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Task 14: Competence and Training

Date last modified/updated: ENTER DATE           	Internal audit: Click here to enter a date.
Who last modified/updated: ENTER NAME               	Management review: Click here to enter a date.
This part of the Navigator Playbook is completed when you have:

1. Determined necessary competencies for personnel and evaluated their current competencies.
2. Identified any gaps in the competencies of personnel whose work affects energy performance and the EnMS, and training needs to address competency gaps.
3. Evaluated the effectiveness of the actions taken.
4. Retained records of competence and related actions.














EXAMPLE

1. Determine necessary competencies for personnel and evaluate their current competencies. 
[bookmark: Check4]|X| We have determined the necessary competencies for personnel and evaluated their current competencies. These are listed in the table below.	Comment by Michael Stowe: Needed competencies can be a combination of education, training, skills, certification, or experience.

Key positions could include REMs, energy team members, contractors, technicians, operators that work with SEUs, and others, as needed.
	Person
	Needed Competency
	Record of Competency
	In Place or GAP	Comment by Michael Stowe: Once you finalize this table, you will need to determine if the needed competency is “in place” or is it a “gap”. For items with gaps, action will be needed to fill the gap. This does not all have to happen instantly. It will take time to get this in place and that is fine as long as you have a plan.

Also, these desired competencies could be incorporated in to selected position job descriptions.

	REMs
	Certified Energy Manager (CEM) – [all REMs]

Certified Lighting Energy Professional (CLEP) – [at least one REM]

RCx Retro-commissioning Training Program by CERL
	Current CEM Certificate


Current CLEP Certificate

Training Completion Certificate

	Select: In Place or GAP for every competency line in the table

	HVAC Technicians, DPW
	NC HVAC Certification and License (H1, H2 and H3)

Chiller O&M training
	Current Certificate


Training Completion Certificate
	Ditto

	Boiler and Chiller Operators 
(these may be contract personnel)
	NC Boiler Operator Certification
Boiler O&M Training
Chiller O&M Training
	Current Certificate
Training Completion Certificate
Training Completion Certificate
	Ditto

	Building / Facility / Data Center Managers
	General Energy Efficiency Training
	Training Completion Certificate
	Ditto

	Energy Representatives from Commands
	General Energy Efficiency Training
	Training Completion Certificate
	ditto

	ISO 50001 EnMS Internal Auditors
	Internal Auditor Training: How and What?
	Training Completion Certificate
	ditto

	
	
	
	



2. Identify any gaps in the competencies of personnel whose work affects energy performance and the EnMS and training needs to address competency gaps
|X| Training gaps for our facility’s SEU(s) and other relevant EnMS elements have been identified and specific steps have been taken to ensure that relevant personnel are brought up to the competency level required to perform their specific jobs.	Comment by Michael Stowe: As this is accomplished, you will need to retain records of this to show completion.
|X| We have defined the competencies necessary for work positions related to SEUs and other elements related to the EnMS and have detailed them below:
	Yes. The competency items in the table above cover our three SEUs:
Building / Equipment Cooling & Refrigeration
Building / Water Heating
Lighting


|X| We have identified necessary training for filling in identified competency gaps:
Yes. See table above.



3. Evaluate the effectiveness of the actions taken
4. Retain records of competence and related actions
|X| We have evaluated the effectiveness of the actions taken in the table below: 
|X| We have provided training and other necessary actions for filling competency gaps for personnel, and will maintain records of any training in the table below:	Comment by Michael Stowe: As trainings and other actions are completed to fill the competency gaps, or as annual refresher trainings, you can use this table in this playbook to record and document the events. 

Also, you will want to have some type of evidence of the training / action completion like an attendance roster or certificate to keep as a record along with this table.
	Person
	How they are related to EnMS (SEU)
	Training Required
	Training Completed
	Approving Supervisor 
	Next Training Planned
	Action Effectiveness

	John Doe
	REM, Energy Team Member
	RCx Retro-commissioning Training Program by CERL
	10/28/2020
	M. L. Smith
	Oct 2021
	Excellent

	Jane Doe
	Chiller Plant (SEU) Operator
	Chiller O&M Training, Carrier 3-day course
	09/30/2020
	M. L. Smith
	Sep 2021
	Excellent

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     



	|X|
	Training needs for our facility will be updated at least annually
	Yes. We do this.
	|X|
	When:
	During the 4th quarter of each fiscal year (July, August & September) we review competency and plan the following fiscal year trainings to ensure ongoing competencies.
	[bookmark: Check1]|X|
	Responsible personnel:
	Energy Team Leader and REMs


Top Management Review
	|_|
	Date reviewed:
	Click here to enter a date.
	|_|
	Who reviewed?
	Click here to enter text.


Comments
Click here to enter text.




	Document Owner:
	Enter NAME / TITLE of Owner
	

	Change Date:
	Change Description:
	Approval:

	Enter Issue Date
	Initial draft issue for review
	Owner Initials
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