wxn Production Details Report (F-13A)

The DOE Wxn Production Details Report tracks monthly and cumulative annual
information about units weatherized. Details about housing type, household
characteristics, and income category for units weatherized with DOE funds are tracked in
this report for the purpose of reporting to the U.S. Department of Energy.

Units can only be reported as complete after the subgrantee has performed a final
inspection and found the unit to be completed in accordance with program requirements.

Units that are re-weatherized will be counted towards the per-unit average but must be
tracked separately from newly weatherized units. Production credit for these units will be
in the “Re-Wx Pre 9/94” category under “Other Units” on the Production Details Report
and Monthly Expenditure Report.

4.2.6 LIHEAP Wxn Production Details Report (F-13B)

The LIHEAP Wxn Production Details Report tracks monthly and cumulative annual
information about units weatherized. Details about housing type, household
characteristics, and income category for units weatherized with LIHEAP funds are
tracked in this report.

4.2.7 LIHEAP HRRP Production Details Report (F-13C)

The LIHEAP HRRP Production Details Report is a spreadsheet document that tracks
monthly and cumulative annual information about households that have received Heating
Repair and Replacement Program benefits. Details about housing type, household
characteristics, people served, and income category for units weatherized with LIHEAP
funds are tracked in this report.

4.2.8 Wx-T&TA Quarterly Expenditure Report (F-14)

This report provides OEP with information on the status of a subgrantee’s activities with
funds allocated for T&TA.

The T&TA report constitutes a subgrantee’s reimbursement request for all costs charged
to T&TA during a reporting period. In addition, the report provides information on the
status of expenditures and the balance of remaining funds. It should include detailed
information on training activities and other expenses for which reimbursement is sought.

Reimbursement requests must include your contract number and CFDA #81.042.
Requests not having this information will not be paid.
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4.3  Wx Program Client Identification and Database Reporting

Subgrantees will provide to OEP monthly database or spreadsheet reports to accompany
monthly expenditure requests so that each individual client and related expenses can be
clearly identified, tracked, and monitored as appropriate. Failure to submit a database
submission with all fields completed may delay the processing of the associated
reimbursement request.

4.4 Records and Accounts

Each subgrantee shall establish and maintain a separate account for both DOE and
LIHEAP funded activity that reflects all receipts, obligations, and disbursements of
funds, and shall include, without limitation:

1) A copy of all purchase invoices and/or contracts charged to the weatherization
program.

2) A copy of all work orders for each individual dwelling unit undergoing
weatherization; home repair and/or heating source repair/replacement services;
work orders for employees, subcontractors, and their agents and employees to
perform said activities; orders for materials purchased or donated; requisitions for
mileage; and insurance and tools.

3) An identification of all other costs charged to the weatherization program.

4) Any additional records, information, or documents specified by OEP, the U.S.
Department of Health and Human Services, or the U.S. Department of Energy.

45  Required Back-up Documentation for Reimbursement Requests

Subgrantees must supply back-up documentation in support of requested program
reimbursements. Payments will not be made on any reimbursement request submitted to
OEP without back-up documentation.

45.1 Monthly Expenditures Reports (Wx and HRRP)

A job costs sheet must accompany the report, listing names and addresses of completed
clients, total materials costs, total agency labor costs, total contractor costs, repair costs
(labor and materials reported separately), and health and safety costs (materials and
labor). For those agencies weatherizing with contractors only, labor and material costs
may be reported together.

45.2 Quarterly T&TA
Accompanying the reimbursement request must be a list of the trainings and conferences
attended, the location of the training, and the names of people attending. All related

receipts, including hotel, airfare and/or mileage, and meals should be included. If
meeting costs are charged, (for example, food and beverages served) a list of attendees or
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a sign-in sheet must be submitted along with an agenda and receipts. For training
arranged by an individual agency, the trainer’s name and CV, training curriculum, and
list of attendees should be submitted.

45.3 Equipment Purchases

For equipment with a purchase price over $500, a copy of the invoice should be
submitted.

46  Payment of Grant Funds

OEP will provide sufficient advances on contract amounts (approximately 15%) for the
grant period upon approval of the contract by the NH Governor and Executive Council
and DOE approval of the State Plan to ensure program operation during the startup of a
new program year. If advance amounts are placed in an interest-bearing account, the
interest generated by the advance must be tracked; any interest earned over $100 must be
returned to the program. Records documenting the ultimate disposition of interest must
be maintained with the agency’s fiscal records. Alternatively, the advance can be placed
in a non-interest bearing account. Additional program funds will be reimbursed on a
monthly basis based on the monthly expenditure reports and the number of completed
units.

4.6.1 Monthly Payment Inclusions
Monthly payments of grant funds to subgrantees shall consist of the following:

1) Administrative expenses;

2) Support expenses;

3) Installed weatherization measures costs for completed units;
4) Liability insurance costs;

5) Health and safety expenses;

6) Financial audit.

4.6.2 Delayed or Withheld Payments

Monthly reimbursements of grant funds to subgrantees, as requested in the DOE Wx
Monthly Expenditure Report (F-11A), will be delayed/withheld for the following
reasons:

1) The subgrantee has failed to comply with the reporting requirements.

2) Discrepancies or inconsistencies in reporting have been revealed through the
monitoring of subgrantee records.

3) Program operations or expenditures are in non-compliance with provisions of the
contract.
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4) Late and/or inaccurate costs after payment deadlines.

5) Failure to comply with or respond to monitoring report corrective actions or
other significant findings will delay agency reimbursements and may result in the
job in question being disallowed in its entirety.

6) Poor grant performance as demonstrated by low or no production for a period of
three (3) months or more. Low performance is described as not meeting the
budgeted production per the management plan by 20% or more.

7) Reimbursement request is missing the contract number and/or CFDA #81.042.
4.6.3 Reimbursement Request Due Dates

So as to facilitate regular payments to subgrantees, monthly reimbursement requests are
due the seventh business day of the month. The weatherization program manager will
process reimbursement requests in the order in which they are received, within fifteen
(15) working days. OEP’s business office will release payment within 30 days of receipt
of the request. Final, year-end closeouts are due within sixty (60) days of the contract
end date.

4.6.4 Budget Revisions

All changes to line items and between line items require the prior written approval by
OEP if the changes exceed ten percent (10%) of the agency’s budget amount. Budget
revisions are to be submitted on a Budget Support Worksheet with an accompanying
letter of justification signed by the subgrantee’s weatherization director. Training and
technical assistance or administrative funds may be converted to program funds by
making a request in writing to OEP. However, program funds can never be converted
into any other type of fund.

4.7 Property Management

The subgrantee’s executive director must designate an individual responsible for
purchasing and maintaining records on all property, equipment, and non-expendable
supplies purchased with weatherization funds received from the State of New Hampshire.

The property management procedures must be in writing and ensure adequate safeguards
to prevent loss, damage, or theft of property. These property management procedures
must meet all Federal and State regulations.

Adequate recovery insurance must be maintained on the property. A physical inventory
must be taken and documented annually of all property purchased with weatherization
funds.

A record of all non-consumable property with a purchase price of $500 or more, or with a

usage period exceeding two (2) years, must be accurately maintained and shall include
the following:
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1) A full description of the property.

2) Manufacturer’s serial number, model number, or the identification number.

3) Source of funds used to purchase the property, including contract number.

4) If applicable, whether title rests with the agency, State, or Federal government.
5) Acquisition date and cost, including all taxes, freight charges, etc.

6) Percentage of Federal participation in the cost of the program for which the
property was purchased (100%).

7) Location, use, and condition of the property and the date information was
recorded.

8) Disposition data, including date of disposal, method of disposal, and sales price if
sold. The sale of any property with a fair market value greater than $800 must be
returned to the program. If the Federal government is compensated for the sale,
the method used for determining the current fair market value is required.

If the property is considered for disposal by sale and the fair market value is greater than
$5,000, authorization must first be obtained from OEP. Proper sales procedures shall be
followed in all property dispositions under guidelines and procedures established by the
New Hampshire Division of Plant and Property Management.

At the beginning of each program year, each agency is required to submit to OEP, with
the management plan, an inventory of all non-expendable personal property and any
expendable property if the inventory on hand exceeds $1,500 and was purchased with
program funds. Records on the purchase of all tools/equipment/vehicles must be
maintained in the subgrantee files.

4.8 Inventory Control

All materials stored in a warehouse are considered assets of the subgrantee.

The subgrantee shall assign an individual to implement and maintain an inventory
recording system which assures all materials purchased with weatherization funds can be
accounted for at all times.

The assignment of persons who will be permitted access to the materials is the
responsibility of the agency’s executive director. The subgrantee must have in place a

system to account for items removed and returned to the storage facility.

The costs of all materials installed at a home must be able to be traced back to their
original invoices.

2012 NH Weatherization Policies and Procedures Manual 45





OEP may approve, on a case-by-case basis, inventory recording systems that meet the
goals of the recommended system outlined below:

1) Aninventory card or ledger sheet will be established for every item maintained in
inventory.

2) The inventory card or ledger sheet will include the following:

@ - o oo T

Description of the item.

Date of purchase.

Purchase order number.
Quantity ordered and received.
Unit cost of the item.

Balance on hand.

Vendor’s name.

3) Whenever stock is removed from inventory for installation into a home, the
following procedures will be followed:

a.
b.

A purchase order is initiated indicating the materials taken from stock.

The name of the recipient receiving the inventory is indicated on the purchase
order.

The quantity and dollar amount are indicated on the purchase order.
The purchase order is inserted into the client’s weatherization booklet.

An entry is made into the general ledger sheet or inventory card indicating the
date, client name, purchase order number, quantity taken, and balance
remaining.

Inventory will be taken at least annually and indicated on the inventory card
or ledger sheet, and will be signed and dated.

4.9 Insurance Requirements

A subgrantee must maintain the appropriate insurance prior to subcontracting
weatherization services. This includes: Comprehensive Public Liability Insurance,
Statutory Workers’ Compensation, Employers’ Liability Insurance, and Unemployment
Insurance. Pollution Occurrence Insurance is optional but recommended as outlined

below.

Subgrantees must require their contractors to carry sufficient liability coverage for DOE
activities and should require subcontractors to name said CAA as co-insured as evidence
of coverage, and submit a Certificate of Insurance. Subgrantees should include contract
language that requires them to be notified in the event that such insurance coverage is
canceled or lapses.
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1)

2)

3)

4)

5)

6)

Workers’ Compensation and Employer’s Liability Insurance for Employees:
Statutory Workers’ Compensation and Employer’s Liability Insurance for all
employees for the subcontractor engaged in performance of the services.

Workers” Compensation Insurance and Unemployment Insurance for Employees:
The private contractor shall ensure that each employee engaged in the
performance of the services is provided with Workers’ Compensation Insurance
and Unemployment Insurance as required by law.

Comprehensive Public Liability Insurance: The contractor must demonstrate that
comprehensive public liability insurance coverage is maintained in accordance
with the requirements established by the specific local agency involved.

Conditions: All insurance provided hereunder shall be affected under standards
for valid and enforceable policies issued by insurers satisfactory to the subgrantee.

It is recommended, but not required, for subgrantees and their contractors to
maintain Pollution Occurrence Insurance. The contractor should have Pollution
Occurrence Insurance (POI) unless they are named as additionally insured under
the policy of the subgrantee for which they work. If subgrantees choose NOT to
obtain POI coverage and damage occurs or there is disturbance to any other
environmental pollutants, the cost of remediation, clean up, relocation, medical
expenses, or any other resulting costs may not be charged to DOE Weatherization
and must be covered by another funding source.

Costs for additional mold insurance are not allowed unless the cost is included
with the policy. If mold coverage is acquired by rider, the cost is not allowed to
be charged to the program.

On the date of execution and thereafter, not less than fifteen (15) days prior to the
expiration date of expiring policies, originals or copies of the policies or certificates of
Liability and Workers’ Compensation insurance for subgrantees should be submitted to

OEP.

4.10

For-Profit Income

A subgrantee may use equipment purchased with DOE funds to perform “fee for service”
weatherization on non —low-income homes. However, DOE requires a fee, based on fair
market value, be charged for the use of this equipment to be reimbursed to the
weatherization program.

Suggested fees are as follows:

Vehicle $ 0.555 per mile (or current Federal rate)

Blower Door $35.00 per dwelling

Infrared Scanner | $50.00 per dwelling

2012 NH Weatherization Policies and Procedures Manual 47





Other DOE-purchased equipment may be used for Fee for Service work if
weatherization is reimbursed for its use based on pre-determined fees. OEP should be
contacted for guidance.

Subgrantees are to itemize and track these fees according to their own internal accounting
systems, which are in turn reviewed by OEP and subgrantee auditors. This information
will be summarized and reported to OEP on a monthly basis. Figures for these three
categories should be reported in the narrative section of the DOE Wxn Production Details
Report (Form F-13A) showing monthly and year-to-date figures.

Income received for the use of equipment paid for with DOE funds can be utilized by

subgrantees within the program year in which it is earned. Funds received must be
tracked as Program income.
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CHAPTERS5 PROCUREMENT STANDARDS
5.1  General Procurement Goals and Objectives

The CAA must ensure that all procurement of materials, property, equipment, or services
with DOE/LIHEAP funds is conducted in a manner that provides free and open
competition and to avoid any unfair advantage towards any potential vendor, either real
or apparent.

No CAA employee, officer, or agent shall solicit or accept gratuities, favors, or anything
of monetary value from a contractor or potential contractor or parties of sub-agreements.
The CAA shall maintain a code of conduct that shall govern the performance of its board
members, officers, employees, or agents engaged in awarding and administering
weatherization contracts or agreements.

No employee, officer, or agent of a local agency shall participate in the selection, award,
or administration of a contract supported by any funds where, to his/her knowledge,
his/her immediate family or partner has a financial or other interest or with whom he/she
IS negotiating or has any arrangement concerning prospective employment.

The subgrantee shall make positive efforts to utilize small, women-owned, and minority-
owned businesses as a source of supplies and services. Such efforts shall allow these
sources the maximum reasonable opportunity to compete for subcontracts that utilize
weatherization funds. All efforts to utilize small, women-owned, and minority-owned
businesses shall be recorded and maintained on file.

Procurement actions shall follow procedures to assure the avoidance of purchasing
unnecessary or duplicative items. Where appropriate, an analysis shall be made of lease
and purchase alternatives to determine which would be the most economical and practical
procurement.

Some form or manner of price or cost analysis shall be made in connection with every
procurement action. Record of such analysis will be maintained by the subgrantee.

No subgrantee may use DOE/LIHEAP funds for the purchase of land or the purchase,
construction, or permanent improvement of any subgrantee-owned/leased building or
other facility.

5.2 Contractor Procurement Requirements

The subgrantee must ensure that all participating weatherization contractors are chosen as
a result of an open and competitive Request for Proposal (RFP) process. The RFP
process must be conducted at least annually regardless of dollar amounts. Weatherization
contractors may be procured at any time within the twelve (12) month period
immediately following the RFP process. OEP may request, for review and approval of,
any RFP or proposed contract.
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1) The subgrantee must prepare an RFP that:

a.

b.

C.

d.

Identifies all requirements for prospective respondents, including all required
training, certifications, licenses, and proper equipment. Respondents who do
not have the required credentials at the time of bidding must agree to obtain
such training within 90 days of a signed contract.

Identifies all factors that the subgrantee will consider in evaluating proposals.

Where the RFP is for a specific project or product, the RFP establishes
relative weights of all factors, including cost, by means of which the
subgrantee will rank proposals.

Establishes its duration and its geographical scope.

2) The RFP shall include the following provisions:

a.

Any and all proposals may be rejected when in the interest of the subgrantee
to do so.

All proposals are subject to further negotiations between parties.

The submission of a proposal constitutes acceptance of the terms and
conditions of the RFP.

All proposals must be received by the specified subgrantee contact person
prior to a specified time.

3) The subgrantee must publish a newspaper advertisement for three (3) consecutive
days in, at a minimum, the newspaper with the greatest circulation in the
subgrantee’s service area. The newspaper advertisement shall be published at
least three (3) weeks prior to the bid opening to permit prospective respondents
time to obtain, prepare, and submit proposals. The newspaper advertisement shall
specify and provide at least the following:

a.
b.

A concise description of the services to be procured.

The subgrantee contact person from whom prospective respondents may
obtain bid materials.

The deadline for delivery of proposals.

A statement that the advertisement is subject in all respects to the terms and
conditions of the RFP.

Equal opportunity employer status and invitation to small, women-owned, and
minority businesses.

4) The RFP must be mailed or delivered to no less than three (3) prospective
contractors who may reasonably be expected to submit a bid.
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5) The following is required documentation when procuring weatherization
contractors:

a. Documentation of the basis of contractor selection, including the method by
which multiple price quotations from varying contractors were compared and
evaluated.

b. Documentation of the basis for the contract award amount, including the
estimate for services that the subgrantee expects to procure by means of the
subcontract.

c. The subgrantee may contract for the performance of any portion of a
weatherization job provided that:

I. The contractor and all employees of the contractor shall have in effect and
current all State-required licenses for work performed and certifications,
as well as WAP required training as described in section 10.2.1.

ii. The contractor shall agree in writing that all materials installed shall
comply with NH Program Standards and building codes as defined by the
State of New Hampshire or the authority having jurisdiction.

iii. The contractor shall warrant in writing that any defect in materials,
manufacture, design, or installation of an energy conservation measure
found within one (1) year from the date of completion of installation shall
be remedied without charge and within a reasonable period of time. (The
material warranty is applicable only to contractors who supply material.)

iv. The contractor demonstrates that comprehensive public liability insurance
coverage is being maintained in accordance with the requirements
established by the specific local agency involved.

v. If the contractor has one or more employees, it shall demonstrate that it
has in effect Workers” Compensation Insurance issued by a certified
insurance carrier; and

vi. The contractor must show debarment status and status of good standing
with the State of NH’s Office of the Secretary of State.

6) Consideration should be given only to bidders who demonstrate the ability to
successfully complete the contract, with past performance and training as
important criteria. The subgrantee’s evaluation of past performance may include
performance for other local agencies and contractors. If the bidder has not had a
prior contract with the subgrantee, evaluation of past performance must include
performance with other subgrantees or clients with similar requirements.

5.2.1 Procedures for Annual Procurement of Pre-Qualified Contractors
Some agencies may prefer to assemble a pre-qualified list of contractors from which they
can choose contractors to use on an on-going basis. In these cases, section 5.2 applies.

The bid package should also be updated every year to incorporate new program guidance,
contractor requirements, and updated measures. A standard measure price sheet, updated
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yearly, should be used to collect bid prices for all expected measures, even those that
seldom occur. Standard measure price sheets should be forwarded to OEP each year for
review.

Once bid packages have been received from interested contractors, agencies must hold a
contractor meeting to allow for open negotiation of standard measure pricing. Minutes of
the meeting should be taken and filed in agency contractor files. If any prices are re-
negotiated during the program year, a new price list, designated by a date or version
number, should be sent to all participating contractors.

Subgrantees are reminded that negotiated prices should not be cost prohibitive so as to
cause typical measures to no longer meet SIR requirements.

Once a bid package with standard measure pricing is available, any contractor at any time
of the year should be able to apply for work in the program through submitting a
completed bid package.

5.2.1.1 Alternative Contractor Procurement
Alternatives for Weatherization Contractor Utilization

1) The subgrantee may solicit proposals on any individual weatherization job,
provided at least three (3) contractors are solicited and those contractors provide a
written proposal and the lowest reasonable bid is accepted. OEP has created
contractor procurement forms that are meant to help document this procurement
process. A written request for a bid can be made using the Ad hoc Contractor
Bid Sheet that contains all the information required to be collected from a
contractor bidding on a particular job. The Contractor Bid Results Sheet should
be used to document the bid results received and the basis for the contractor
selection. In this case, if three (3) bids are solicited but only one contractor
responds, an agency is free to proceed with the one (1) bidding contractor as long
as the attempt to obtain three bids is documented on these forms. In any bid
process, the winner of the bid and the basis for the contractor selection must be
made public. This can be done via a letter or e-mail, or on an appropriate part of
the agency’s website.

2) The subgrantee is encouraged to utilize a minimum of three (3) contractors for
any individual weatherization measure and apportion work among them on an
equitable basis for all jobs requiring that measure.

