Name of Organization	Strand B	Amount Requested:
ATTACHMENT: PROGRAM NARRATIVE AND SCOPE OF WORK
HVAC26 STRAND B
In addition to fully filling form questions on the portal, to complete the application, please respond to the questions below and upload the final version to the portal where prompted to complete the submission. Applications without this form will be considered incomplete and not considered during scoring.
If the fillable Word version of this attachment, “Attachment: Program Narrative and Scope of Work,” creates an undue hardship, please contact HVACTrainingNetwork@masscec.com to request a plain text Word version of the form.

ADDITIONAL APPLICANT INFORMATION
	Applicant and Partner Experience

	In 250 words or less, describe prior experience and track record in administering workforce development programs, supporting individuals from underrepresented populations seeking career training. Include outcomes such as completion rate and scale/size of support, if available. (Optional) Describe any specialized experience or knowledge in climate critical business sectors. 

	  Click or tap here to enter text. 



	DEI Qualifications
	The following questions regarding DEI practices are optional.

	
	Optional: Describe proactive internal organizational practices designed to promote diversity, equity, and inclusion at the organization: 
  Click or tap here to enter text.  

	
	Optional: Describe proactive external organizational practices designed to promote diversity, equity, and inclusion in the sector and communities the organization operates within: 
  Click or tap here to enter text. 

	
	Optional: Note any practices by partners that promote DEI both internally and externally, if applicable: 
  Click or tap here to enter text.



	Partner Selection and Conflict of Interest 

	

	In 250 words or less, describe the process used for selecting vendors and subcontractors and disclose any potential conflicts of interest for those listed. 
Click or tap here to enter text.


 
	Other Proposed Supporting Organizations 

	Use the following table to identify other organizations supporting this program in planning, capacity building, or delivering the program, and note the proposed role(s) of each organization in the program. These should not be organizations receiving a portion of the funds from MassCEC.  

	Organization
	Program Role(s)
	LoS/MOU

	Organization
	Roles
	Status

	Organization
	Roles
	Status

	Organization
	Roles
	Status

	Organization
	Roles
	Status

	In 1,000 words or less, describe prior experience successfully providing components of the above proposed programming. Provide performance metrics and examples where possible.
Click or tap here to enter text.


 
PROGRAM DESIGN
	Research & Stakeholder Engagement 

	In 250 words or less, if your college currently runs an HVAC training program, briefly describe (i.e. estimated number of participants annually, training length, partnerships). If your college does not yet operate an on-campus HVAC training program, please briefly describe the program you intend to set up (estimated number of participants annually, length, partnerships). Please indicate any research or stakeholder engagement that has informed current or planned programming.

Click or tap here to enter text.



	Program Development

	In 500 words or less, describe work anticipated to occur prior to the launch of training delivery, including but not limited to program design, including development of curriculum and any work readiness resources. Include information about relevant curriculum resources, certifications supported, and an overall dosage of instructional time.  Clarify if any portion of the curriculum or training infrastructure is anticipated to include an online or remote learning component and whether this component would be synchronous with the classroom and lab learning or would be self-paced. Note that at least 80% of participants’ combined classroom learning and lab time must be in person to be eligible for funding through this solicitation. Additionally, does the applicant anticipate any cohorts or training that will be focused on upskilling existing technicians, and if yes, how is the applicant approaching this differently compared to new entrants? 
Specific to Upgrading a current HVAC training center, highlight any anticipated changes to existing training or new curriculum or training opportunities that will result from the proposed equipment and infrastructure.

	Click or tap here to enter text.


	Program Staffing

	In 500 words or less, discuss the proposed staffing and management structure for the project, including anticipated roles for key staff, partners, and/or vendors/subcontractors involved in the project, and anticipated reporting structures for project administration. Clarify anticipated staffing needs as part of the planning and procurement process, installation of infrastructure and equipment, and implementation of programming (including teaching, supportive admin, and any case management for wraparound support services)  

	Click or tap here to enter text.


	Tuition Reimbursement

	In 500 words or less, confirm that the proposed HVAC program is, or is anticipated to be a non-credit bearing program, and therefore not eligible for MassReconnect and MassEducate. Additionally, clarify the process by which tuition reimbursement funds would be implemented to support HVAC training participants.
Click or tap here to enter text.




	Wraparound Support Services

	In 500 words or less, outline anticipated support services that will be offered to participants, such as providing training stipends, skill development support such as ESOL and basic skills, maintaining an emergency fund to address participant barriers, including work-based learning opportunities or leveraging funds for staffing for case management. 
Note that if the Applicant does not yet have a fully laid out plan for support services at the time of application, including whether they will work with any partner organizations, please include what information and insights you do have now below, and clarify by when you will have any additional details. The specific scope of work related to Support Services can be formalized as part of the contracting process. 

	Click or tap here to enter text.






	Outreach and Recruitment

	In 500 words or less, describe the outreach and recruiting plan to engage training candidates once the HVAC program is implemented. List any partners who may provide referrals. Include examples of outreach and recruitment anticipated to engage training participants, such as mass media and outreach methods, information sessions, outreach education, and other informational approaches.

	Click or tap here to enter text.


	Intake and Assessment Processes

	In 250 words or less, describe the process anticipated to be used to intake and assess training candidates to ensure that the HVAC training program and HVAC mechanic and technician occupation is a good match for the candidate. 
Click or tap here to enter text.



	Job Placement and Employer Engagement

	In 500 words or less, describe plans for employer involvement in the workforce training program and their role in job placement. Describe plans for ongoing employer engagement and job development.
Note that if the Applicant does not yet have a fully laid-out plan for job placement and employer engagement at the time of application, please include what information and insights you do have now below and clarify by when you will have any additional details. The specific scope of work related to job placement and employer engagement can be formalized as part of the contracting process.  

	Click or tap here to enter text.


	Retention Support Services

	In 500 words or less, describe proposed retention support strategies, including, but not limited to, case management, ongoing career coaching, and/or mentoring. Note that if Applicant does not yet have a fully laid out plan for retention support services at the time of application, please include what information and insights you do have now below, and clarify by when you will have any additional details. The specific scope of work relating to retention support services can be formalized as part of the contracting process.

	Click or tap here to enter text.







ADDITIONAL INFORMATION

	Additional Information (Optional) 

	In 500 words or less, provide any additional information that may be relevant to those reviewing the proposed project. 
Click or tap here to enter text.




	Commitment to Technical Assistance

	In 250 words or less, describe plans to utilize technical assistance offered if awarded. Identify which community college staffer(s) are anticipated to be assigned to take part in all technical assistance webinars and virtual meetings. (Technical Assistance includes ongoing monthly meetings with a MassCEC staff member or assigned consultant, and participation in remote community college cohort Community of Practice sessions). 

	​​Click or tap here to enter text.​ 




























SUPPORTING DOCUMENTS GUIDELINES AND COVERSHEET
Applicant must list all Letters of Support and Memorandums of Understanding from all partner organizations and employer partners in the below Supporting Documents Table of Contents chart. 
While it is encouraged to submit all supporting documents in a single combined PDF, separate and distinct files will be accepted.
Listing a LOS or MOU below and failing to attach said document may result in a less favorable score. Attaching documents other than LOS or MOU may result in a less favorable score or disqualification of the application from consideration.

	Supporting Documents Table of Contents

	Starting Page in PDF
	Document Description
	Notes

	(e.g., 10)
	(e.g., Letter of Support from Employer Partner XYZ)
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