Specific projects over $500 not identified on the standard measure price sheet (such as a
hot water heater replacement) must be put out for competitive bidding.
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5.2.2 Contract Execution

The subgrantee shall execute an agreement or contract with each weatherization
contractor prior to giving any work orders to the contractor in question:

1) The agreement shall incorporate all applicable rules, including the NH
Weatherization Policies and Procedures Manual, NH Weatherization Field Guide,
and expenditure limits of the weatherization program.

2) The agreement shall state the circumstances under which an accepted price for a
weatherized measure may be varied in special circumstances and the method
whereby the subgrantee and the contractor will determine the amount of variance.

5.3 Additional Contractor Provisions

1) Additional requirements when utilizing contractors:

a.

No contractor shall be paid for any work until such time as the subgrantee has
inspected the work and has determined that all such work has been performed
according to NH Weatherization Standards and in a workmanlike manner.

The cost of materials and labor need not be separated in billings submitted by
the contractor.

Subgrantees are encouraged to track procurement of specialty contractors
(HVAC, plumbing) which helps to demonstrate implementation of free and
open procurement practices.

Contractor files must be kept by the subgrantee, one per contractor, that
contain all documents related to the use of the contractor, such as a signed bid
package, regulatory documents (NH Certificate of Good Standing,
debarment), etc. Individual contractor files and general procurement files
should be updated at least annually.

If the use of a contractor is curtailed due to poor performance or previous
unacceptable experience with that contractor, and that contractor is no longer
asked to bid on jobs, the reason must be documented in the contractor
procurement files and a letter sent to the contractor stating that he/she is no
longer eligible for bids, along with the reason.

2) It is mandatory for contractors seeking to perform work in the weatherization
program to have the tools and equipment necessary to perform weatherization
work including, but not limited to, a blower door, truck, trailer, blowing
machines, etc.

3) Mandatory exclusion from the program shall be imposed for use of alcohol, use or
possession of illegal drugs, or incidents of sexual harassment while on the job site
or when otherwise engaged in activities related to the weatherization program.
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5.4  Weatherization Materials Procurement Requirements

Material purchases that will exceed $5,000 in aggregate (annually) must be procured
through the competitive sealed bid, competitive negotiated bid, or cooperative purchasing
method.

1) Suppliers may bid on all or a portion of the items being requested; bids will be
evaluated on an item-by-item basis. This does not preclude the local agency from
“grouping” items to be purchased (i.e., sStorm windows, insulation, and all other
materials) to ensure efficient procurement operations.

2) Supplier performance standards may be set relative to agency needs, must be
reasonable given program requirements, and may be included in the evaluation of
a bid. Examples of performance standards would be delivery time and place,
billing procedures, and confirmation of orders (i.e., you may specify three-day
delivery after receipt of order, billing in triplicate).

3) The subgrantee shall establish a review procedure that ensures the purchase of
insulation products with the highest percentage of recoverable materials
practicable, taking into consideration completion, availability, technical
performance, and cost.

4) Any information concerning subcontract requirements which subgrantee
personnel share with one prospective contractor or vendor, must be shared with
all prospective contractors or vendors to whom the subgrantee has sent bid or
proposal materials.

5) Competitive sealed bids for annual purchases in excess of $10,000 from any
single vendor must incorporate the following:

a. All requirements set out below shall apply without exception.

b. The subgrantee must publish a newspaper ad in all counties serviced for three
(3) consecutive days in, at a minimum, the newspaper with the greatest
circulation in the subgrantee’s service areas.

c. This newspaper advertisement shall specify and provide at least the following:
I. A concise description of the materials or supplies to be procured.
ii. The contact person prospective bidders may obtain bid materials from.

iii. The deadline for delivery of sealed bids, including the time and place for
the bid opening.
iv. A statement that the advertisement is subject in all respects to the terms
and conditions of the Invitation to Bid.

v. Equal Opportunity Employer status, and an invitation to small, women-
owned, and minority businesses.

d. The newspaper advertisement shall be published at least three (3) weeks prior
to the bid opening to permit prospective bidders to obtain, prepare, and submit
bids.
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6) When utilizing the competitive sealed bid or the competitive negotiation/RFP
method, certain requirements govern the opening of sealed bids or RFPs:

a.

All requests for sealed bids and RFPs must state the time and date of bid
closing, the location where bids must be received by the deadline for
consideration, and the time of opening the sealed bids. Bid procedures must
also provide for public inspection of all responses.

Local agencies must solicit bids from all interested and eligible suppliers. All
procurement transactions, regardless of dollar value, shall be conducted in a
manner to provide for free and open competition.

All bids must list the total quantity of goods or scope of services estimated for
the life of the contract and the size of individual orders or scope of each unit
of service.

7) Bid evaluation and award:

a.

0.

Bids must be evaluated on the basis of evaluation methodology as presented in
the bid request.

Consideration should be given only to bidders who possess the potential
ability to successfully complete the contract, with past performance as a key
criterion. However, the local agency’s evaluation of past performance should
include performance for other local agencies and contractors. If the supplier
has never had a contract with the agency, the agency’s evaluation of past
performance must include prior performance with other local agencies or
clients with similar requirements.

All bids must be evaluated on the basis of documents submitted. Prices must
be firmly and clearly stated. Rebates, equipment point systems, or other
bonuses may not be considered.

Bids must be awarded to the bidder that best meets quality and performance
standards at the lowest cost, based on the stated evaluation methodology.
Warranties and guarantees may be factors, as stated in the specifications.

Volume discounts may be considered but must be applied to the per-item price
and provided in the bid proposal.

Unsuccessful bidders should be notified in writing before the contract is
awarded.

OEP may review and approve all proposed winning bids.

8) Appeal procedures/bid protest: Subgrantee shall have in place appropriate
procedures to afford unsuccessful bidders an adequate opportunity to be heard in
the event there is contention over the contract award.
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9) Required contract provisions:

a. No interest may be paid to a contractor/supplier from weatherization funds for
any reason.

b. All contracts in excess of $5,000 in aggregate during the life of the contract
must have provisions to:

i. Allow remedies in case of breach of contract.

ii.  Allow termination of contract and detail conditions of settlement of all
claims. (Example: If the contractor fails to perform to specifications, the
contract may be terminated seven (7) days after written notification is
received by the contractor.)

iii. Terminate at the end of the period specified (not to exceed 12 months).

c. All contractors must be required to provide assurance of compliance with all
provisions listed in OMB Circular A-102 item 14 (whether the local agency is
a governmental or community-based organization).

d. Cost plus a percentage of cost (”cost plus”) pricing methods are not allowed.

e. All contracts must include a clause that the contract may be suspended should
the contract award be appealed.

f.  All contracts will include a clause that the terms are subject to change in
Federal or State program provisions and appropriations.

g. All contracts must include a clause that the required insurance provisions will
be met.

10) Procurement records:

a. The following is required documentation when procuring weatherization
materials:

i. Documentation of the basis of vendor selection, including the method by
which multiple price quotations from varying vendors were compared and
evaluated.

ii. Documentation of the basis for the contract award amount, including the
estimate for materials that the subgrantee expects to procure by means of
the subcontract.

iii.  All rating systems must be documented and retained on file.

b. All bid proposal materials and contract documents must be kept on file and
made available for inspection by authorized staff of DOE, OEP, the State
Auditor, or their agents, and shall be retained for three (3) years from the
completion date of the audit.
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55 Purchase or Lease of Vehicles

Local agencies may procure vehicles with DOE funds only if they obtain prior written
approval from OEP. Before such approval will be granted, the availability of other
surplus vehicles purchased with DOE funds located at other agencies will be determined
by OEP. If surplus vehicles are available and meet the agency’s expressed operational
needs, then vehicle transfers between agencies will supersede requests to purchase or
lease new vehicles.

1) Any request to purchase or lease vehicles must be accompanied by an analysis
that should include the following information:

a. Compare annualized leasing costs to the projected annualized cost of
purchasing similar vehicles. For leasing, all costs involved should be listed
separately (i.e., base, maintenance, insurance, and other terms). For purchase,
the costs should include projections of all costs included in the lease
agreement. Cost analysis should also include the cost of lease abandonment.
In order to annualize cost comparisons, use the following formula for
estimating the “life” of a purchased vehicle: for vans and trucks the vehicle
life is estimated at six (6) years or 80,000 miles, minus twenty percent (20%)
of the original value (accounting for trade-in value). Thus, if experience tells
you it will take three years to drive 80,000 miles, the yearly base cost of a
$12,000 vehicle will be $9,600 (base minus 20%) divided by three years, or
$3,200. This figure should be compared with the base cost of a one-year
vehicle lease agreement.

b. Include an analysis of any non-cost factors considered such as changing
funding levels, immediacy of vehicle availability, or ease of maintenance.
Non-cost factors may provide acceptable reasons for leasing but must be
viewed along with cost factors.

2) Whether purchasing or leasing, vehicles must be acquired through a competitive
sealed bid method of procurement. The bid package must contain specifications
of the number and types (not specific makes or models) of vehicles needed and
any specific terms you require (for example, consider only certain types of
maintenance agreements, or such agreements that can be negotiable according to
the length of the lease and/or the date vehicles are needed).

3) Subgrantees must have OEP listed as the first “lien holder” on the title of any
vehicle purchased, in whole or in part, with New Hampshire weatherization
program funds. A lien holder’s copy of the title of any such vehicle must be
provided to OEP. For a “lease with option to buy” agreement, this requirement
must be met at the point in time that a local agency acquires title to the vehicle.
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CHAPTER6 PROGRAMMATIC MONITORING
6.1  Technical Inspections, Management and Fiscal Monitoring

In accordance with 10 CFR 440, OEP is responsible for performing monitoring and
technical inspections with all subgrantees. Monitorings or inspections performed by OEP
personnel and/or qualified sub-contracted firms are intended to ensure subgrantee
accountability and Program funds are expended in accordance with applicable law,
including all State Program Standards, regulations contained in 10 CFR 440, applicable
OMB circulars, DOE Financial Assistance Rule 10 CFR 600, Weatherization Program
Notices (WPN), and any other such procedures DOE may issue.

Program monitoring will identify problems, deficiencies, and areas that need
improvement, and then assist agencies in those areas of concern.

Subgrantees will have technical field inspections performed on a regular basis. Technical
inspections will occur on at least 5% of finished units and more, whenever possible
and/or necessary, including “in-progress” inspections. Additional monitoring visits may
be conducted if OEP or the subgrantee feels extra assistance is required to resolve
particular problems or to facilitate specific training objectives. Technical inspections are
also part of a successful training program by assessing the need for training and technical
assistance to improve local agency service delivery, cost-effectiveness, and
accountability.

OEP will provide subgrantees with a written report of results for each monitoring and
inspection visit within thirty (30) days of the visit.

Sensitive or significant noncompliance findings, such as waste, fraud, or abuse, are
reported to DOE immediately.

6.1.1 Technical Inspections

Dwelling units that have been inspected may be selected by OEP from a list of clients
that will allow a representative sample. Technical field inspections will be performed by
OEP staff or its designee on both completed units and “in-progress” units.

Field inspections will review quality, compliance and effectiveness; appropriate and
allowable materials; appropriateness and accuracy of energy audits (no missed
opportunities); appropriate and complete diagnostics; comprehensive final inspections;
safe work practices such as lead-safe weatherization protocols; and other factors relevant
to on-site work. Field inspections may also include:
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1) Reviewing the client file and work order, material quantities, safety,
workmanship, thoroughness, and overall appearance.

2) Inspection visits may focus on problem areas identified in previous inspection
reports to ensure that problems have been corrected.

Any activity found to not comply with any portion of the NH Weatherization Assistance
Program Standards or other State or Federal regulations may cause disallowed costs.
Deficiencies noted during OEP monitoring that result in a Finding may be considered
justification for requiring the subgrantee to re-inspect other dwellings.

Note: Field inspections do not constitute acceptance or approval of code compliance for
any installed measure. This is the responsibility of the subgrantee based on individual
town permitting requirements.

6.1.2 Program Monitoring

OEP utilizes the “Management Monitoring Instrument” as defined by DOE and
supplemented by OEP to conduct comprehensive monitoring of subgrantees’ program
delivery and management effectiveness. At least annually, OEP will perform a
monitoring of each subgrantee. Areas reviewed include: Program overview,
financial/administration, inventory, energy audits, qualifications and training, health and
safety, final inspections, staff or entity preparing for or performing the monitoring, and
how monitoring results and required follow-up procedures are handled.

In addition, random client files will be reviewed to ensure proper documentation of
weatherization procedures, correct completion of required forms, and source
documentation of installed measures and costs. The Standard File Review sheet is used
for this review. The client file review does not address the same issues as technical
monitoring, nor does it serve to replace technical monitoring.

OEP is also required to confirm eligibility of clients receiving weatherization services
and reliability of eligibility processes carried out by fuel assistance intake workers. A
random sampling of FAP (LIHEAP) client files is obtained from the fuel assistance
department and confirmation of documentation of qualifying income is checked. This
may be done by WAP staff alone or in conjunction with the OEP fuel assistance program
manager.

6.1.3 Fiscal Monitoring

The OEP business office or its designee will perform subgrantee site visits to review the
following fiscal activities: financial management/accounting systems and operations,
audits, payroll/personnel, vehicles and equipment, procurement, Davis Bacon (when
applicable), sub-awards/subgrantee monitoring, invoicing, records retention, staff or
entity preparing for or performing the monitoring, and how monitoring results and
required follow-up procedures are handled. A copy of each agency’s A-133 single audit
results will be reviewed and collected at this time, if not previously sent to OEP. Fiscal
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training will be provided to subgrantees when necessary to ensure understanding of DOE
and OEP fiscal policies and proper reporting.

Fiscal monitoring will take place on two levels:

1)

2)

6.2

Confirmation of adequate control of costs: Monitoring of procedures to ensure
checks and balances are in place, staff is accountable for costs, and management
procedures are in place to control costs.

Confirmation of appropriate program charges to OEP: At least one
reimbursement request will be randomly chosen to trace all line item costs from
the reimbursement request to the general ledger and detailed ledger and to the
original source documents, either receipts or employee timesheets.

Monitoring Report Format

Monitoring reports will reference appropriate standards, regulations, etc. when
applicable. All written reports will follow the same general format and will offer several
or all of the following terms regarding findings:

1)

2)

3)

4)

5)

6.2.1

Findings: A finding is an issue that may be a violation of rules or standards,
questioned or disallowed costs, and needs to be addressed; formerly a Required
Action. Issues are significant in nature, such as misuse of Program funds,
eligibility, major health and safety issues, and consistently failing to follow rules
or standards. Findings will be accompanied by corrective actions when
appropriate.

Concern: A concern is an issue that may not be in direct violation of rules or
standards but needs to be addressed. Repeated similar “concerns” will be
reported as a finding.

Recommendation: Recommendations are notations based on monitor or inspector
experience and expertise on how subgrantees can improve certain aspects of the
program.

Commendations: Commendations are provided when any aspect of Program
operations are found to be above average.

Best Practice: A Best Practice will be provided when a monitor or inspector
observes initiative and/or ingenuity in handling specific conditions as compared to
current conditions. It will be utilized to share ideas throughout the State for
appropriate applications.

Subgrantee Response to Monitoring Reports

A written response to “Findings” detailing the completion of the corrective action shall
be submitted to OEP within thirty (30) days. In the case of wide-scale corrective actions
that may require more time, for example, in order to change agency procedures, a request
for an extension may be made in writing to OEP. The request must provide a new
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timeframe for completion of the corrective action. Any necessary corrective action must
be performed within thirty (30) days of the monitoring report, and this must be confirmed
in a written response to the OEP program or technical manager sent within this same
thirty (30) day period.

Failure to remedy and adequately respond to “Findings” within thirty (30) days may
delay agency reimbursements and will result in the associated costs or job costs being
disallowed in their entirety. Such disallowed costs may not be re-submitted for payment.

6.2.1.1 Response Format

Responses to a monitoring report should follow this format:

1) Responses are to be in either MS-Word or PDF format and sent electronically as
an attachment to e-mail. In an effort to reduce paper consumption and storage,
paper responses will not be accepted.

2) Responses should follow the format of the report in answer to the specific
findings. When a subgrantee disagrees with a finding, it is their responsibility to
indicate where in this manual, the NH Weatherization Field Guide, or other State
program documentation the action taken is allowable (see section 6.4 below).

3) Each monitoring report should have its own response. Responses for monitoring
reports should not be combined with other monitoring report responses.

4) Whenever possible, photos should accompany responses or be inserted into the
response as part of the explanation. Photos should be limited in number and be of
medium to low quality resolution to reduce file size.

6.3  Repeated Noncompliance

Repeated discoveries of noncompliance will prompt one or several corrective actions by
OEP.

1) Technical inspections: Significant deficiencies such as health and safety
violations, missed or inaccurate building diagnostics, poor quality installation of
materials, major missed measures, etc., will result in an increase in subgrantee
technical inspections and may require additional training. Continued findings or
failure to correct findings within thirty (30) days will cause disallowed
expenditures or reduction or termination of OEP weatherization financial
assistance, and could cause OEP to classify the subgrantee as a high-risk agency.

2) Program and financial monitoring: As with technical inspections, repeat and
multiple findings with program and fiscal monitoring will cause corrective action
by OEP. Suspected or confirmed financial mishandling of program funds, as
evidenced by lack of back-up documentation for program costs, financial or
management practices not in compliance with 10 CFR 440 or 10 CFR 600, will
cause increased subgrantee monitorings, disallowed expenditures, and required
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trainings. Significant findings, repeated violations and failure to correct findings
within thirty (30) days will cause disallowed expenditures, a reduction or
termination of OEP weatherization financial assistance, and could cause OEP to
classify the subgrantee as a high-risk agency. If fraud is discovered, termination
of weatherization assistance will be immediate.

A subgrantee placed on high-risk status will likely have special conditions placed upon
the subgrantee’s financial assistance award until the subgrantee addresses the issue(s)
identified during OEP monitoring. Subgrantees will be required to submit to OEP a plan,
and eventually a report, in writing, stating how the issue or issues that place it at high-risk
status have been resolved.

6.4  Appeals

If a subgrantee does not agree with corrective actions taken by OEP and believes that the
questioned or disallowed costs for work, material, or procedure was within the guidelines
of the program, then it has the right to appeal the corrective action.

The appeal of a corrective action should be made in writing to the Weatherization
Assistance Program manager within thirty (30) days of receipt by the subgrantee of the
monitoring report.

A subgrantee that does not agree with the initial outcome of the corrective action appeal
may submit a subsequent appeal to the director of the Office of Energy and Planning. All

appeals must be signed by the subgrantee’s executive director and sent to the attention of
OEP’s director.

The subgrantee may choose to request an appointment for hearing to present its appeal in
person, if so desired. All “in person” appeals will still be expected to provide and include
the same information that is required in writing for a letter of appeal.

The letter of appeal should contain the following:

1) Specific reference to the finding that caused the corrective action by OEP.

2) Specific reason(s) that the case warrants consideration for a waiver of established
New Hampshire Weatherization Assistance Program procedures.

3) Provision in 10 CFR 440, 10 CFR 600, this manual, or the NH Weatherization
Field Guide authorizing the subgrantee to perform or not perform the questioned
work.

The OEP director will evaluate and respond in writing to each appeal within ten (10)

business days. In the event an appeal is overturned, OEP will reverse any corrective
action taken within thirty (30) calendar days of the final decision.
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6.5 Enforcement

Continued subgrantee inability or refusal to comply with applicable standards constitutes
grounds for the OEP to suspend, terminate, or otherwise apply special condition(s) to the
subgrantee’s agreement to provide weatherization services. Failure to comply includes
agencies forming and instituting policies that are inconsistent with the program or other
State agency requirements.

6.6  Client Survey
A questionnaire will be mailed to all New Hampshire WAP recipients annually to solicit

input and comments about the effectiveness of the weatherization services performed.
OEP will compile all responses and provide the cumulative responses to the subgrantees.
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CHAPTER 7 PERSONNEL CERTIFICATION

Initial weatherization work, including energy audits, health and safety testing, client
education, and specification of energy efficiency measures and other work, may be
performed by subgrantee personnel who are part of the weatherization program but are
not yet fully certified.

7.1  Auditor Staffing

The knowledge base of newly hired staff can have a significant impact on subgrantee
program compliance and budgeting.

7.1.1 New Hires

Agencies hiring staff intended to be certified auditors should strive to have that staff
certified within six (6) months of hiring.

When hiring new staff intended to be auditors, subgrantees are encouraged to hire
individuals with prior building knowledge or with construction, inspection, or other
related building background. It is also encouraged to hire candidates that already
possess, at minimum, Building Performance Institute (BPI) Certifications for both
Building Analyst and Building Envelope Professional. (See section 7.2 below.)

7.1.2 Auditor Activities and Expectations

Auditors must be able to perform all necessary activities to perform their job effectively.
This includes the ability to:

1) Understand and use computerized energy audit software.

2) Understand and utilize electronic diagnostic equipment and perform technical
diagnostics.

3) Perform and solve moderately simple mathematic equations.

4) Lift tools and equipment up to 50 pounds.

5) Climb ladders to access areas above ground.

6) Gain access into tight spaces such as attic hatches and crawl space.
7) Reject unsatisfactory contractor work.
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7.2

Auditor Training and Certification

Auditors can receive certification through one of several ways:

1)
2)

3)

BPI Certification for both BPI Building Analyst and Envelope Professional;

Certification through a DOE or nationally recognized standardized energy auditor
curriculum; or

Candidates can apply for NH OEP Certification. Candidates applying for initial
certification must have attended and passed both the BPI Building Analyst and
Building Envelope Professional courses and accompanying written exam to
qualify for scheduling of the OEP administered field certification exam as
outlined in the Field Examination Instrument. Candidates can also attend NH
Auditor training or other State Auditor training as approved by OEP on a case-by-
case basis.

BPI or other training facility scores or certifications must be submitted to OEP prior to
scheduling the field exam.

BPI training can occur prior to or after subgrantee hiring; BPI certification is not
required. The field exam will determine competency in:

1)
2)
3)
4)
5)
6)
7)
8)
9
10)
11)
12)
13)

Comprehension of the NH WAP Standards.

Performing a complete home evaluation.

Use and interpretation of blower door and cost effective air sealing guidelines.
Proper inputs and use of DOE-approved energy audit software.
Producing proper and accurate reports.

Determining ventilation requirements.

Heating system diagnostics and efficiencies.

CO testing of combustion appliances and interpreting results.
Combustion appliance zone depressurization testing.

Warm air distribution system balancing and heat rise.

Health and safety procedures, protocols and related documentation.
Completing all required reporting paperwork correctly.

Operation of diagnostic equipment.
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Candidates must receive a minimum score of 80% to pass the OEP field exam in order to
qualify for certification. If the candidate fails the field test, the sponsoring agency will
develop an action plan to include additional training to address the areas of weakness
identified through the exam. Subgrantees will be responsible for implementing the action
plan and seeking out the necessary training required to enable the candidate to qualify for
certification.

A candidate cannot re-test within sixty (60) days and will have a total of three (3)
attempts to pass the field exam. If, after a third attempt a candidate does not pass the
field exam, the candidate will need to re-take the classroom training described above.

A mandatory meeting between OEP and the agency WAP director and other appropriate
staff will take place to discuss the candidate’s deficiencies and to develop an action plan
to address those deficiencies. Recommended action may include employment
termination.

OEP will not accept initial inspections from candidates attempting but not passing the
field exam. Any candidate that does not pass the field exam must have a certified auditor
accompany them on initial audits in order for OEP to accept initial inspections.

7.2.1 Auditor Re-Certification

Re-certification will occur every three (3) years and generally in accordance with BPI
recertification policy.

This policy can be found at http://www.bpi.org/professionals_already.aspx. NH WAP
auditors who are not BPI-certified should generally follow the BP1 CEU policy to
determine required continuing education. Non-BPI certified auditors must submit CEU
credit to OEP for review and verification.

NH WAP auditors who meet the 30-hour requirement only need to take and pass the field
exam for re-certification.

NH WAP auditors not receiving 30 hours of CEUs in three (3) years will be required to
take a 50 question OEP written exam as well as the field exam.

Re-certification testing is available six (6) months prior to expiration and must be
completed prior to certificate expiration.

7.2.1.1 Recertification Implementation and Schedule

Implementation for re-certification will commence in PY13 and will begin with
certifications received in or prior to PY10.

1) Auditors certified in or before PY10: Receive ten (10) hours CEU’s and pass
field exam (and written if required) by September 30, 2013.
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2) Certified in PY11: Receive twenty (20) hours CEUs and pass field exam (and
written if required) by September 30, 2014.

3) Certified in or after PY12: Receive thirty (30) hours CEU’s and pass field exam
(and written if required) by September 30, 2015.

7.3 Suspension

OEP reserves the right to suspend, revoke, or place on probation any auditor’s
certification working in the Program due to continued non-compliance with program
requirements or auditor inability to fully perform auditor activities. Auditors on
suspension must be accompanied by a certified auditor when performing field activities
and cannot perform final inspections. All work performed by an auditor on suspension
must be signed and approved by a certified auditor prior to presenting project work to
OEP as complete.

7.4  Expiration

NH OEP Certifications expire in the order described above. Auditors must be re-certified
to maintain certified status, as indicated above. Expiration of third-part certification will
follow those re-certification requirements. In cases where a third-part certification does
not expire, re-certification requirements outlined in section 7.2.1 apply. Failure to re-
certify by the certification expiration date or by the dates indicated in section 7.2.1.1
above, are cause for automatic expiration.

7.5  Weatherization Installer Training
Contractors and crew installing weatherization measures should receive formal installer
training similar to BPI Air Sealing Control Installer training. As such, agencies are

encouraged to seek out installation firms that already have installer training and/or are
willing to receive such training. This training will be required by or before April 1, 2013.
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CHAPTER 8 BUILDING ENERGY AUDIT AND FINAL INSPECTION

This chapter discusses data collection and necessary inputs for all building types:
individual units, mobile homes, and multi-unit buildings. Multi-unit (family) buildings
should be modeled as whole buildings, not as individual units. Rental properties should
be treated the same as owner-occupied buildings with the exception of heating systems,
except where noted.

Specific mobile home requirements, different from site-built buildings, are located in the
next chapter.

Best practices for auditor and installer activities, as well as some specific material
requirements, are identified in the NH Weatherization Field Guide. Some specific
material requirements are identified in Chapter 11.

8.1  General Auditing and Weatherization Requirements

1) Data collected in the field should be accurate and reliable.

2) The health and safety of the clients, subgrantee staff, subcontractors, and the
integrity and durability of the building structure must not be compromised by any
work completed with weatherization funds.

3) All weatherization installations, both repairs and conservation measures, must
comply with applicable building codes and regulations.

4) Subgrantees are responsible for the quality of all repair and energy conservation
work.

8.2  Building Audit Requirements

The building assessment must provide all the information necessary to produce an
accurate and reliable work order. The assessment must include overall building
condition, as well as necessary repairs and health and safety concerns. Auditing best
practices are provided in the NH Weatherization Field Guide.

1) The field assessment must include, at a minimum:
a. Documenting building measurements to determine:
i. Square footage;
ii. Volume;
iii. Building height;
iv. Area (square footage/coverage) of surfaces to be treated.
b. Determination of building envelope.

c. A health, safety, and hazards assessment of the unit, as well as the combustion
appliances;
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Utility usage data;
An air leakage/ventilation assessment;
Ventilation requirements as determined by ASHRAE 62.2-2010;

A moisture assessment;

> @ - o o

A ductwork assessment;
i. An insulation assessment; and
J- A general heat waste assessment.

2) The thermal boundary of each dwelling must be determined during the field audit.
This includes the identification of each part of the thermal shell or envelope. See
the NH Weatherization Field Guide for determining the thermal envelope.

3) All building cavities that define the thermal boundary between the conditioned
and unconditioned space must be inspected and measured for existing insulation
R-values, structural integrity, and the need for repairs.

4) The building assessment must identify the most appropriate methods for:
a. Reducing air leakage and convective bypasses;

b. Increasing the insulating value of thermal boundary assemblies, when
appropriate;

c. Cost effective energy conservation measures.
8.3  Electronic Energy Audit (TREAT)

The State of New Hampshire uses the Targeted Retrofit Energy Analysis Tool (TREAT)
to determine acceptable energy conservation measures (the work order) for installation on
single-family, multi-family, and mobile home dwelling units. Electronic audit tools are
required to be reviewed and approved by DOE every five (5) years. TREAT has two (2)
versions of this program: single family and multi-family:

1) TREAT single or multi-family can be used for mobile homes and all dwelling
units where the combined heating system input is less than 500,000 BTUH.

2) TREAT multi-family is to be used when the building heating system input is
500,000 BTUH or greater.

8.3.1 Modeling Requirements
This section briefly describes necessary data inputs to produce output data required by

the program. Modeling techniques, inputs and outputs are to be consistent throughout the
State and should be consistent with best practices as instructed by PSD-Consulting.
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All agencies should receive formal TREAT training.

Questions relating to modeling methods and techniques, or how to model specific inputs
or improvements should be directed to the TREAT help desk at
http://www.psdconsulting.com/software/treat

8.3.1.1 Building Envelope Inputs

Building inputs will be consistent with existing building conditions, including exposures,
dimensions and existing knee wall structures. No part of a building should be excluded,
I.e., attics, basements, attached enclosed porches, etc.

Example: A six foot (6’) basement with twelve inches (12”) of wall exposed to the
outside is input as: Five foot (5°) basement wall exposed to ground, one foot (1)
basement wall exposed to outside. Estimations or average exposed area is acceptable.

Wall and all dimensions should be input as actual dimensions: An eight foot (8”)-by-
thirty two foot (32°) wall should be input as 8°x32°.

Note: Knee walls providing the primary thermal and air boundary must be modeled as a
surface adjacent to an attic, regardless if the slope is the intended improvement. Knee
wall surfaces cannot be “skipped” to use the uninsulated slope as the buildings
“conditioned” surface adjacent to the outside. This is a misrepresentation of the building
and will likely provide false SIR improvements and building energy consumption.

8.3.1.2 Appliances

Appliance locations should be consistent with locations in the building to accurately
account for their contribution to space heating. If appliances are located outside the
building envelope, they must still be included to account for energy consumption;
however, their heat lost to the living space should be 0%.

8.3.1.3 Utility Costs

Actual utility energy consumption and costs incurred by the client should be used. The
client file shall contain copies of utility bills for a minimum period of thirteen (13)
months. The utility usage from these bills should be used for inputs and coincide with
the utility usage in TREAT. See True-up in section 8.5.

8.4  TREAT “Default” Inputs

TREAT requires some basic “default” input information to calculate acceptable SIR
values (SIR >1) based on New Hampshire’s program.
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8.4.1 Edit Financial Information

1) Inflation = 3%
2) Bank Rate = 6%

8.4.2 Measure Lives - Site Built Homes

Measure lives will be set as follows:

1. Building insulation Attic insulation 20 yrs.
2. Building insulation Sill box insulation (rim joist) 20 yrs.
3. Building insulation Foundation wall insulation 20 yrs.
4. Building insulation Floor insulation 20 yrs.
5. Building insulation Duct insulation 20 yrs.
6.  Doors and windows Window sealing 10 yrs.
7. Doors and windows Storm windows 15 yrs.
8.  Doors and windows Window replacement 20 yrs.
9.  Doors and windows Metal insulated door 15 yrs.
10.  Doors and windows Vinyl/fiberglass insulated door 15 yrs.
11.  HVAC systems Vent damper 10 yrs.
12.  HVAC systems Flame retention burner 10 yrs.
13. HVAC systems Clean and tune 3 yrs.
14. HVAC systems Replace heating system 20 yrs.
15. HVAC systems Programmable thermostat 15 yrs.
16. HVAC systems Install/replace heat pump 15 yrs.
17. Baseload Lighting 10 yrs.
18. Baseload Refrigerator replacement 15 yrs.
19. Baseload Water heater tank insulation 13 yrs.
20. Baseload Water heater pipe insulation 13 yrs.
21. Baseload Low-flow shower heads 15 yrs.
22.  Baseload Water heater replacement
Electric 13 yrs.
High efficiency gas storage 13 yrs.
Indirect storage 15 yrs.
Gas instaneous/tankless 20 yrs.
Heat pump 10 yrs.
Solar 20 yrs.
23.  Airsealing Average life of materials used <10 yrs*

*20 years is not an acceptable air sealing life unless the only material used is building
material, rigid board insulation or other long-lasting durable material. Caulk, weather
stripping, and 1-part foam should be considered to have a 3-year life. In general, air
sealing improvements in TREAT should have a life not exceeding 10 years.

2012 NH Weatherization Policies and Procedures Manual





8.4.3

Measure Lives - Mobile Homes

1.  General heat waste Seal ducts 10 yrs.
2. General heat waste General air seal 10 yrs.
3. Building insulation Wall insulation 20 yrs.
4. Building insulation Floor insulation 20 yrs.
5. Building insulation Roof/attic insulation 20 yrs.
6. Building insulation White coat roof 7 yrs.
7. Doors and windows Replace insulated doors 15 yrs.
8.  Doors and windows Window sealing 10 yrs.
9.  Doors and windows Replace single-paned windows 20 yrs.
10.  Doors and windows Plastic storm windows 5 yrs.
11.  Doors and windows Glass storm windows 15 yrs.
12. HVAC systems Programmable thermostat 15 yrs.
13. HVAC systems Clean and tune 3 yrs.
14. HVAC systems Replace heating system 20 yrs.
15. Baseload Lighting 10 yrs.
16. Baseload Refrigerator replacement 15 yrs.
17. Baseload Water heater tank insulation 13 yrs.
18.  Baseload Water heater pipe insulation 13 yrs.
19. Baseload Low-flow shower heads 15 yrs.
20. Baseload Water heater replacement

21. Gas and Electric 13 yrs.
22. Air sealing — similar to site built <10 yrs.

8.5  Model/Utility True-Up

Utility true-up is required for all units and buildings. Utility true-up means the building
model data is adjusted to be within +/- 10% of the billing data. All utility invoices or
billings (actual or copies) for a minimum of 13 months (if available) supporting the true-
up must be in the client file.

When all bills are not available, have TREAT “estimate” missing bills: in General
Billing Data, under Advanced Input, “check” the box to indicate “Attempt to generate
missing meter readings for billing analyses in the following order.”

8.5.1 Individual Units

True-up can occur by either entering actual utility usage through the “Utility Bills” page
in TREAT or as a “back-of-the-envelope” true-up based on actual usage.

8.5.2 Multi-Family

Multi-family buildings containing five (5) or more units must have the billing data input
into TREAT through the “Utility Bills” page. The utility bills can be input as cumulative
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amounts for all units on a month-to-month basis, they do not have to be input for each
individual unit.

8.6 Improvements

All potential energy-saving measures and associated incidental repairs as identified in
sections 8.6.3 and 8.11.1 must be considered for installation in TREAT. The auditor
must create improvements such as basement insulation or distribution improvements as
part of the modeling process even if the improvement is not likely to produce a qualifying
SIR. This provides documentation that no potential measures were overlooked.

If, because of obvious existing conditions, a measure will not qualify, the client file must
have documentation supporting the decision to not model a specific measure. However,
this does not preclude an OEP monitor from requesting a specific measure to be modeled
based on the monitoring visit. (See section 6.1.3, Required Corrective Action.)

Improvements must be named in a manner that allows for clear and specific identification
of the measure.

The determination of when to install specific measures, the protocols that guide those
installations, and the standards for those installations are outlined in this manual and the
NH Weatherization Field Guide.

8.6.1 Single Unit Buildings (including 1-4 units)

The following measures must be considered for evaluation and should be modeled when
applicable even if the auditor is confident a measure is likely to not provide an adequate
SIR:

1) Attic insulation;
2) Knee wall or slope insulation;
3) Exterior wall insulation;
4) Foundation insulation (basement and/or crawl space);
5) Floor insulation;
6) Duct insulation;
7) Hot water distribution pipe insulation;
8) Baseload measures not included as GHW (see section 8.8);
a. Refrigerators (must be metered at least two (2) hours to verify usage);
9) Programmable thermostats.

8.6.2 Multi-Family Buildings (5+ units)

In addition to the improvements listed above, multi-family buildings should have the
following items considered:
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1) Heating systems- (in centrally heated buildings only):

a. Burner replacements should be considered before system replacements
(request owner contribution);

b. Distribution circulator pumps (install high-efficiency pumps);
c. Zone control modifications;
d. Ventilation/combustion air requirements;
2) Distribution systems:
a. Insulate hot water distribution (heating and domestic);
b. Insulate warm air duct distribution;
3) Whole building ventilation systems (when present);
4) Domestic hot water heating appliances;
5) Baseload measures;
a. Lighting improvements;

b. Refrigerator replacement - does not require metering all units. A small
representative sample (about 10%) should be metered and utilize appliance
consumption tables. Different refrigerator models should also be metered.

8.6.3 Edit Work Scopes - Incidental Repairs

TREAT default work scope language should be deleted or modified to describe actual
work requests by the auditor.

Incidental repair costs planned for the project must be identified in the “Edit Work
Scope” section of the improvement in a format that is clear and easily understood. The
repair should be identified and described in this section and include the per-unit or lump-
sum cost of the repair.

In cases where repair costs are included as a single line-item improvement to include in
the cost of the project as an “other” repair and not against a specific energy conservation
measure, the “Edit Work Scope” should still identify each specific repair and associated
cost.

8.6.4 Building Improvement Packages

Improvement packages must contain all measures planned to be installed at or within a
reasonable time weatherization occurs. This includes measures that are intended to be
paid with leveraged funding sources including, but not limited to, LIHEAP or HEA
(CORE) programs.

All individual measures having an initial SIR >1, must be considered for the
recommended improvement package. All measures with an initial SIR >1 should be
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placed in the improvement package to test their interacted SIR. After creating the
improvement package, any interacted improvements not having an SIR of 1 or greater
shall be removed from the recommended improvement package.

Measures not having an SIR of 1 or greater cannot be installed with DOE funds.
8.7 TREAT Out-Puts

Typically, a minimum of two (2) improvement packages should be created.
Outputs from the TREAT audit tool include:

1) Weatherization SIR — “Independent” report showing a package for all measures
considered. This report should be named “Considered” and may have measures
that have SIRs less than 1.

2) Weatherization SIR — “Interacted” report showing recommended measures to be
installed. This report should be named “Recommended.” This report should have
only energy conservation measures with SIRs >1 and incidental repairs.

3) Detailed Package Description report for the “recommended” improvement
package. This report contains the list of the Work Scopes and their descriptions
for the improvements in the selected package. This report identifies costs and
explanations, unusual improvement conditions, or instructions.

The client file must contain the original SIR report from which the original work order
was produced.

8.8  General Heat Waste Measures (GHW)

General heat waste reduction materials are intended to be relatively low-cost high return
items that can be quickly and easily installed. Generally, it costs more to collect data and
estimate energy savings from GHW materials than it does to purchase and install them.
General heat waste measures do not require justification through the TREAT audit and
therefore do not require an SIR but do require approval by DOE. Measures that DOE has
determined and approved to be generally cost-effective include:

1) Water heater tank insulation.

2) Water heater pipe insulation on the first six (6) feet of both the hot and cold water
pipes exiting the water heater.

3) Insulate all pipes on the circulating loop between the boiler and indirect water
storage tank. This is not limited to six (6) feet.

4) Low-flow showerheads.
5) Low-flow faucet aerators.
6) Furnace/AC filter replacements.
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8.8.1 Additional General Heat Waste Measures

DOE has also approved the following measures for installation under specific conditions
as identified below.

8.8.1.1 Limited Air-Sealing and Weather Stripping
Air-sealing measures are relatively inexpensive measures providing quick and significant
infiltration reductions.
Examples of air-sealing measures include:
1) Replacing a missing or broken glass lite in a window;
2) Replacing a missing window sash;
3) Repairing a small hole in a wall,
4) Installing weather stripping on an exterior door;
5) Chimney attic bypass air sealing.
Window and door unit replacements do not qualify as air-sealing measures and can only
be replaced as incidental repairs or energy saving measures (see Chapter 11).
8.8.1.2 Hot Water Distribution Pipe Insulation

Installing insulation on both domestic hot water distribution pipes and heating
distribution pipes that are outside of the thermal envelope can be completed under this
section as a general heat waste measure not requiring the calculation of an SIR.

8.8.1.3 Forced Warm Air Ducting

Treatment to ducting located outside of the building envelope is a general heat waste
measure not requiring the calculation of an SIR, and is limited to:

1) Sealing joints and boot penetrations with mastic and mesh tape;

2) Repairing holes;

3) Installing insulation on ducting.
8.9  Cost Effective
Subgrantees will make every effort to limit the nature and extent of DOE funds invested
in a dwelling unit to only those measures that are critical to the efficiency of the structure

and their affect on the health and safety of the occupants and or building.

Subgrantees will ensure that weatherization measures resulting in the greatest energy SIR
will be completed as frequently as possible.
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Subgrantees will ensure that the cost of the weatherization materials and application
techniques are as low as possible while achieving results consistent with the standards.

8.9.1 Air Sealing

Each individual measure identified as “air sealing” must, by itself, qualify as an air-
sealing activity and be substantiated with a stand alone SIR >1.

It is not permissible to use infiltration reductions, gained by activities for measures such
as dense pack insulation, as “credit” toward installing ineffective air sealing measures
such as basement window plugs, to justify their installation. Such ineffective-type
measures will be disallowed unless the individual measure can be cost justified.

Additionally, air-sealing activities must meet the definition as indicated in section 8.8.1.1.
Repairing a small hole in an exterior wall qualifies as air sealing; a hole requiring half a
4’x8’ sheet of plywood or drywall constitutes a repair.

8.10 Work Order Requirements

A work order must be generated for all weatherization measures and repairs to be
installed prior to beginning any weatherization activities. All measures on the work
order, except for Health & Safety and General Heat Waste Measures, must have a
Savings-to-Investment Ratio (SIR) of 1.0 or greater. Measures not having an SIR >1 are
not eligible.

1) Each client file must have an accurate work order generated by the energy auditor
responsible for the job.

2) An acceptable work order is one in which all intended energy-saving
weatherization measures have a savings-to-investment ratio (SIR) of 1.00 or
greater.

a. Individual energy-saving measures having an SIR less than 1 within a package
of measures are ineligible unless they are general heat waste (GHW) or health
and safety measures.

b. All energy-saving measures must be ranked and installed in order of
descending SIR. This procedure ensures that weatherization measures
resulting in the greatest energy SIR will be completed as frequently as
possible.

c. If, because of a budget constraint or other valid reason, all measures having an
SIR of 1 or greater are not installed, a written explanation must be included in
the client file.

3) The work order must clearly itemize the work to be completed by the agency crew
or contractor. The work order must:

a. Be well organized and legible.

2012 NH Weatherization Policies and Procedures Manual 81





b. Include all appropriate dimensions and quantities.

c. Include any appropriate special instructions for necessary inspections or
unusual installations.

d. Include the method of insulation installation with the proposed amount (bag
count), type, and R-value, including settled R-value of the insulation to be
installed.

e. Health and safety repair work.
f. Incidental repair work.

8.10.1 Skipping Qualified Measures

Skipping higher SIR measures and performing lower SIR measures is not allowed. If a
client refuses higher SIR measures, no lower SIR measures can be installed. If a client
refuses lower SIR measures, contractors and/or auditors should educate the client on the
benefits of all measures being installed. Continued client refusal will cause the project to
stop and be closed out. Costs for installed lower SIR measures without prior OEP
approval may be disallowed.

Clients are to receive education on all measures being installed prior to work occurring to
prevent these types of situations.

In cases where SHPO disallows higher value SIR measures, the measure should be
removed from the recommended improvements package and the package re-calculated.
If the removal of the measure causes a drop in the overall package SIR, no further work
can be performed or the home must be deferred.

Skipping measures for SHPO require an OEP waiver.
8.11 Repairs

Subgrantees should not consider the WAP to be a home rehabilitation or general repair
program. However, the program does allow for limited required repairs that are
associated with energy conservation measures, designated as either health and safety or
incidental repairs.

8.11.1 Incidental Repairs

Incidental repairs are repairs that are necessary for the effective performance or
preservation of weatherization materials.

Costs for repairs must be modeled and included in the unit’s overall SIR calculation. All
incidental repairs must be accounted for on the SIR report as “visual inspection”
improvements in either line-item or lump-sum format, or they can be included in the cost
of an individual improvement or package of improvements. Proposed repairs cannot
cause an individual improvement or package of improvements to fall below an SIR of 1.
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If a combined measure and repair cost causes the measure SIR to fall below 1, the repair
should be removed from the individual measure cost and cost tested against the package
of measures.

If estimated cumulative unit repair costs cause the overall unit SIR to fall below 1, the job
should be deferred.

Subgrantees are reminded that all repairs must be consistent with the intent of the
Weatherization Assistance Program.

8.11.1.1 Exceeding Allowable Costs

If the actual repair costs exceed the repair costs estimated on the original work order due
to unforeseen circumstances, the subgrantee will not be responsible for the additional
costs. However, the reason for the cost overage must be clearly stated in the client file.
Subgrantees are cautioned to ensure inspections and estimated costs are as complete and
accurate as possible, based on existing conditions, before starting a project.

Should repair costs cause the overall project SIR to drop below 1 when costs were
foreseeable, they may be disallowed.

8.11.2 Health and Safety Repairs

Subgrantees are allowed to utilize DOE funds for qualified health and safety purposes to
ensure that weatherization activities do not cause or exacerbate health and safety
conditions for occupants or workers or create potential durability issues in the dwelling.

The available health and safety budget for labor and material expenses is defined in the
State Master Plan: Health and Safety. Allowable health and safety-related issues are
outlined in Chapter 10 below. These costs will not be included as part of the overall job
average and must be reported separately from Program Operations costs.

Health and safety issues with the dwelling unit that are not associated with weatherization
activities cannot be corrected with DOE funds. Subgrantees must seek other funding
sources for these unrelated repairs.

Dwellings that cannot be weatherized without correction of the health and safety issues
must be deferred.

Measures that can potentially provide an energy savings must be modeled as an

improvement. If the measure provides an SIR of 1 or greater, the measure must be
charged as an energy conservation measure and not charged to health and safety.
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8.11.2.1 Allowable Health and Safety Repairs

In accordance with 10 CFR 440 and WPN 11-6, allowable health and safety repairs are
those repairs necessary to maintain the physical well being of both the occupants and/or
weatherization workers where:

1) Costs are reasonable per the definition below;* AND

2) The actions MUST be taken in order to effectively perform weatherization work;
OR

3) The actions are necessary because of weatherization.

*Reasonable Costs: Cumulative unit health and safety costs up to the allowed
percentage of the State’s actual annual per-unit average cost. This definition is to be
applied in all cases where health and safety costs are allowed unless the health and
safety measure also qualifies as an energy conservation measure having an SIR >1.
In this case, the measure is to be charged as an energy conservation measure, not as
health and safety.

Allowable health and safety repairs are identified in Chapter 10.
8.12 Multi-Family (Unit) Buildings

Rental buildings should be treated the same as owner-occupied buildings in determining
appropriate measures, with the exception of heating system repairs and replacements (see
section 8.12.4 for heating system exceptions). Heating system repairs or replacements
cannot be charged as health and safety. The collective units should be assessed as a
single building, not as individual units.

1) Treating multi-family buildings also consists of air sealing to segregate units for
efficiency and health and safety. Air-sealing measures include air sealing ceiling
penetrations such as bathroom fan housings and kitchen fan vent ducting at the
ceiling.

2) The monthly expenditure reports should distribute the costs for the whole building
weatherization evenly to all units within the building.

8.12.1 Work Agreement
Subgrantees must receive written permission from the owner (or authorized
representative) to weatherize the building. Subgrantees are required to use the Landlord-

Tenant Agreement for each rental unit.

Subgrantees will discuss the work to be performed with the owner and will have the
owner sign the Work Performance Agreement (see section 3.3.2).

2012 NH Weatherization Policies and Procedures Manual 84





8.12.2 Audit and Assessment

1) The TREAT multi-family audit tool must be used when modeling a building with
a heating system in excess of 500,000 Btu’s input.

2) Multi-family buildings should be modeled as whole buildings.

3) Multi-family complexes with buildings of similar type, size, and construction
need only have a representative sample (1 in 5) of each building type modeled.

4) Field evaluations should be performed in a manner consistent with single unit
evaluations. Each unit within the building should have a walk-through
assessment performed and appropriate sections of the BTDIS completed.

5) Some multi-family buildings may require the use of multiple blower doors.

6) Subgrantees auditing multi-family buildings must have formal multi-family
auditing training.

7) Subgrantees weatherizing multi-family buildings must have at least one auditor
receive formal TREAT software training for multi-family buildings.

8.12.3 Owner Contribution

It is strongly encouraged, though not required, to request co-payment from the landlord
or building owner for the weatherization project.

An owner may contribute in any of the following ways:

1) Cash contribution - in whole or as a buy-down of measures;

2) Weatherization materials installed by the owner to facilitate weatherization
services;

3) Perform necessary repairs (health and safety or other) for weatherization to occur
and/or to be effective;

4) Rent reductions.

An owner must agree not to raise rent(s) for a period of one (1) year because of the
increased value of the dwelling unit(s) when the value is increased solely because of the
weatherization work. This is covered in the required Landlord-Tenant Agreement.

8.12.4 Heating System Work (non-owner eligible)

Residents of rental dwelling units are not eligible for heating unit repair or replacement,
as building owners are responsible for providing operating heating systems, both
domestic hot water and space heating, per NH RSA 48-A:14.* The building owner must
perform all heating system-related work at his cost, with the exception of distribution
efficiency measures. All landlord contributions toward heating system work are
considered leveraging and should be reported as such. Subgrantees are encouraged to
work with landlords to promote leveraging activities if the energy audit identifies
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opportunities for energy savings that are beyond the scope of the Weatherization
Assistance Program.

Exception: Heating system efficiency improvements or heating system replacements for
multi-family buildings of five (5) or more units and centrally heated, are allowed as
heating systems in these types of buildings and are often one of the most cost effective
measures.

*New Hampshire statute RSA 48-A:14 spells out minimum standards for rental
property which include the landlord’s responsibility to provide heating facilities
which are properly installed, safely maintained, in good working order, and can safely
and adequately heat all livable rooms and bathrooms to an average temperature of at
least sixty-five (65) degrees.

8.12.5 Heating System Work (owner eligible)

Heating system work is allowable only on heating systems serving an eligible (applicant)
owner dwelling unit. In buildings with multiple heating systems, any system not serving
the eligible (applicant) owner dwelling unit is not qualified for repairs or replacement, but
may have efficiency measures installed such as hot water pipe wrap.

When the building meets the criteria as indicated in 8.12.4, the heating system can be
treated if determined to be cost effective.

8.13 Subgrantee Final Inspections

All weatherized units must receive a final inspection by the subgrantee. Units shall not
be reported to OEP as complete until a satisfactory final inspection has been performed.
All final inspections (including final signatures on BTDIS) must be performed by a
certified auditor.

The purpose of the final inspection is to ensure that the work completed is done so in a
workmanlike manner and in accordance with the TREAT energy audit and work order.

A final inspection does not qualify as quality control or quality assurance but does qualify
as a step in that process.

1) The final inspection must document the materials installed and confirm they were
installed in a professional workmanlike manner in accordance with the New
Hampshire WAP Standards. The Satisfaction section of the Work Agreement
form must be signed and dated by both the client and a certified energy auditor.

2) Subgrantees are required to inspect one-hundred (100) percent of accessible
installed measures. If the attic will not be accessible after treatment, the
contractor must take pictures of:

a. Air sealing of top plates, pipe and wire penetrations, wire boxes, and other
areas;
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3)

4)

5)

8.13.1

b. Air sealing of chimney penetration;

c. Chimney insulation barrier and between chimney and barrier after insulation
is blown;

d. Depth of insulation;
e. Final overview of insulation after installed to view consistency.

The final inspection of a unit shall be documented on the Final Inspection form,
which, at a minimum, includes:

a. Verification that all materials reported on the final inspection sheet (Job
Summary/Close Out Sheet) are present or that evidence of reported labor is
present.

b. Materials were installed in such a way as to be safe, effective, and neat in
appearance.

c. All materials used on the home meet required New Hampshire Weatherization
Standards.

d. Verification that all combustion systems are in safe operating condition.

All appropriate documentation must be in the client file. Please refer to section
3.2 for file documentation requirements.

Verify client education as outlined in section 10.33.5.

Obstructions to Final Inspections

OEP recognizes that in some cases it may be impossible to complete a final inspection of
the dwelling unit, even after repeated efforts to schedule the inspection. In these cases,
the subgrantee must document that an energy auditor made a significant effort to inspect
the dwelling after completion of the weatherization work. At a minimum, a visual
inspection of any exterior weatherization measures must be completed.

A memorandum must be put in the client file, signed by the energy auditor and the
agency weatherization director, indicating the dates when the subgrantee attempted to
contact or inspect the residence.

1)

2)

The subgrantee will also be required to mail a Work Agreement Form with a
stamped, self-addressed envelope to the client for their signature, along with a
letter explaining that the subgrantee was unable to complete a full on-site
inspection.

If the client does not respond within two (2) weeks, the subgrantee may report the
unit as a completion. In this situation, a second memorandum, signed by the
energy auditor and weatherization director and placed in the client file, should
indicate that the client failed to return the Work Agreement Form.
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CHAPTERY9 MOBILE HOMES

The same general procedures described in all other sections of these Standards and the
NH Weatherization Field Guide shall apply to mobile homes unless otherwise stated or
stated more specifically in this section.

9.1

1)

2)

9.11

1)

2)

3)

4)

5)

9.12

Inspection

The structure and support should be inspected for potentially unstable or
dangerous conditions that may prevent weatherization.

Belly rodent barrier repairs must be made if insulation will be installed or if
significant air leakage is occurring through the barrier.

Moisture Problems

If moisture problems are present in the ceiling, sidewalls, or belly, insulation
should not be added until the moisture source and/or site of penetration, including
leaks, is identified and eliminated.

Roofs, roof penetrations, edge gutters, etc. should be inspected. When the home
has indications of moisture damage, these areas should be considered and repaired
as necessary to prevent future moisture damage.

Exhaust-fan ducts terminating in ceiling cavities, crawl spaces, or other spaces,
shall be extended through to the outdoors and sealed to prevent exhaust air from
returning back into the conditioned space. Auditors must identify and determine
all exterior vent housings and match to interior venting appliances, including
dryer vents. Auditors should operate such venting and visually inspect exterior
termination housings to verify appliance functionally vents to the exterior.

Moisture problems may also be caused by occupant activities. Occupants should
be educated on how their activities affect the home and how changes can improve
health conditions.

6 Mil.poly should be installed over dirt crawl spaces whenever possible.
However, installation is at the auditor’s discretion and judgment based on existing
moisture conditions. If there is no evidence of a moisture concern within the
crawl space or under the mobile home itself, poly may not be necessary.

Electrical Inspections

Electrical wiring in pre-1978 homes may have aluminum wiring.

1)
2)

The client should be asked about any known existing electrical problems.

If there is reason to believe that a mobile home has aluminum wiring, a licensed
electrician should perform an electrical inspection.
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3) Test electrical outlets and switches during the initial inspection and following
completion of work to ensure that electrical wiring was not damaged during
insulation work.

9.1.3 Combustion Appliances
Combustion appliances include all fuel-burning appliances to include solid fuels.

1) Combustion appliances must be listed and rated for mobile homes (manufactured
housing).

2) If interior combustion air is used for the furnace, replacement with a direct vent
system (combustion air drawn from outside and exhaust vented to outside) is
mandatory for weatherization to proceed or the home must be deferred.

3) If the unit has non-rated and listed appliances, no weatherization work shall occur
until the local (or State) building inspector has provided written acceptance of the
appliance or the appliance has been replaced. Replacement of such an appliance
can only be charged as a health and safety expense. For policy and procedures
regarding replacement of incorrectly rated heating systems, see Chapter 10.

9.2  Air Leakage Reduction Requirements

1) Except for the sealing of ductwork and large holes to prevent insulation from
entering the living space, all insulation measures should be completed before
additional air sealing work is done, whenever possible.

2) Air sealing activities should comply with ASHRAE 62.2-2010 for determining
necessary ventilation.

3) Air leakage reduction measures shall not be installed when the pre-weatherization
CFMso measurement is the greater of either 1,000 CFMs or the calculated DTL,
except for the following:

a. Ductwork sealing;

b. Insulation preparation work;
c. Necessary incidental repairs;
d

. Air sealing work that is necessary to block moisture migration into ceilings
and walls.

4) Air leakage for primary window treatments that cannot be resolved through
sidewall insulation, should be limited to snap fasteners and interior storm
windows, whichever is more cost effective. When interior storm windows are
installed, caulking around the window should occur to maximize effectiveness.

5) When accessible, the joint between the two sections of a double-wide must be
filled and sealed from the top and bottom of the structure.
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6)

7)

9.3

Large holes in water heater closets with an exterior wall must be sealed, with care
taken not to seal off combustion air from the outside.

After all weatherization measures are installed, room-to-room and building-to-
outside pressures must be taken. All pressures should be as close to 0 Pa. as
possible. The whole building-to-outside pressure difference must not exceed 3
Pa.

Insulation Standards

The following sections provide the requirements for manufactured housing (mobile
home) insulation improvements. Only fiberglass insulation shall be used in mobile
homes. Alternatively, polyurethane foam may be used with prior OEP approval,
cellulose cannot.

93.1

Ceiling Insulation

The ceiling and roof condition must be inspected and assessed before installing
insulation. Pictures of the roof (exterior) and the ceiling (interior) should be taken pre-
and post-weatherization.

1)
2)
3)
4)
5)

6)

7)

8)

Thermal insulation shall not be installed within three (3) inches of fans, lights,
and heaters that are not Type IC.

Recessed lighting fixtures and fan/light combinations that are Type IC rated by
UL may be covered with insulation.

Ventilation fans may be covered with insulation if all holes and penetrations are
sealed with a nonflammable sealant.

All combustible insulation materials shall be kept clear of metal flues and
chimneys as required by code.

If cost effective, ceilings that appear weak shall be repaired or reinforced before
installing insulation, especially in heavy snow load areas.

Blocking around combustion appliance vents is required when insulation is
installed, except where combustion air is pulled through a combustion air pipe
that surrounds the combustion appliance vent pipe (concentric pipe system).
Follow manufacturer’s recommendation for clearances between vent and
combustible insulation.

Ceiling insulation must be installed in such a manner that ensures complete
coverage over heated areas.

Average insulation densities for loose fill fiberglass insulation installed in mobile
home ceiling cavities shall be 1.5 pounds per cubic foot; dense packing shall not
occur. Auditors are to provide bag counts on their work orders.

a. Mobile home ceilings shall not be dense-packed or over-filled so as to create
ceiling structural problems.
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9) If an exterior installation method or side-opening method is used, all roof
penetrations and areas of potential leakage (gutters) must be sealed with
elastomeric or polyurethane sealant (when compatible with roof materials), or
with other equivalent sealant, as necessary. Areas that are to be patched must be
cleaned down to the metal roof surface. Asphalt/tar-based sealants are not
allowed.

10) In heavy snow-load areas, client education should be given whenever ceiling
insulation is added, explaining the possibility of increased snow depths on the
roof because of reduced heat loss. To reduce the possibility of creating leaks,
clients should be advised to refrain from shoveling snow off the roof. Instead,
they should use a push broom or snow-pull rake, if absolutely necessary.

9.3.2 Sidewall Insulation

Mobile home sidewalls should be insulated when the TREAT audit identifies it as being
cost-effective. The sidewall cavity must be accessed to determine insulation. If
insulation thickness is less than the cavity depth, the insulation R-value must be
downgraded by at least 25%.

1) The exterior siding and the interior wall materials must be inspected prior to the
installation of insulation.

2) Weak or damaged wall materials must be repaired or reinforced prior to installing
insulation.

3) Electrical precautions:

a. Ifaluminum wiring is present, extra care must be taken to insure the electrical
system is not damaged during insulation work. The following steps must be
taken:

i. Each cavity that contains an outlet, switch, or light fixture should be
clearly identified and marked on the outside siding prior to the installation
of the insulation, and these cavities should be carefully tubed rather than
stuffed with a batt; or, if excessive movement of the wires will still occur,
then the cavity should not be insulated.

ii. Each outlet, switch, or light fixture must be checked with a receptacle
tester for proper operation before and immediately following the
completion of the insulation work.

b. If any one of the above two (2) steps cannot be completed, the sidewalls shall
not be insulated and documentation stating the reason for omission must be
placed in the client file.

4) Installing insulation above windows and doors is usually not feasible or cost-
effective and is not required in mobile homes.

5) Mobile home sidewalls shall not be dense-packed or over-filled so as to create
siding or interior wall structural problems.
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9.3.2.1 Sidewall Insulation Methods

1)

2)
3)

4)

9.3.3

Poly-wrapped fiberglass batt insulation and loose fill fiberglass are the preferred
materials.

The batt-stuffing method is the favored technique for insulating wall cavities.

Cavities that cannot or should not be insulated with the batt-stuffing technique use
the fill-tube method with loose fill fiberglass.

Sidewalls are not to be dense packed.

Floor (Belly) Insulation Requirements

Mobile home belly insulation must be assessed and modeled for improvement.

1)

2)

3)

4)

Belly rodent barriers must be inspected for general condition, structural strength,
and major air leakage prior to installing insulation.

Belly rodent barrier repairs must be made if additional insulation will be added or
if holes in the belly allow significant air movement between the belly cavity and
the outside atmosphere.

Belly cavities must be inspected to determine the location of plumbing, any
existing plumbing leaks, and the R-value of existing insulation. Leaks must be
fixed prior to weatherization.

If water pipes are located at the bottom of the belly rodent barrier and it is not
possible to get at least two inches of insulation between the pipes and the rodent
barrier, then the following must be attempted, if cost effective and feasible:

a. The pipes must either be insulated with additional insulation, either inside the
belly or on the exterior of the rodent barrier; or

b. The pipes shall be moved closer to the floor above or the insulation above the
pipes should be removed.

Note: If these items cannot be completed then the belly shall be insulated using the
perimeter method.

5)

6)

7)

Belly insulation shall be installed only after all repairs have been made, major
holes in the rodent barrier and floor have been sealed, and all ductwork has been
sealed.

Belly insulation must be installed in such a manner that ensures complete
coverage under all heated areas but should not be installed between plumbing
pipes and the floor which prevents heat from keeping plumbing from freezing.

Secure belly patches through the use of adhesives, stitch staples, screws, and lath
strips whenever possible to provide a lasting patch.
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8)

9)

Average insulation densities for loose fill insulation installed in mobile home
bellies shall be 1.25 to 1.75 pounds per cubic foot for fiberglass.

Bellies shall not be dense-packed or over-filled so as to create undue stress on the
belly rodent barrier. Only wing sections and perimeter cavities should be dense
packed.

9.3.3.1 Floor Insulation Methods

9.4

1)

2)

3)

4)

5)

6)

7)

Bellies that are eight (8) inches in height and less in the center area shall be filled
entirely with insulation blown at the required densities.

Bellies that are greater than eight (8) inches in height at the center area shall be
loose fill insulated and should leave a small space below the floor so as to prevent
overfilling the space.

Perimeter Method: This is the preferred method when wall insulation is being
installed. Access through the rim joist and the use of a metal fill tube is preferred
for installing mobile home belly insulation whenever possible.

Belly Method: If bellies cannot be insulated through the rim joist and must be
insulated from underneath, the use of the insulation hose or a large diameter fill
tube is preferred. A ninety (90) degree nozzle may not be used.

Preferred patching materials for large holes in belly rodent barriers include
insulated sheathing board and nylon-reinforced belly bottom material specifically
manufactured for mobile homes.

Ductwork shall be inspected for insulation that might have accidentally entered
during insulation work. In addition, cycle the furnace to confirm proper
operation.

Upon completion of insulation work, rim joists that have been drilled shall be
plugged with a wood plug. The plug shall be sealed in the hole with an adhesive
compound.

Ductwork

Belly-return systems in mobile homes are notoriously leaky. These leaky return systems
can significantly increase the space heating costs and lead to thermal discomfort and
indoor air quality problems. All belly-return systems shall be converted to a central
return system. System conversion procedures are found in Chapter 8 of the NH
Weatherization Field Guide.

9.4.1 Duct Sealing Standard

Duct leakage in a mobile home is one of the most significant heat loss sources. Duct
sealing procedures are found in Chapter 8 of the NH Weatherization Field Guide.

For a central return system:
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1) The preferred supply duct leakage rate is zero (0); in other words, while a blower
door is depressurizing the dwelling to minus fifty (50) Pascals, the sum of the
pressure pan readings should be zero (0).

2) For a central return system, a sum of three (3) Pascals for the pressure pan
readings is acceptable if:

a. The floor boots are sealed with mastic, fiber tape, and metal, as necessary; and
b. The end of the supply trunk duct is sealed.
The goal is to attempt to reduce the sum of the pressure pan readings to zero (0) Pascals.

3) For a central return system, a sum of five (5) Pascals for the pressure pan readings
is acceptable if:

a. The floor boots are sealed with mastic, as necessary.
b. The end of the supply trunk duct is sealed.

c. Any crossover ducts are visually inspected, repaired, and sealed, as necessary
(make sure these ducts are supported properly); and

d. The furnace plenum is sealed with mastic, fiber tape, and metal, as necessary.

The goal is to attempt to reduce the cumulative sum of the pressure pan readings to
between 0 and 3 Pascals.

9.5  Water Pipe Insulation

1) Water pipes that have not been covered by under-floor insulation should be
insulated to a minimum of R-3.8, preferably more.

2) The piping shall be free from water leaks and properly secured to support the
weight of the piping and insulation.

3) The insulation product may be flat and capable of being molded to the outside
surface of common pipe size or preformed to fit standard pipe diameters. If the
product is preformed, dimensions shall be appropriate for the pipe size.

4) If the insulation is exposed to the weather, it shall be resistant to degradation from
moisture, ultra-violet light, and extremes in temperature; or a jacket or facing
shall be installed that protects the insulation from these conditions.

9.6 Water Heater Closets and Tanks
At a minimum, water heater closets with an exterior wall must be treated as follows:
1) The exterior access door and adjacent exterior walls of closets containing electric

or gas water heaters shall be insulated. If these can be insulated, the water heater
shall not be wrapped with insulation.

a. Cover air vents if they are present in the door or adjacent exterior wall.
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b. Bring combustion air from underneath the belly or through the skirting by
installing an appropriately sized metal chute with a rodent barrier.

2) Ifitis not possible to insulate the closet door and associated wall area:
a. The tank should be wrapped with an insulation blanket.

b. Large holes in the closet walls that allow air leakage into the interior must be
sealed.

c. All plumbing within the closet that is susceptible to freezing must be
insulated.

d. An adequate amount of combustion air must be provided to combustible water
heaters.
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CHAPTER 10 HEALTH AND SAFETY

10.1 General Policy

Auditors shall identify health and safety hazards found during the evaluation process.
Auditors shall notify the property owner and occupants of these hazards. Elimination of
health and safety hazards using weatherization program funds shall only be done in
conjunction with the installation of energy-conservation measures.

Health and safety measures that could potentially produce an acceptable SIR must be cost
tested prior to identifying the measure as a health and safety expense.

Subgrantees should retain documentation verifying training received. Documentation
should include certificates issued by the provider, invoices paid for training services, and
sign-in sheets or other such documentation verifying training and attendance. Where
trainings require an attendee to receive certification or licensing, subgrantees shall
receive copies of said certificate or license from the attendee.

10.2 Training

Subgrantees are responsible for ensuring personnel and contractors have received
appropriate training as required by DOE and OEP as outlined in section 10.2.1. In cases
where training is not available within the State or in close out-of-State proximity to
agencies, OEP will provide or seek out the necessary training.

Some training may be available on-line or as home-based trainings.

10.2.1 Training Requirements
1) Auditor training:
a. Minimum ten (10) hour OSHA.
. Asbestos awareness and identification.
Structural and roofing issue identification.
Familiarity with codes in areas typically encountered.

b
C
d
e. Combustion equipment testing/CAZ.
f. How to identify fire hazards.

g. Mold and moisture training.

h. Lead-safe weatherization (LSW).

How to assess occupant pre-existing health conditions.

j. Pest-access presence and degree of infestation.
k. Smoke/CO detector installation.
I.  Ventilation ASHRAE 62.2-2010.
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2) Contractor/Crew:
a. Supervisors: thirty (30) hour OSHA; Workers: minimum ten (10) hour OSHA.
b. Asbestos awareness.
c. EPA Lead Renovation, Repair and Painting (RRP).
d. Lead safe weatherization (LSW) training.
e. Training when installing spray foam products.
f. Weatherization installer training.
g. Limited diagnostics training (blower door and CAZ training).
3) Contractors working with asbestos must be NH Certified Asbestos Contractors.

4) Contractors and agencies taking asbestos samples must be NH Certified Asbestos
Consultants.

5) Agencies utilizing crews must maintain EPA Firm Certification.
6) Auditors taking Lead samples must be RRP Certified Renovators.

It is also recommended that subgrantees have at least one (1) in-house representative
trained to perform testing for asbestos, lead paint, etc. to minimize testing costs and to
provide more reliable testing information in preparation for producing a work order.

10.2.2  Contractor Training Documentation

1) Subgrantees should request copies of required training certificates or other
documentation verifying fulfillment of training requirements.

2) Subgrantees must secure a retention agreement in exchange for the training. The
retention agreement should require that contractors will work in the Program for a
specific amount of time and must align with the cost of T&TA provided.

a. Should the contractor leave the program or discontinue services for the
program for any reason within the stated time period, the contractor will be
responsible for reimbursing the subgrantee for some or all costs incurred for
the training as outlined in the performance contract.

10.3 Weatherization Worker Health and Safety

1) Itis the responsibility of the subgrantee to initiate and maintain programs that
provide compliance with applicable construction Occupational Health and Safety
Act (OSHA) Regulations (29 CFR 1910 & 1926) enacted to protect worker
safety.

2) Weatherization services must be provided in a manner that minimizes risk to
workers.
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3) Subgrantee employees and contractors shall take precautions to avoid contact with
raw sewage or other unsanitary conditions.

OEP crew/contractors and auditors are not expected to work under conditions that
jeopardize their health and safety. It is also expected that these field personnel will use
caution and care while working on the client’s home. The office, warehouse, and other
workspace owned or rented by each subgrantee should be safe and healthy environments.

OEP will allow waivers for non-performance of audits, installations, and/or inspections,
or any portion of these functions, if such action will expose workers to conditions
regarded as unsafe or unhealthy as determined by OSHA Construction Industry
Standards.

10.4 Subgrantee Health and Safety

Subgrantees and their contractors working in the field are required to follow OSHA
Construction Regulations.

1) When in doubt, subgrantees should seek consultation services from an OSHA
subsidized professional safety consultant (see OSHA Publication # 3047,
Consultation Service for the Employer) for identifying hazards and developing a
worker health and safety program.

2) Subgrantees must have a subgrantee health and safety policy in place to protect
worker health and safety.

3) The health and safety policy should specify:

a. That Material Safety Data Sheets (MSDS) must be on the job site and
available to medical personnel.

That employees should know where to go for treatment.

A written procedure for reporting medical emergencies.

A written procedure for reporting non-emergency accidents.
How to provide prompt medical attention for serious injuries.

-~ ©® o o o

How to provide prompt transportation or contact an ambulance in the case of a
serious emergency.

g. That telephone numbers of physicians, hospitals, or ambulances should be
conspicuously posted.

h. That a first aid program should be in place. It should include the following:
i. Firstaid training provided to at least one member of each crew/contractor.
ii. CPR training provided to at least one member of each crew/contractor.
iii. One complete first aid kit per vehicle.
iv. One eyewash station with at least one refill per vehicle.
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10.5 Safety Inspections

Subgrantees must have a minimum of one representative per agency trained to perform
on-site “in-progress” safety inspections of contractors and must perform a minimum of
five percent (5%) of said inspections through the duration of the program year based on
completed units to date or 2, whichever is more. These can be performed during
scheduled “in progress” contractor inspections.

Reporting is to be completed on the Safety-Check form as provided by OEP and
submitted to OEP within two (2) weeks of performing said inspections.

OEP will perform in-progress inspections of subgrantee’s in-house crews. Inspections
will occur at the rate of five percent (5%) of production or 2, whichever is more.

10.6 Client Health and Safety

Energy auditors and crews/subcontractors are required to take all reasonable precautions
against performing work on homes that will subject clients to health and safety risks. The
home evaluation for energy efficiency includes a health and safety assessment of the
dwelling. This assessment includes interviewing the client regarding known health
concerns; reviewing the health questionnaire completed for the weatherization
application with the client; and inspecting the dwelling for present or potential moisture
concerns, indoor air quality concerns, and other environmental concerns or hazards that
may or may not be covered by the WAP.

10.7  Actions Relating to Identified Concerns

Health and safety problems found during the building evaluation will result in an agency
taking one of four actions:

1) If the problem will not prevent the dwelling from being weatherized and installing
the weatherization measures will not exacerbate the problem, the agency can
proceed with weatherization.

2) If the problem must be remedied before or during weatherization, the corrective
action is allowable under this guidance; and if the cost is reasonable,
weatherization can proceed. The health and safety issues must be corrected prior
to job completion.

3) If the problem must be remedied before weatherization measures can be installed
and the corrective action is not allowable under this guidance, or the cost is not
reasonable, then correction of the health and safety issue becomes the
client/owner’s responsibility. The agency must defer weatherization until the
issue can be corrected. See section 2.13 for further information. The agency
must also refer the client/owner to any known resource that may be able to help
correct the problem.
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4) Alternatively, in cases of weatherization deferral due to health and safety issues,
agencies may consider performing partial weatherization where installed
measures do not affect the building shell or air sealing. If partial weatherization is
performed, it is also permissible to install allowable health and safety measures.
Agencies should use this option with prudence because once the unit has been
weatherized, it may be a long time, if ever, before that unit is again eligible for
weatherization.

10.7.1  Health and Safety Client Notification

Regardless of which option is chosen above, the agency must notify the client of all
found health and safety issues on the Health and Safety Form.

It is very important for the agency to document any found health and safety problems
and/or any problems or conditions that could potentially result in health and safety
problems. Documentation must include photos and a detailed written description.
Careful and complete documentation can protect the agency from future client claims
regarding the results of weatherization.

10.8 Subgrantee Deferral of Weatherization Services

Projects where health and safety concerns cannot be addressed with weatherization funds
or would cause the subgrantee to exceed “reasonable” health and safety expenditures,
should be deferred (see section 2.13). Agencies should consider health and safety
expenses with prudence regarding their allowable budgets.

10.9 Health and Safety Issues

Allowable health and safety actions are those actions that are necessary to maintain the
physical well being of both the occupant and/or weatherization worker. Health and safety
issues identified in a unit that are necessary to correct before weatherization can occur or
are necessary to correct because intended weatherization measures being installed could
create a health and safety issue, are allowable as described in this section.

The topics listed in this section are defined by DOE in WPN 11-6 as health and safety
issues. WPN 11-6 allows grantees to re-define qualified health and safety repairs as
incidental repairs in the State’s Health and Safety Plan, to be cost tested with a given
measure or group of measures for a project.

The topics listed in this section are to be charged to the subgrantee’s health and safety

budget unless otherwise specified in section 10.32-Incidental Repairs (re-defined from
health and safety) or when cost tested, provide an SIR of 1 or greater.
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10.9.1 Asbestos

All costs associated with asbestos are charged to health and safety. Costs are not to be
included with the cost of any measure to determine an SIR. Removal is allowed for
pipes, heating systems and other small surfaces, though encapsulation is preferred.
Removal and encapsulation must be performed by a NH Certified Asbestos Contractor.

Major asbestos problems unrelated to weatherization should be referred to other
programs or the Environmental Protection Agency (EPA).

10.9.1.1 Covering Material

Covering or insulating material on pipes, boilers, and other small appliances should be
assumed to contain asbestos; and, if determined to be in poor/damaged condition, is to be
encapsulated by a NH Certified Asbestos Contractor prior to conducting blower door
testing. Coverings that are obviously not asbestos (foam, paper covered fiberglass) do
not require encapsulation.

1) Testing for asbestos by a NH Certified Asbestos Consultant at locations where the
presence of asbestos is questionable and may be disturbed by weatherization
activities is an allowable health and safety expense.

2) The cost for asbestos encapsulation is an allowable health and safety expense if
the cost is reasonable and necessary.

3) The removal of asbestos on existing pipes for the purpose of replacing a heating
system is allowed. When asbestos is removed, only the amount necessary to
make the final connections plus 3 feet is allowed. The remainder should be
encapsulated if it is in a friable state and is less expensive than removal.

10.9.1.2 Asbestos Siding

Removal and replacement of asbestos siding is permissible for purposes of installing wall
insulation. Cutting and drilling of siding containing asbestos is not allowed. Contractors
working with asbestos siding must attend OSHA-specific training regarding asbestos
awareness. It is recommended and preferred to perform interior blows when access
allows.

All subgrantees should have at least one (1) contractor qualified to work with asbestos
siding to ensure eligible clients receive all the measures for which they are qualified.
Any costs over and above the energy efficiency measure itself that is incurred as a result
of asbestos health and safety requirements must be charged to health and safety.

10.9.1.3 Vermiculite

Vermiculite should be assumed to contain asbestos.

1) Homes that contain vermiculite are not to receive blower door testing.
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2) Personnel should utilize personal air monitoring devices when in attics.

3) Removal of vermiculite is not allowed; however encapsulation by a NH Certified
Asbestos Contractor is allowed if costs are reasonable.

4) Blowing insulation on top of vermiculite insulation is not allowed in NH unless
the vermiculite has been encapsulated. Fiberglass batt insulation over vermiculite
does not constitute encapsulation.

5) Auditors will provide clients with the “Asbestos in the Home: A Homeowners
Guide” and Renovation, Demolition & Asbestos, What Building Owners &
Contractors in New Hampshire Should Know (NHDES 2007 or as updated)
during the initial evaluation when vermiculite is found.

10.9.2 Biologicals, Including Unsanitary Conditions

Removal of mold, odors, viruses, bacteria, and unsanitary conditions (including raw
sewage or animal excrement) are not allowable weatherization expenses.

Remediation of the conditions that cause these concerns is allowable. These repairs
should be charged as an incidental repair included in the cost of the project.

Example: The basement is found to be damp and has mold/mildew present. It is also
found that the roof run-off drains directly down next to the foundation. The cost to install
gutters and down spouts to prevent the rain run-off from draining to the foundation is
allowable if the cost is reasonable. The cost to remove the mold/mildew is not an
allowable weatherization cost.

10.10 Code Compliance

All agencies should maintain current copies of NH Building Codes related to
weatherization. All field personnel (including auditors) are strongly encouraged to attend
building/construction code instructional classes. The intent of such training is not to
learn all codes for all trades, but to be aware of codes in the areas that weatherization
auditors and crews/contractors commonly encounter.

1) Itis the subgrantee’s responsibility to ensure that all weatherization-related work
conform with applicable codes in the jurisdiction the work is being performed.

2) Correcting existing code violations in a dwelling is not allowed unless the code
corrective action is required because of the installation of a weatherization
measure. The file must also contain documentation that cites the specific code
requiring the “additional” repair, or documentation from the local authority
having jurisdiction.

Example: A new heating system is being installed where the chimney is unlined.
The local code authority requires a chimney liner be installed with the new
heating system. The chimney liner is a direct component of the function of the
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heating system and should be included and cost tested with the cost of the heating
system.

a. If the combined costs provide an SIR >1, the combined measure cost should
be charged as an energy saving measure.

b. If the combined cost causes the measure to have an SIR <1, the chimney liner
should be charged as an incidental repair against the project. See section
10.32.3.

3) Code corrections that are required because of weatherization and are not a direct
component of a weatherization measure are health and safety expenses.

Example: Insulation is being installed in a wall between an attached garage and
the adjacent living space. Code requires the addition of drywall over the
insulation as a fire safety measure. Because code requires this additional
measure, the cost of the drywall is charged as health and safety. If a fire-rated
door is also required, that would also be charged as health and safety.

Condemned properties and properties where “red tagged” health and safety conditions
exist and cannot be corrected under these health and safety standards should be deferred.

10.11 Combustion Safety Testing

Combustion safety testing is required when combustion appliances are present. Test
naturally drafting appliances for draft and spillage under “worst case” depressurization.
Testing is to occur prior to and after building air sealing is performed. See Chapter 7 of
the NH Weatherization Field Guide for instructions.

1) Proper venting of combustion appliances to the outside is required.
2) Correction of venting is allowed when testing determines there is a problem.
3) Inspect cooking burners for operability and flame quality.

4) Inspect for gas leaks on gas/propane supply lines.
a. Testing can occur by auditors using equipment designed for this purpose or by
hiring a qualified contractor to perform a pressure test of the piping and joints.
If a contractor is used for this purpose, the cost is charged to health and safety.
From time to time, auditors will discover appliances with combustion (CO) problems in
the home. Certain circumstances require specific actions to be taken. Please refer to
Chapter 7 of the NH Weatherization Field Guide for these actions.
10.12 Carbon Monoxide

Carbon monoxide testing of all non-direct vent combustion appliances is required.
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Ambient carbon monoxide testing is required in all CAZ zones while combustion
appliances are operating (including kitchens with gas cooking appliances) while
performing combustion safety testing. It is recommended that ambient CO testing occur
continuously during the inspection.

10.12.1 Carbon Monoxide Alarms

Installing carbon monoxide (CO) alarms is allowed where none exist or existing alarms
are inoperable. At least one (1) operating carbon monoxide (CO) alarm must be present
in the dwelling of each unit when a dwelling or multi-family building has any combustion
appliances or an attached or drive-under garage.

Installing a new alarm when an existing operable alarm is present is not an acceptable
health and safety expense. Replacement of a battery is not allowed.

Manufacturer’s installation recommendations will be used to locate the appropriate
mounting location when a new alarm is installed; typically this would be where clients
spend most of their time, such as near bedrooms.

10.13 Drainage and Water Issues

Major drainage issues are beyond the scope of weatherization. Homes with conditions
that may create a serious health concern that require more than incidental repair should be
deferred.

Minor moisture control repairs or modifications to prevent infiltration into building
spaces are acceptable. See section 10.32.4 for more detail.

10.14 Electrical
All work performed under this category is to be performed by a New Hampshire licensed

electrician.

1) Minor electrical repairs are allowed where the health or safety of the occupant is
at risk.

2) Electrical repairs necessary for OSHA compliance.
3) Electrical inspections.
See section 10.32.5 for all other electrical applications.

10.14.1 Knob and Tube
1) Must be inspected to determine if it is active. Insulation cannot have active knob

and tube wiring in contact with it. Walls with active knob and tube are not to be
insulated. Inspections performed by a third party are charged as health and safety.
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2) Wiring in attics can be replaced or rendered inactive as a health and safety
expense, if the cost is reasonable.

10.15 Fire Hazards

Combustion appliances and their associated venting systems can present potential fire
hazards. Energy auditors must identify inadequate clearances between combustion
appliances (including venting systems) and combustible materials, as well as perform
chimney inspections for excess creosote or other build-up. Auditors should also be aware
of and note/move flammable materials stored in close proximity to combustion
appliances.

Correction of fire hazards is allowable when necessary to perform weatherization.
10.15.1 Smoke Alarms

Installing smoke alarms is allowed where none exist or existing one alarms are
inoperable. 1f smoke alarms are inoperable or non-existent, one (1) battery-operated
alarm may be installed on every floor of a weatherized dwelling. In multi-family units,
one (1) alarm per unit is allowed. If existing hard-wired smoke alarms are inoperable or
broken, they may be replaced with compatible units.

Testing smoke alarms with a smoke detector test aerosol “smoke in a can” is an allowable
health and safety expense and the only way to determine if a smoke detector’s sensor is
working.

10.16 Heating System Repair/Replacement

Only primary heating systems qualify for replacement. Replacement heating systems
should be direct vent (sealed combustion) whenever possible.

1) Installing a heating system where none existed prior is charged to health and
safety.

2) “Red-tagged” or inoperable* heating system eligibility is dependent upon
availability of current (within twelve (12) months) efficiency information.

*Inoperable means the unit/system (including distribution) is not functioning as
intended.

a. If the system repair or replacement produces an SIR >1, it must be charged as
an energy-saving measure. Efficiency testing results must be available “pre-
failure.” Efficiency information could be provided by a prior WAP audit or
by an HVAC Tech. evaluation (CTE) performed within the last twelve (12)
months (documentation of efficiency must be maintained in the client file).

b. If current efficiency testing results are not available, the replacement is to be
charged to health and safety. Repairs are favored over replacement whenever
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10.17

1)

2)
10.18

1)

2)

10.19

possible as a less expensive option. Replacement after repairs have been
made is not allowed except on a case-by-case basis with approval by OEP.

c. Repairs made to the existing heating and/or distribution system are health and
safety repairs unless the repairs produce an acceptable SIR or are specifically
defined as a general heat waste measure in Chapter 8.8.

d. All removed systems and components must be removed unless the client
requests to keep them. Costs for removing and properly disposing of replaced
systems and necessary associated systems (storage tanks, etc.) are charged to
health and safety when their costs are combined with the new system and
cannot provide an appropriate SIR.

Hot Water and Other Appliances

For hot water heaters that are leaking water, producing high carbon monoxide
levels or are draft poorly, service or repairs should be utilized to correct problems
where appropriate. If repairs are not appropriate, replacement is allowable and is
to be charged as an energy-saving measure if replacement produces an SIR >1;
otherwise it is charged to health and safety.

For all other appliances, only repair and cleaning are allowed.
Indoor Air Pollutants

Removal of indoor air pollutants is allowed and required if they pose a risk to
workers.

If pollutants pose a risk to workers and removal cannot be performed or is not
allowed by the client, the unit must be deferred.

Injury Prevention of Occupants and Weatherization Workers

Workers must take all reasonable precautions against performing work on homes that will
subject workers or occupants to health and safety risks. Minor repairs and installation,
such as installation of stairs or handrails, may be conducted only when necessary to
effectively weatherize the home; otherwise these measures are not allowed. Dwellings
with questionable structural integrity should be referred to other programs. Buildings
that have been determined to have structural problems beyond the scope of
weatherization services may need to be deferred until the dwelling can be made safe for
crews and occupants.

10.20

1)

Lead-Based Paint

Follow EPA’s Lead Renovation, Repair and Painting (RRP) requirements. The
Weatherization Assistance Program requires all weatherization crews working in
pre-1978 housing to be trained in both EPA’s RRP and DOE’s Lead Safe
Weatherization (LSW).
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a. All work performed in pre-1978 homes that have not been determined to be
lead free must follow LSW containment requirements as outlined in
Weatherization Program Notice 02-6, Attachment 1. RRP de minimis levels
are not exempt from LSW work practices and containment must always be
used. There are no exceptions.

2) All projects requiring RRP work procedures must have an EPA-certified
renovator supervising jobsite setup and cleaning verification procedures as
required by RRP.

3) Workers disturbing lead-based paint not meeting RRP’s de minimis levels must
have LSW training.

4) OEP monitors/inspectors must be certified renovators and receive LSW training.

5) Testing for lead-based paint on pre-1978 homes is allowable and charged as
health and safety and can only be performed by EPA certified renovators or NH
licensed lead inspectors or lead assessors.

6) Costs incurred for lead-safe weatherization compliance are charged as health and
safety.

10.21 Mold and Moisture

The use of DOE funds for the removal of mold and other related biological substances is
not an allowable weatherization expense. Generally, DOE funds should not be used to
test, abate, remediate, purchase mold-specific insurance, or alleviate existing mold
conditions identified during the initial inspection, the work performance period, or the
quality assurance inspection.

Agencies are reminded that managing moisture sources is crucial to controlling mold.
DOE funds may be used to remediate conditions that may lead to or promote
biological concerns and unsanitary conditions (installing moisture/vapor barriers over
dirt floors, minor repairs to plumbing or sanitary leaks, gutter repairs, splash blocks to
direct gutter drains, sump pumps) if these conditions must be remedied to allow
effective weatherization work and/or to ensure the immediate or future health of
workers and clients AND if the cumulative health and safety costs are reasonable.
Additional details can be found in Section 5.15 of WPN 11-1. These repairs may be
performed as incidental repairs, not charged to health and safety (see sections 10.32.1
and 10.32.4).

A mold concern is present when the cumulative mold surface area exceeds ten (10)
SF. DOE funds cannot be used to remove mold in excess of this amount. Mold
cannot be removed simply for clean-up purposes. Removal must be part of a required
weatherization measure.
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10.22 Occupant Pre-Existing or Potential Health Conditions

The energy auditor must discuss health concerns with the client and all relevant health
concerns of each occupant, and review the health questionnaire the client filled out as a
part of their initial application. The client health concerns discovered through the
interview must be documented in the client file and are to be used to determine the best
materials and course of action for the weatherization process.

When a client’s health is fragile and/or the work activities would constitute a health or
safety hazard, the occupants at risk will be required to temporarily (daily) leave the home
during these work activities. Consideration should be given to possible client
sensitivities to blown-in insulation or other allergens like dust that the client may be
exposed to during the weatherization process.

If two-part foam insulation is being considered, clients should be made aware of possible
off-gassing and the associated risks to chemically sensitive people during the short curing
period. If the client is unable to leave the home and the intended work may exacerbate an
occupant’s health condition, the home may need to be deferred.

10.23 Occupational Safety and Health Administration (OSHA)

1) Workers must follow OSHA standards and heed Material Safety Data Sheet
(MSDS) precautions to ensure the health and safety of themselves and other
workers.

2) MSDS must be posted wherever workers may be exposed to hazardous materials.

3) See Training Requirements in Chapter 10.2.1 for required training for auditors
and crews.

10.24 Pests

Pest removal is allowed only where infestation would prevent weatherization. Infestation
of pests may be cause for deferral where it cannot be removed for a reasonable cost or if
it poses health and safety concerns for workers. Costs to prevent infestation (adding
screens over basement windows to prevent future entry) is allowable if costs are
reasonable.

10.25 Radon

1) Costs for typical weatherization measures that may be helpful in controlling radon
levels are allowable weatherization expenditures as incidental repairs (i.e.,
installing sealed moisture/vapor barriers on dirt floors).

2) In accordance with WPN 11-6, all homes with dirt floors in the
basement/crawlspace must have a moisture/vapor barrier installed whenever
feasible. Major radon problems should be referred to the appropriate local
environmental organization or agency for mitigation.
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10.26

Refrigerant

Appliances being removed or replaced that contain refrigerant must be disposed of in a
manner consistent with the Clean Air Act of 1990, section 608, as amended by 40 CFR
82, 5/14/94.

10.27

1)

2)
3)

4)

5)

6)

7)

10.28

Solid Fuel Heating (wood/pellet stoves, etc.)

As a PRIMARY source: Maintenance, repair, and replacement of indoor heating
units is allowed where occupant health and safety is a concern.

As a SECONDARY source: Maintenance and repair is allowed.

Inspections of chimney and flue should be performed to determine if there is any
visible excessive creosote build-up or chimney damage.

Solid fuel heating sources also create a Combustion Appliance Zone (CAZ). This
CAZ must also be tested if it is located away from the other combustion
appliances.

CAZ depressurization diagnostics should be performed; auditors must be aware of
and alert to the potential for back drafting.

No blower door depressurization should occur while a fireplace or woodstove is
in operation. Pressurization blower door testing may be performed at the
auditor’s discretion.

Providing fire extinguishers is an allowable cost under this section only for solid
fuel heating.

Space Heating

Space heating units are not “central” heating units.

10.28.1 Vented Combustion

Treat the same as central-type heating systems (see section 10.16).

10.28.2 Un-vented Combustion

1)

2)

As a PRIMARY source: Replacement of an un-vented primary space heater to a
vented primary space heater is a health and safety expense.

As a SECONDARY source: Un-vented combustion space heaters must be
removed and the fuel supply disconnected at the exterior of the home unless the
appliance complies with ANSI Z21.11.2 (as allowed in WPN 11-6). If the
appliance cannot be disconnected at the exterior, the gas supply line must be
capped inside the home. Delivery of weatherization services MUST BE
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DEFERRED until such appliances are removed or replaced with an ANSI
Z21.11.2 rated appliance. Replacement is at the expense of the owner/client.

Waivers will not be issued for non-removal of un-vented appliances. Reimbursement
costs for homes weatherized with un-vented appliances other than cooking stoves, will be
disallowed.

10.28.3 Electric Space Heaters

No allowable action. Removal is recommended. If removal does not occur, circuitry
should be checked for adequate power supply.

10.29 Spray Polyurethane Foam (SPF)

Use EPA recommendations located at
www.epa.gov/dfe/pubs/projects/spf/spray_polyurethane_foam.html when working within
the conditioned space or when SPF fumes are detectable within the conditioned space.

When working outside the building envelope, isolate the area where foam will be applied
and exhaust fumes outside the home. Take all precautions to keep fumes outside the
conditioned space.

Personnel should perform a sensory inspection of the interior of the home for fumes
during foam application.

10.30 Ventilation

Ventilation requirements as outlined in WPN 11-6 will be in place on or before April 1,
2012. The NH WAP will adopt ASHRAE 62.2-2010 (or most current) for existing
buildings.

10.31 Windows and Doors

Replacement, repair or installation is not allowed for health and safety purposes.

10.32 Incidental Repairs (redefined from Health and Safety)

Incidental repairs are those repairs that are necessary for the effective performance or
preservation of energy-saving measures/materials. All estimated incidental repair costs,
including labor and materials, must be included on the SIR report generated for the

project work order. Cumulative repair costs must not cause the overall job to fall below
an SIR of 1.

The following health and safety repairs are always to be charged as “incidental repairs”
and are to be included in the total SIR of the project; they are not to be charged to health
and safety.
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10.32.1 Biologicals and Unsanitary Conditions (odors, mustiness, bacteria, viruses,
raw sewage, rotting wood etc.)

Repair of biological-creating conditions as indicated but not limited to:

1) Repair of plumbing and sewer leaks inside the home or plumbing leaks outside
the home such as hose bibs (garden hose faucets) that may be leaking and
draining against the foundation.

2) Repair of water-damaged materials that must be repaired to allow for installation
of energy-saving materials.

Repair of water-damaged material that will dry after the offending repair is complete and
is not required to perform weatherization is NOT allowed.

10.32.2 Building Structure and Roofing

1) Minor roofing repairs (limited to $350).

2) Minor structural repairs that are necessary to allow for effective weatherization
(limited to $350).

3) Water-damaged window or door trim, or framing that needs to be replaced to
prevent moisture infiltration into the building.

4) Other such moisture-control measures necessary to prevent moisture infiltration
into the building structure.

10.32.3 Code Compliance

1) The additional cost for repairs that are required by code as a result of installing a
weatherization measure and are a direct component of the weatherization measure
being installed, causing the weatherization measure to drop below an SIR of 1.
The additional cost incurred because of the code requirement is charged as an
incidental repair.

2) See section 10.10 Code Compliance for code requirements that are not a direct
component of the measure.

10.32.4 Drainage, Gutters, Downspouts, Extensions, Flashing, Sump Pumps,
Landscape, etc.

1) Installation or repair of gutters, downspouts, downspout splash blocks or
extensions when basements/crawl spaces have evidence of moisture infiltration.

2) Installation of flashings to direct water away from the building and or foundation
where evidence of moisture damage due to long term water exposure is evident.
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3) Installation of sump pumps and associated plumbing and electrical to prevent bulk
moisture build-up in basements/crawl spaces.

4) Minor drainage or landscape modifications necessary to divert roof or natural
water run-off from infiltrating into the foundation that does not require motorized
earth-moving equipment.

5) Other repairs (minor) necessary to control moisture infiltration into the building.
10.32.5 Electrical

1) The additional cost where the installation of a qualified electrical appliance
(electric hot water heater) requires the repair of an existing hazardous or
undersized circuit or necessary installation of a new circuit causes the energy
conservation measure to drop below an SIR of 1. The additional cost is charged
as incidental repair.

2) Electrical repairs (except knob and tube) necessary to perform weatherization
(install insulation).

3) Building dams or other such activities to allow for installing insulation.
10.32.6 Mold and Moisture
1) Repairing conditions that cause or create mold or moist conditions in a home as

indicated above in Biological and Drainage.
2) Installing a sealed moisture/vapor barrier over dirt spaces.

10.32.7 Ventilation
1) All costs associated with installation, repair or replacement of mechanical

ventilation systems or their associated components.
2) Repair or replacement of venting material for dryers.

All venting must exhaust to the exterior of the building.
10.32.8 Window and Door Replacement, Window Guards

1) Replacement of skylights that leak water and have visible evidence of moisture
damage (beyond water staining) and deterioration of the window assembly or
building material around the window can be repaired under this section.

2) Repair of trim and/or flashings around windows or doors to prevent water
infiltration.

3) Repair or replacement of window sashes that allow water infiltration into a
building structure.

4) Repair or replacement of a door panel that allows water infiltration into a building
structure. Replacement of the door panel only should occur unless the doorjambs
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or threshold also allow moisture into the building or a door panel of the same size
is not available.

10.33 Client Education

Client education is necessary throughout the weatherization process to ensure clients
fully understand what services they are receiving and why. Required minimum client
education is described throughout this section.

10.33.1 Client Intake and/or Initial Scheduling

During the initial client contact, the weatherization process, from beginning to end,
should be described to the client in broad terms. Topics covered should include:

1) What the client should expect. Describe the process and procedures to the client.
2) Setting up a time and date for the inspection.

3) Asking the client to collect a minimum of one (1) year of utility bills or obtaining
client permission to request these records from their utility.

4) Asking the client about, and documenting in the client file, known health issues,
especially issues relating to concerns with weatherization materials (i.e., asthma,
allergies, breathing disorders, sensitivities to chemicals, etc.).

5) Informing the client of the next step and who may call next.
10.33.2 On-Site Inspection

The client should be made aware of what to expect during the inspection, i.e., looking in
closets, basement, attic, blower-door use, drilling holes, or creating access for insulation
assessments, etc.

The auditor must ask the client again about health concerns that should be known before
creating a work order, as the materials used for weatherization could have a negative
health effect on the client.

Inform the client if there is any work they are expected to perform in preparation for
weatherization (i.e., moving stored items).

10.33.3 Educational Information

1) The client must be informed in writing of all health and safety findings from the
inspection. Use the Health and Safety Hazard Form. A copy must be inserted
into the client file.

2) Clients must also be informed of any repairs they are responsible for correcting
prior to weatherization, if applicable. If any of the health and safety issues cause
the client to be deferred, deferral procedures must be followed as described in
section 2.13.
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3) Clients are to receive, at a minimum, education on health and safety issues as

outlined below.

ISSUE

REQUIRED EDUCATION

LITERATURE

Heating system, water
heater, air conditioning,
and other appliances

Discuss and provide information on
appropriate use, maintenance and disposal
(if not removed by the program).

Asbestos in siding

Inform client that suspected asbestos siding
is present and how precautions will be
taken.

Asbestos in vermiculite

Clients should be instructed to not disturb
material containing ashestos. If sampling is
performed and found positive for asbestos,
client must be formally notified with client
signature.

NH DES: Renovation,

Demolition, and Asbestos brochure
AND

Asbestos in Your Home: A
Homeowner’s Guide

Asbestos on pipes,
furnaces, or other small
covered surfaces

Clients should be instructed to not disturb
material containing asbestos.

NH DES: Renovation,

Demolition, and Asbestos brochure
AND

Asbestos in Your Home: A
Homeowner’s Guide

Biologicals and unsanitary
conditions

Inform client of observed conditions.
Provide information on how to maintain a
sanitary home and steps to correct deferral
conditions.

Building structure
and roofing

Notify client of structurally compromised
areas.

Code compliance

Notify client of found code compliance
issues.

Combustion gases

Provide client with combustion safety and
hazards information, including the
importance of using ventilation when
cooking and of keeping burners clean to
limit the production of CO.

Drainage, gutters, flashing,
sump pumps, etc.

Importance of cleaning and maintaining
drainage systems. Discuss proper landscape
design.

Electrical, including knob
and tube

Provide information to client on over-
current protection, overloading circuits, and
basic electrical safety/risks.

Fire hazards

Inform client of found hazards.

Formaldehyde, volatile
organic compounds
(VOC’s), and other air
pollutants

Inform client of observed condition and
associated risks.

Provide written materials on safety
and disposal of household
pollutants

Injury prevention of
occupants and workers

Inform clients of found hazards and
associated risks.
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ISSUE REQUIRED EDUCATION LITERATURE

Lead-based paint Follow RRP requirements. Renovate Right (occupants of all
buildings built pre-1978)
Mold and moisture Provide client with NH Weatherization A Brief Guide to Mold, Moisture,
Mold Assessment and Release form. and Your Home
Client pre-existing or Provide client information on any known

potential health conditions | isks. Provide worker contact information
so client can inform of any issues.

Pests Inform client of observed condition and
associated risks.
Radon EPA Consumers Guide to Radon
Refrigerant Client should not disturb refrigerant.
Smoke, carbon monoxide | Provide client with verbal and written Provide client with installed
detectors, and fire information on use of smoke/CO detectors equipment documentation.
extinguishers and fire extinguishers where applicable.

Solid fuel heating (wood | Provide safety information including
stoves, etc.) potential for depressurization and its effect
on atmospherically vented appliances

Space heaters-stand alone | Inform client of hazards of overloading
electric electrical circuits.

Inform client of dangers of un-vented space
Space heaters- l_Jn-vented heaters - CO, moisture, NO,. CO can be

combustion dangerous even if CO detector doesn’t
sound.

Provide notification to the client of plans to
Spray polyurethane foam | USe two-part foam and the precal_Jtions that
may be necessary; check with client for any
known sensitivities to chemicals.

Provide client with information on function,
Ventilation use, and maintenance of ventilation system
components. Include disclaimer that
ASHRAE 62.2 does not account for high
polluting sources or guarantee indoor air

quality.
Window and door work | Provide information on lead risks when Renovate Right (occupants of all
applicable buildings built pre-1978)

10.33.4 Pre Weatherization Work

Clients/owners are to receive a copy of and sign off on the proposed work order prior to
any work being performed on the home. The client/owner must sign and receive a copy
of the Client Consent to Perform Work and a signed copy must be retained in the client
file.
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In the event that actual work being performed changes from the initial work order during
the course of weatherization, clients must be informed of those changes and such notice
is to be documented in the client file.

Auditors are to explain to the client/owner:

1)
2)
3)
4)
5)
6)
7)
8)
9)

What measures are being installed.

What, if any, access is needed for certain areas.

What to expect for finish or finish materials.

What benefit the measure provides.

How to maintain or operate any new equipment installed.

How the weatherization may affect their home and occupant comfort.
How client lifestyle can affect the weatherization.

The potential for energy and cost savings because of the weatherization.
Any other information necessary for a successful project completion.

10.33.5 Final Inspection

1)

2)

3)

4)

Inspection personnel should reinforce the advantages of the energy-saving
measures installed.

The client should always be asked if they have any remaining questions regarding
the weatherization or health and safety work that was done.

The inspection personnel should explain to the client how the dwelling will
perform differently as a result of the installed weatherization measures.

The auditor must obtain a client signature at the Client Satisfaction portion of the
Client Consent to Perform Work.
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CHAPTER 11 WEATHERIZATION MATERIALS

11.1  General

All weatherization materials installed must meet or exceed the requirements in
Appendix A of 10 CFR 440. Installation of materials shall follow lead-safe protocols
when applicable. Installations shall be of professional quality in order to ensure the
effectiveness of the measure. Materials shall be installed to meet or exceed
manufacturer’s specifications. All work will meet applicable codes and regulations.
11.2 Warranty

Subgrantees will provide a one (1) year warranty on all materials and labor from the date
of the final inspection or client satisfaction signature, whichever occurs last. Products
shall be designed and rated for their intended use.

11.3 Material and Installation Standards

This section provides detail for specific material requirements for the New Hampshire
WAP.

11.3.1 Loose Fill Insulation
Cellulose insulation used in the New Hampshire WAP is to be the borate only grade.
Only fiberglass insulation products are to be used in mobile homes.

Loose fill fiberglass intended for dense pack applications should be used when
intentionally dense packing fiberglass.

Loose fill insulation shall be installed as identified in the NH Weatherization Field Guide.
11.3.2 Duct Insulation
Minimum R-8, (preferably R-10) foil or vinyl faced.

Secure with mechanical pins, rated straps, rated adhesive or staples or other appropriately
rated fastener.

11.3.3 Heat and Domestic Hot Water

1) Insulation shall be sized to fit the diameter pipe being installed on.
2) Pipe insulation shall be elastomeric and not less than R-3.8.
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3) Corners shall be mitered, tight fitting and secure. Insulation shall be secured with
appropriate tape, mechanical fastener or other appropriately rated fastener in a
manner that does not compress or significantly diminish the thermal value of the
insulation.

11.3.4 Steam Heat

Insulation shall be fiberglass steam pipe insulation or other rated high-temperature pipe
insulation designed for steam pipe.

11.3.5 Heating Systems

Heating system replacements are to be a minimum of 85% AFUE. Direct vent appliances
should be used whenever possible.

11.3.6 Duct Sealing

1) Gaps less than 17 can be sealed with mastic.

2) Mastic and fiber mesh tape shall be used on all joints and positionable sections
with gaps from 1/8” - 1.

3) Gaps greater than 1” shall be covered with a rigid material such as flashing,
screwed in place and sealed with mastic.

11.3.6.1 Duct Boot Sealing

1) Clean surfaces where adhesive will be applied with a cleaner such as acetone.
2) Seal ducting with appropriate materials as indicated in 11.3.6.

3) Secure boot to floor with staples, roofing nails, or small screws; then seal gap
with mastic or butyl tape.

4) Apply tape or clear plastic wrap over top of boot seal to prevent register from
sticking to sealant.

11.3.7 Refrigerators
Replacement refrigerators are to be a minimum Energy Star rated.
11.3.8 Freezers

Stand-alone and chest freezers are not approved for replacement.
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11.3.9 Windows and Doors

1) Replacement window and glass door assemblies must be Energy Star qualified

with fenestration minimum 0.35 U-factor. Skylights must have minimum 0.60 U-

factor.

2) Replacement door assemblies must have a minimum R-5, excluding mobile
homes.

3) Door assemblies must be foam core and R-5 minimum.
11.3.10 Basement/Crawl Space Vapor Barriers
Appropriate materials should be used for the application

1) Crawl or other dirt surfaces that receive little or no traffic can have 6 Mil. poly
installed.

2) Areas that receive or are expected to receive traffic should have a cross-poly
membrane installed with a non skid surface applied such as rolled roofing
material; alternatively, a non skid material such as rubber roofing membrane
(EPDM) can be used.

3) Vapor barriers are to be sealed to the wall as best as possible.

4) Joints shall be overlapped 12” and as a minimum, sealed with tape rated for use
with the vapor barrier material. As a best practice, joints should also be sealed
with acoustical-type caulk.

11.3.11 Wood Products

Wood products installed at the exterior and exposed to the elements must be primed on
all sides prior to installation.
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EXPLANATION OF FORMS
This section provides explanations and directions for completing forms F-11A, F-11B,

F-12, F-14 and F-15. Applicable signatures and the date the report was completed are
required for all forms submitted for reimbursement.

NH Wx MONTHLY EXPENDITURE REPORT
F-11A

Item 1 - Total Administrative Cost for the Program. The maximum allowable amount
is determined by OEP using the appropriate Federal guidelines.

Item 2 - Total Program Support. This figure is broken down into various cost
categories described below.

Line 2.1 - Personnel. Salaries for those actually working in the program. This line
includes the auditor’s salary and those who assist in or supervise the work being

performed.

Line 2.2 - Fringe. Benefits paid to those persons in the personnel line (2.1, 2.9 and
2.11).

Line 2.3 - Travel. Travel for weatherization staff to attend seminars, meetings, site
Visits, etc.

Line 2.4 - Tools & Equipment Maintenance.
Line 2.5 - Tools & Equipment Purchase.
Line 2.6 - Supplies. General office supplies necessary to operate the program.

Line 2.7 - Vehicle Operation. Maintenance, operation and insurance of
weatherization vehicles.

Line 2.8 - Storage. Storage of weatherization materials and vehicles. This can
include utilities for the warehouse where the materials or vehicles are stored.

Lines 2.1 through 2.8 are totaled on the next line titled Total Non-Admin Support.
Line 2.9 - Wxn Paid Labor. This is for agency personnel actually installing
weatherization measures. Auditor labor to be included in Line 2.1 above (unless the

auditor is actually installing measures).

Line 2.10 - Wxn Contracted Work. Includes both labor and material costs incurred
from sub-contractors hired by the agency to install the weatherization measures.
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The totals of 2.1 through 2.10 are the Total Program Support.

Line 3 - Total Materials. This is the sum of materials installed by crews or auditors.
Line 4 - Liability Insurance. Cost of liability insurance required by Federal
regulations to operate the Weatherization Program (including pollutions occurrence

insurance).

Line 5 - Financial Audit. Funds for an audit of the financial records for Wx required
by Federal regulations.

Line 6 - Health & Safety Expenditures. Total health and safety costs for the
program (includes both labor and material costs for these measures).

Line 7 - Total Expended. This is found by applying the following formula:
(Line 1 + Line 2 + Line 3 + Line 4 + Line 5 + Line 6).

.Line 8 - Units Complete.
Line 8a-8c — Wxn Units/Re-Wxn Pre 85/Low/No Cost. These are units actually
completed within that reporting period broken out into the appropriate categories.

This section is not necessary on the grant application.

Line 9 - Wx Average. This value is automatically calculated in the spreadsheet by
applying the formula: (Line 2 + Line3) / Line 8.

Line 10 - Health & Safety Average. This value is automatically calculated in the
spreadsheet by applying the following formula: Line 6 / Line 8.
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LIHEAP Wx/HRRP MONTHLY EXPENDITURE REPORT
F-11B

This form is to be used for both LIHEAP Wx and HRRP. Both sections of the form have
the same line items and are treated in the same way. Typically only the HRRP section is
used because LIHEAP funds have, in the last few years, been directed specifically to the

task of repair or replacement of heating systems.

Lines 1 & 2 - Total administrative cost for the program. The maximum allowable
amount is determined by OEP using the appropriate Federal guidelines.

Lines 1.1 & 2.1 —Personnel: Salaries for those actually working in the program. This
line includes the auditor’s salary and those who assist in or supervise the jobs being done.

Lines 1.2 & 2.2 — Fringe: Benefits paid to those persons in the personnel line.

Lines 1.3 & 2.3 — Vehicle Operation: Maintenance, operation and insurance of
weatherization vehicles.

Lines 1.4 & 2.4 — Supplies: General office supplies necessary to operate the program.
Lines 1.5 & 2.5 are the materials cost for the job if installed by an agency crew.

Lines 1.6 & 2.6 are the labor category for subgrantee Wx personnel actually installing
materials.

Lines 1.7 & 2.7 include both labor and material costs incurred from sub contractors hired
by the agency to install the weatherization measures or heating system repair or
replacement.

Lines 1 & 2 are sub-totals for each section.

Line 3 is the total of both sections.

Lines 4.1 - 4.5 are unit completions and averages.
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NH WEATHERIZATION PROGRAM STATUS REPORT
F-12

A separate F-12 shall be completed for each program and accompany every
reimbursement request.

Project Title: Enter the correct title for the program (i.e., DOE Wx, LIHEAP Wx or
LIHEAP HRRP).

Program Year: Enter the appropriate program year for the program being reported.

Reporting Period: Enter the dates of time period covered by report: month, quarter, or
final.

Item 1 — General Performance Notes

Provide general explanation of progress in production, training, hiring, etc., related to the
program being reported.

Item 2 — Performance Variances, Accomplishments, or Problems

Provide general explanation of progress towards meeting production goals, any changes
to personnel, contractors, delivery approach, any achievements or problems.

Item 3 — Open Items

Provide general explanation of any problems, concerns, training needs, transitions, or
other issues still being addressed or carried forward from previous status report.

Item 4 — Status Assessment and Forecast

Provide general explanation of program performance to date and expected performance
relative to meeting production goals, budget expenditures.

Item 5 — Description of Attachments

Provide list and description of any attachments such as photos, client surveys, waiver
requests, etc.
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WX TRAINING AND TECHNICAL ASSISTANCE
QUARTERLY EXPENDITURE REPORT
F-14

Line 1 — Personnel: Salaries for those actually participating in eligible technical and
training assistance activities.

Line 2 — Fringe: Benefits paid to those persons in the personnel line.

Line 3 — Supplies: General office supplies relative to technical and training assistance
activities.

Line 4 — Information Services: Cost of organizational dues or subscriptions to
magazines and communication services that support technical and training assistance
activities.

Line 5— Travel: Travel costs incurred, such as mileage or airfare, that are directly
related to training events.

Line 6 — Training: Registration costs for technical training events.

Line 7 — Tools / Equipment: Costs for the purchase of tools that will enhance the
technical operation or skills of auditors or crew members in the field.

Note: Costs should be entered on the appropriate line item for all costs incurred during

the reporting period.

A narrative must accompany this report in the space provided, detailing the justifications
for these expenditures.
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WX LEVERAGING QUARTERLY EXPENDITURE REPORT
F-15L

Costs should be entered on the appropriate line item for all costs incurred during
the reporting period. Line items have been left open due to the wide range of
allowable activities; therefore each subgrantee will name them appropriately. The
report must be accompanied by a narrative and a proposal explaining the
expenditures and the results derived from the expenditure. Documentation of the
results is required for reimbursement of both these funds.

Year-to-Date costs are to be entered in the YTD column. This is figured by
adding the current expenditure to the YTD from the last reporting period.

Budget column should reflect the subgrantee’s current approved budget.

Subtract the YTD column from the budget column and this is the Balance.
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APPENDIX A
DEFINITIONS AND ACRONYMS

Air Barrier
Part of the building assembly that is designed to stop airflow between indoors and
outdoors.

Air Exchange
The total building air exchanged with the outdoors through air leakage and ventilation.

Air Sealing
A systematic approach to tightening a dwelling unit’s building shell to reduce
uncontrolled heat loss through the building shell.

Appliance
Any device powered by electricity or gas designed for household use. A typical
appliance is a refrigerator.

Applicant
The person whose name is in Line Item 4 of the Home Energy Plus application form,

DOA-9549. Applicant and case head are the same and are used interchangeably for
purposes of this manual. A case head must be eighteen (18) years or older or a head-of-
household (see definition). Exception: A dependent child can be a case head in
situations where all adults in the household are ineligible aliens, the dependent child is
either a citizen or an eligible alien, and the dependent child has a Social Security number.

Asbestos
A material made of brittle mineral fibers that damage lungs and other bodily tissues.

ASHRAE
The American Society of Heating, Refrigeration, and Air Conditioning Engineers.

Audit
The process of identifying energy conservation opportunities in buildings.

Authorized Representative
A person who has signed an Affidavit of Agent and who is listed as the authorized
representative on the Authorization of Representative form.

Backdrafting
Continuous spillage of combustion gases from a vented combustion appliance into the

conditioned space.

Balanced Flue Vent System
Term used for oil-fired systems to indicate a direct-vent appliance with positive pressure
in the vent connector through which combustion gasses pass.
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Baseload Measures

An energy conservation measure that reduces the daily non-heating electrical use of a
dwelling unit. An example of a baseload measure is the installation of compact
fluorescent lighting in place of incandescent lighting.

Blower Door
A diagnostic tool used to locate points of infiltration in the building envelope and help
prioritize the air sealing protocols.

Blowing Machine
A machine with a powerful fan used to blow insulation through a tube into a building. It
also has an agitator to break up the insulation that is compressed in bags.

Blown Fiberglass
Loose-fill fiberglass blown through a blowing machine and hose into a building cavity.

Boiler
A space-heating appliance that heats water with hot combustion gases.

British Thermal Unit (Btu)
The quantity of heat required to raise the temperature of one (1) pound of water to
one (1) degree Fahrenheit.

Building Cavities
The spaces inside walls, floors, and ceilings between the interior and exterior sheeting.

Building Envelope

The area of the building that encloses conditioned space. Only the exterior four (4) walls
to the ceiling under the attic, and the floor above the unheated basement area are
considered part of the building envelope. The floor of a unit that is built on stilts or is
above an unheated crawl space is considered a part of the building envelope. The roof of
a building that has no ceilings (or that is part of the ceiling) is considered part of the
building envelope.

Callback
Additional work required as a result of a final inspection or complaint/concern and occurs
prior to a dwelling unit being reported as complete.

Carbon Dioxide (CO»,)

A heavy, colorless, nonflammable gas formed by the oxidation of carbon, by combustion,
and by the respiration of plants and animals. One of two main products of complete
combustion of a hydrocarbon (the other is water vapor).
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Carbon Monoxide Emissions

Carbon monoxide (CO) is an odorless and colorless gas that can cause sickness and
death. To measure the CO emissions in flue gas, the CO sample must be taken before
dilution air enters the vent system. CO emissions are measured in parts per million

(ppm).

Casing
Exposed molding or trim around a window or door.

Categorical Eligibility
A household with income over 60% of State Median Income may be eligible for
weatherization services if the household satisfies the categorical eligibility tests.

Caulking
Mastic compound for filling joints and cracks.

Cellulose Insulation
Insulation, packaged in bags for blowing, made from newspaper or wood waste and
treated with a fire retardant.

Central Return
System of ducts or passages for distribution return air, which connect different areas of
the house to a central location at the forced air furnace.

Certified Firm

A firm that has received EPA certification to perform renovations as covered by the Final
Rule (745.82). Firms that perform renovations for compensation must apply to EPA for
certification to perform renovations or dust sampling. To apply, a firm must submit to
EPA a completed “Application for Firms,”’ signed by an authorized agent of the firm, and
pay a fee. To maintain its certification, a firm must be recertified by EPA every five (5)
years.

Certified Renovator

An individual who either performs or directs workers who perform renovations. A
certified renovator is a renovator who has successfully completed a renovator course
accredited by EPA or an EPA-authorized State or Tribal program.

CRE
Can’t Reach Fifty — Blower door procedure when 50 Pascals can’t be reached.

Child
A person under the age of nineteen (19) years old.
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Child-Occupied Facility

A building, or portion of a building, constructed prior to 1978, visited regularly by the
same child, under six (6) years of age, on at least two (2) different days within any week
(Sunday through Saturday), provided that each day’s visit lasts at least three (3) hours
and the combined weekly visits last at least six (6) hours, and the combined annual visits
last at least 60 hours.

Chimney
A primary vertical structure containing one (1) or more flues, for the purpose of carrying

gaseous products of combustion and air from a fuel-burning appliance to the outside
atmosphere.

Cleaning Verification Card

A card developed and distributed, or otherwise approved, by EPA for the purpose of
determining, through comparison of wet and dry disposable cleaning cloths with the card,
whether post-renovation cleaning has been properly completed.

Cleanout Opening
An opening in a chimney (usually at its base) to allow inspection and the removal of ash
or debris. (Based on NFPA 211.)

Client

A person who has been determined to be eligible for the Weatherization Assistance
Program and who will receive or has received weatherization work on their current
dwelling.

Client Notification Reqguirements

The weatherization program has notification requirements for owners and occupants in
several areas. Examples include deferral and denial, including appeal information (see
Chapter 2), health and safety (see Chapter 10), and tenant notification (see Chapter 3).
This is not an exhaustive list.

Combustion Appliance Zone (CAZ)

Room and enclosed air volume that contains one or more combustion appliances. This
may include, but is not limited to, a mechanical room, mechanical closet, or main body of
the house.

Comfort Sealing

Sealing work performed when blower door testing cannot be performed. Comfort sealing
work is limited to probable attic bypass and key junctures, glass repair or replacement,
and miscellaneous sealing that will affect the occupant’s comfort.

Common Vent
The portion of the vent or chimney through which products of combustion from more
than one appliance pass. (Based on NFPA 54.)
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Completed Energy Audit
A completed energy audit includes all data collection, a complete work order, signed
agreements, and no contingencies or reasons for deferral.

Completed Measure

A measure that has been installed in accordance with all standards and specifications in
this manual and/or other program guidance, including the NH Weatherization Field
Guide.

Completed Unit

A dwelling unit that has received all the appropriate weatherization measures required by
the TREAT audit and that has passed a final inspection. A dwelling unit is not complete
until materials installed by the weatherization program, property owner, or volunteer
labor have been inspected; the final inspection has been completed by a non-crew
member; any work required as a result of the final inspection has been completed; and the
property owner, or the owner’s authorized representative, has completed the owner sign-
off document, or a good faith effort has been made to obtain the sign-off.

Computerized Audit System
The DOE’s approved electronic audit software system. NH is approved for use of
TREAT for mobile homes, single and multi-family buildings.

Concentrically Constructed Direct-Vent

A direct-vent appliance that has an exhaust-gas vent and a combustion-supply air vent
arranged in a concentric fashion, i.e., one vent is inside the other with a space between
the walls of each. Comment: Mobile home furnace vents are usually constructed this
way; some Category I, direct-vent water heaters are constructed this way.

Cost Allocation
A method used to assure that costs are charged to funding sources appropriately and
accurately. Cost allocation plans identify the methodology by which this takes place.

Cost Effective

Having an acceptable payback, return-on-investment, or savings-to-investment ratio
(SIR). An acceptable SIR is equal to or greater than one (1) for full funding with DOE
funds.

Deferral of Service

A temporary delay of weatherization services to an eligible dwelling unit because of the
presence of hazardous working conditions or other conditions that impede completion of
weatherization work.
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Degree-days
A measure of the temperature element of climate produced by summing the temperature

differences between the inside (65°F) and the daily average outside temperature for a
one-year period.

De minimis

Minimal areas of disturbance before requiring RRP as per the United States Department
of Environmental Services. De minimis levels do not exist under the DOE’s LSW
guidance.

Denial of Service

A permanent delay of weatherization services to an eligible dwelling. Denials are limited
to dwellings that are not eligible (i.e., previously weatherized, customer/owner did not
correct reasons for deferral, insufficient number of eligible dwelling units in multi-unit),
or there are no energy conservation measures to complete at the dwelling.

Department of Energy (DOE)

The Federal U.S. Department of Energy (US DOE) whose mission is to advance energy
technology and promote related innovation in the United States. DOE also refers to
funds provided by the US DOE.

Disability

A self-declared physical or mental impairment or a designation made by a State or
Federal program that substantially limits one or more of a person’s major life activities;
or results in the person receiving either Veteran’s or Social Security disability benefits.

Disallowed Costs

Those charges to an award that the DOE determines to be unallowable, in accordance
with the applicable Federal cost principles or other terms and conditions contained in the
award.

Distribution System

The system, including all ducting, piping, pumps, gauges, storage devices, control valves,
etc. used by a heating system to move heat from the heating unit to dedicated locations in
a dwelling unit or units.

DOE Special Household Characteristics (for service priority)

US DOE identifies priority categories of elderly (persons 60 and older), persons with
disabilities, and families with young children (six (6) and under), which may also be used
to determine the priority of service. US DOE identifies additional flexibility to target
services by adding the categories of high residential energy user and household with a
high-energy burden.

Downdraft
Air flowing down a chimney or vent during the appliance off-cycle.
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Draft

The pressure difference existing between the appliance or any component part and the
atmosphere that causes a continuous flow of air and products of combustion through the
gas passages of the appliance to the atmosphere.

Draft Fan

A mechanical fan used in a venting system to augment the natural draft in gas- and oil-
fired appliances. These electrically operated, paddle-fan devices are installed in vent
connectors. (Based on NFPA 54.)

Draft Requlator
An adjustable and self-regulating damper attached to a chimney or vent connector for the
purpose of controlling draft. A draft regulator can reduce draft; it cannot increase draft.

Dwelling Unit
A structure, including a stationary mobile home, apartment, group of rooms, or a single

room occupied as separate living quarters. A dwelling unit has an identifiable site
address such as a fire number or street address. A United States Postal Service PO Box
number is a mailing address and does not constitute a dwelling unit address.

Economic Unit

A person or group of persons, related or unrelated, who live together in a dwelling unit
and jointly share in providing the necessities of life for the person(s) in the group. The
necessities of life are shelter, heat and utilities. Note: Persons living in a cooperative
housing arrangement who have their own room and share common spaces are all part of a
single economic unit.

Efficiency
The ratio of output divided by input.

Elderly Person
A person who is sixty (60) years of age or older.

Eligible Dwelling Unit

A dwelling unit occupied (or, with DES permission for certain rental units, will be
occupied within 180 days of completion) by an eligible low-income household that was
not previously weatherized or was weatherized prior to September 30, 1994 with DOE
funding. (See Chapter 2 for eligibility requirements for rental and multi-family
buildings.)

Energy Audit
The process and results of modeling a building/unit utilizing the approved electronic

energy audit program. The inputs are provided by an inspection of the dwelling unit that
documents its conditions from a thermal, structural, appliance, lighting, heating and
safety perspective. The results of the audit are based on auditor determinations of
recommended improvements. The “Energy Audit” may be substituted with a building-
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specific DOE-approved priority list of weatherization measures for the dwelling unit,
according to the software program’s specifications.

Energy Conservation Measures (ECMs)
The measures installed in a home that return energy cost savings. ECMs are in contrast
with health and safety and repair measures that do not return energy cost savings.

Energy Efficiency
Term describing how efficiently a building component uses energy.

Envelope
The building shell. The exterior walls, floor, and roof assembly of a building. Also

sometimes denotes a building cavity or building assembly.

Exfiltration
The uncontrolled movement of air leaving a building.

Fan-Assisted Combustion

A combustion appliance with an integral fan to draw combustion supply air through the
combustion chamber. Note: Category | fan-assisted gas furnaces utilize this method of
combustion air regulation. (Based on NFPA 54.)

Final Inspection

The inspection performed on a dwelling unit by a non-crew member following the
completion of on-site work and the correction of any call-backs. An inspection that
results in a call-back is not considered a final inspection. The final inspection (following
any corrected call-back issues) must be performed before the owner or authorized agent
can sign off for client satisfaction.

Firm

A company, partnership, corporation, sole proprietorship or individual doing business; an
association, or other business entity; a Federal, State, Tribal, or local government agency;
or a nonprofit organization. In the case of lead-safe weatherization work, a firm can be
the grantee, subgrantee, or contractor.

Fiscal Audit

The review and/or inspection of any or all fiscal or accounting records or procedures of a
local subgrantee or their subcontracted agencies. Also see financial audit requirements
identified in Chapter 4.

Flashing
Sheet metal or other material used to seal around penetrations on a roof.

Free Rider

A dwelling unit in a multi-unit building whose occupants do not meet the eligibility
requirements of the weatherization program, but which shall receive weatherization
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services and be reported as a completed unit because the building has been approved to
receive weatherization services.

Furnace
A space-heating appliance that heats air with hot combustion gases.

General Heat \Waste Measures

General heat waste (GHW) reduction materials are intended to be relatively low-cost
items that can be quickly and easily installed. Generally, it costs more to collect data and
estimate energy savings from GHW materials than it does to purchase and install them.
GHW measures must be approved by DOE.

Grantee
The State, NH OEP named in the Weatherization Notification of Grant Award.

Group Homes

Group homes are dwellings in a non-institutional setting that provide a planned program
of supportive social services for residents of the home and by the actual arrangement of
the facilities and living space. A group home contains the living and sleeping quarters of
the residents, a common kitchen, eating, and/or bathroom facilities that are utilized by the
residents as a group.

Head-of-Household

An individual in one family setting who provides actual support and maintenance to one
or more individuals who are related to him or her through adoption, blood, or marriage.

Heating Costs
Costs of any source of heating in a dwelling unit used for residential heating purposes.

Heating costs for commercial, business, or any purpose other than heating the dwelling
unit of the household are excluded.

Heating Degree Day(s) (HDD)

The number of degrees per day that the daily average temperature (the mean of the
maximum and minimum recorded temperatures) is below a base temperature, usually 65
degrees Fahrenheit unless otherwise specified, used to determine indoor space heating
requirements and heating system sizing. Total HDD is the cumulative total for the
year/heating season. The higher the HDD for a location, the colder the daily average
temperature(s).

Heating Unit
The heating appliance itself connected to a distribution system to distribute heat

throughout a unit or building.

Heating System
All of the components necessary for a heating unit to function and distribute heat
throughout a unit or building.
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HEPA Vacuum

A vacuum cleaner that has been designed with a high-efficiency particulate air (HEPA)
filter as the last filtration stage. A HEPA filter is a filter that is capable of capturing
particles of 0.3 microns with 99.97% efficiency. The vacuum cleaner must be designed
so that all the air drawn into the machine is expelled through the HEPA filter with none
of the air leaking past it.

High Energy Burden Household

A low-income household whose residential energy burden (residential expenditures
divided by the annual income of that household) exceeds the median level of energy
burden for all low-income households in the State.

Home Energy
All fuel sources used in a dwelling unit including all heating costs and non-heating costs.

Non-heating costs are often referred to on utility bills as baseload costs (the base costs
before heating costs are included).

Home Energy Index
The number of Btus of energy used by a home divided by its area of conditioned square
feet and by the number of heating degree days during one year.

Household

Any persons or group of persons living together in a dwelling unit on the FAP application
date, who are an economic unit and who directly purchase home energy or make
undesignated payments for energy in the form of rent.

Inches of Water Column (IWC)
A non-metric unit of pressure difference. One (1) IWC is equal to about 0.004 Pascals.

Incidental Repair

10 CFR Section 440.3 Incidental Repairs means those repairs necessary for the effective
performance or preservation of weatherization materials. Such repairs include, but are
not limited to, framing or repairing windows and doors that could not otherwise be
caulked or weather-stripped; and providing protective materials, such as paint, used to
seal materials installed under this program. Examples of these limited repairs include
sealing minor roof leaks to preserving new attic insulation and repairing water-damaged
flooring as part of replacing a water heater.

While repairs to a roof to protect the insulation to be installed is allowable, expanding
this definition to include roof replacement or other non-energy related repairs is not a
permissible use of DOE funds. If the roof needs replacing, then the unit should either be
referred to a rehabilitation program or the subgrantee must use other funds to cover the
costs for this type of work.
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Indoor Air Quality

The quality of indoor air relative to its acceptability for healthy human habitation.
Assessing, and ameliorating when necessary, the quality of indoor air is a major concern
of the weatherization process. For example, the presence of by-products of a combustion
appliance is considered unhealthy indoor air.

Infiltration
The uncontrolled air entering the building, usually at its lower portion.

Infrared
Pertaining to heat rays emitted by warm objects.

Inspection
The process of collecting information through visual observation, taking physical

measurements, performing diagnostics, etc. with the intent of creating an energy audit
and ultimately a work order to perform weatherization work.

Landlord Contribution
The portion of the cost of weatherization that is contributed by the owner of a rental
building.

Lead; Renovation, Repair, and Painting Program (L RRPP) Rule

Rules (40 CFR 745) that include weatherization (see Renovation), established by the U.S.
Environmental Protection Agency (April 2008) to address lead-based paint hazards
created by renovation, repair, and painting activities that disturb lead-based paint in target
housing and child-occupied facilities.

Lead-Safe Weatherization (LSW)

A set of protocols established by the U.S. Department of Energy (WPN 02—6 issued July
23, 2002) to be used when disturbing surfaces that may have lead-based paint, that will
reduce and control the amount of lead dust and paint chips that are generated. The
protocols address compliance with applicable regulations and are intended to reduce the
risk of liability and health issues associated with the work.

Lead-Safe Working Conditions

Conditions that meet the OSHA, EPA and DHS requirements for adequate protection
from lead exposure for both the building occupants and the workers and contractors
performing the weatherization activities.

Low-Income Home Energy Assistance Program (LIHEAP)

The program that is Federally designated under 42 U.S.C. 8621 and provides block grants
to States. LIHEAP provides benefits and services to assist low-income households with
the cost of energy used for home heating.

Leverage
Partnering with others, financially, to enhance and provide additional services.
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Major Repairs
Repair work requiring complete overhaul or substantial replacement or installation of
parts.

Major Weatherization Measures

An energy conservation measure that needs to be completed in order to effectively
weatherize the building and/or maintain the integrity of other weatherization measures. If
major measures are refused by a household, the dwelling unit is ineligible to receive any
weatherization services.

Master-Metered Units
Rental units where all units are metered by one (1) device and the owner is responsible
for paying the heating costs.

Minor Repairs
Repairs requiring minor expenditures and do not exceed allowable expenditures and are
necessary to perform allowable work.

Multi-Family Building
A building that contains five (5) or more units of housing.

Multi-Unit Building
A building that contains more than one unit.

NH WAP Standards

The standards are comprised of all documentation produced or provided by OEP to
provide program guidance. This includes the NH Weatherization Assistance Program
Policies and Procedures Manual, Health and Safety Plan, NH Weatherization Field
Guide, memos, e-mails, DOE WPN, etc.

Occupational Safety and Health Administration (OSHA)

An agency of the United States Department of Labor with a mission to prevent work-
related injuries, illnesses, and occupational fatality by issuing and enforcing standards for
workplace safety and health.

OoMB

The Federal Office of Management and Budget issues Circulars in the areas of uniform
administrative requirements (A-110, cost principles (A-122)), and financial audits (A-
133).

Operable
Working as intended.

Owner Sign-Off
A document signed by the dwelling unit owner or authorized representative that states the
weatherization work has been completed as agreed and in an acceptable manner.
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Pascal (Pa)

The metric unit of pressure difference and is the equivalent to one (1) Newton per square
meter or one (1) Joule per cubic meter. There are about 250 Pascals per IWC.

Per-Unit Average

The DOE-defined expense limit allowed for each unit. This limit is not a fixed amount,
but an average cost spread throughout all units weatherized. Health and safety costs are
not included in this cost.

Per-Unit Average Cost
The actual cost of all units weatherized divided by the number of units weatherized.

Photovoltaic (PV)

A solid-state electrical device that converts light directly into direct current electricity of
voltage-current characteristics that are a function of the characteristics of the light source
and the materials in and design of the device. Solar photovoltaic devices are made of
various semi-conductor materials including silicon, cadmium sulfide, cadmium telluride,
and gallium arsenide; and in single crystalline, multi-crystalline, or amorphous form.

Polybutylene
A plastic used for supply pipes in many mobile homes.

Polyethylene
A common plastic used for vapor barriers and ground moisture barriers.

Poverty Level
Household income in relation to family size based on Federal poverty guidelines.

Pressure Diagnostics
The practice of measuring air pressure and flow in a building to control air leakage.

Recognized Lead Test Kits

A commercially available kit recognized by EPA under the EPA LRRPP Rule as being
capable of allowing a user to determine the presence of lead at levels equal to or in excess
of 1.0 milligrams per square centimeter, or more than 0.5% lead by weight, in a paint
chip, paint powder, or painted surface.

Rehabilitation Repairs

Repairs that are beyond typical maintenance repairs. These are repairs that are more
extensive than general maintenance-type repairs and may, but not necessarily, cause the
health and safety average to exceed a desirable balance or cause the overall project SIR to
fall below an SIR of one (1). Auditors must use sound judgment when determining
repair.
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Renovation

The modification of any existing structure, or portion thereof, that results in the
disturbance of painted surfaces, unless that activity is performed as part of an abatement
as defined by this part (40 CFR 745.223). The term renovation includes (but is not
limited to): The removal, modification or repair of painted surfaces or painted
components (e.g., modification of painted doors, surface restoration, window repair,
surface preparation activity (such as sanding, scraping, or other such activities that may
generate paint dust)); the removal of building components (e.g., walls, ceilings,
plumbing, windows); weatherization projects (e.g., cutting holes in painted surfaces to
install blown-in insulation or to gain access to attics, planning thresholds to install
weather-stripping), and interim controls that disturb painted surfaces. A renovation
performed for the purpose of converting a building, or part of a building, into target
housing or a child-occupied facility is a renovation under this subpart. The term
renovation does not include minor repair and maintenance activities. EPA added
“weatherization” to the definition to make it clear that all of these activities are covered
by this definition if they disturb painted surfaces.

Rental Dwelling Unit
A dwelling unit occupied by a tenant who does not own the dwelling unit.

Renter
A person who holds, or has the use of, property by payment of rent.

Repair
The reconstruction or renewal of any part of a building or its components.

Repair Materials

Items necessary for the effective performance or preservation of weatherization materials
(e.g., shingles and other materials for repairing roof leaks; or protective materials such as
paint used to seal materials installed under the Weatherization Assistance Program).

Required Corrective Action
An action that is needed to bring a subgrantee into compliance.

Residence
A dwelling unit where household members listed on the FAP application are living at the
time of the FAP application date.

Rework
Work done on a unit already reported as a completed unit.

Room

A living room, kitchen, dining room, bedroom, family room, den, study, or other room
(excluding bathrooms), entryway, unfinished basement, hallway, unheated attic, porch,
closet, or areas occupied by persons who are not part of the applicant’s economic unit.
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Rooms or other areas used only for commercial/business purposes are not considered
eligible space for weatherization services.

Rooming Houses

Rooming houses are defined as a house or other congregate-type of group residence that
does not have a planned program of supportive services and is not an institutionalized
setting and may or may not utilize common cooking and eating facilities for the residents.
Individual residents may be responsible for their own cooking and eating arrangements.

Savings-to-Investment Ratio (SIR)
A term used in TREAT that refers to the ratio between the energy cost savings over a
period of time versus the investment cost of installing a weatherization measure.

Separate Dwelling Unit

Living quarters in which the occupants do not live and eat with any other persons in the
structure and which have either direct access from the outside of the building or through a
common hall, or complete kitchen facilities for the exclusive use of the occupants. The
occupants may be a single family, one person living alone, two or more families living
together, or any other group of related or unrelated persons who share living
arrangements, and includes shelters for homeless persons. (Source US DOE
10CFR440.3.)

Shelter

Any dwelling unit or units whose principal purpose is to house, on a short-term basis,
individuals who may or may not be related to one another, and who are not living in
nursing homes, prisons, or similar institutional care facilities.

Single-Family Dwelling Unit
A structure containing no more than one dwelling unit.

Spillage
Combustion gases emerging from an appliance or venting system into the CAZ during

burner operation.

Subgrantee
An entity managing a weatherization project that receives a grant of funds awarded under

10 CFR 440 from a grantee. In New Hampshire, the community action agencies.

Subsidized Housing

Programs operated under the U.S. Housing Act of 1937, the National Housing Act,
Section 101 of the Housing and Urban Development Act of 1965, Section 202 of the
Housing Act of 1959, Title V of the Housing Act of 1949 or any program listed in the
most current Inventory of Federally Assisted Rental Housing.
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Target Housing

Housing constructed prior to 1978, except housing for the elderly or persons with
disabilities (unless any one or more children age 6 years or under resides or is expected to
reside in such housing for the elderly or persons with disabilities); or any 0-bedroom
dwelling. (Any residential dwelling in which the living area is not separated from the
sleeping area. The term includes efficiencies, studio apartments, dormitory housing,
military barracks, and rentals of individual rooms in residential dwellings.)

Temporary Shelter(s)

Any dwelling unit(s) owned by a charitable, nonprofit, nonreligious corporation whose
principle purpose is to house, on a temporary basis, individuals who may or may not be
related to one another. Examples of temporary shelters include transitional housing for
homeless persons and domestic abuse shelters. Nursing homes or similar institutional
care facilities are not eligible dwellings.

Vapor Barrier
A material that retards the passage of water vapor. Vapor retarders have several
categories.

WAP
The New Hampshire Weatherization Assistance Program.

Weatherization
The process of reducing energy consumption and increasing comfort in buildings by
improving energy efficiency of the building and maintaining health and safety.

Weatherization Activities
Activities necessary to weatherize.

Weatherization Measures

Energy conservation measures, energy-related health and safety measures, and other
repairs as determined by OEP that may be performed on dwelling units by a subgrantee
funded per weatherization program requirements.

Work Agreement

A written agreement between a subgrantee and the owner/agent of an eligible building
that discloses the type and amount of weatherization work to be done on the building, and
other conditions both parties must agree to including the right for representatives from
the subgrantee as well as State and Federal government, or their designee, to verify the
delivery of weatherization services and the quality of those services. The owner/agent
shall sign the work agreement prior to the installation of weatherization measures.

Work Area
The area of the work site that the certified renovator establishes to contain the dust and
debris generated by a renovation.
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Work Order
The document that specifies the work to be done and materials to be installed on a
dwelling unit.

Work Site

Physical property address/location where lead-safe weatherization work will be
conducted.
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