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SUPPLEMENTAL | NSTRUCTI ONS

Submi ssion of Application for
Hazar dous Materials Wrker
Heal th and Safety Training

Cooperative Agreements
RFA: ES- 04- 005

Suppl erental instructions and guidelines for
Grant Application Form PHS 398 (Rev. 05/2001)

GENERAL | NFORMATI ON

Appl i cants seeki ng support under the NI EHS Hazardous Materials Wrker Health
and Safety Trai ning Cooperative Agreement Program should follow these speci al
i nstructions where referenced. Were no special instructions are given the
regul ar instructions for Grant Application Form PHS 398 (Rev. 05/2001) should
be fol |l owed.

It is essential that the application be well organized, clearly witten and

conplete in all details. That is, all information necessary for review nust
be contained within the body of the application. Information of a reference
nature that is not essential for review should be placed in an appendi x. Al
appendi x materials will be nade avail able to assigned reviewers only.
Material submitted to other solicitations or part of currently funded
cooperative agreenents or grants will not be made available to the review
comrittee unless it is incorporated in the current application. It is also
essential that the application be as concise as possible. Verbose, poorly
organi zed applications are not likely to do well in review

For pl anni ng purposes, applicants should subnmt one application which contains
separate budgets and training plans for up to a five-year period (FY 2005

t hrough 2010), that nmay respond to any or all of the targeted training
progranms which are identified in this solicitation.

If applying for nore than one program|[i.e., Hazardous Waste Worker Trai ning
(HWA), Mnority Worker Training (MAT), EPA-Brownfields Mnority Wrker
Training (BMAT), Hazmat Di saster Preparedness Training (HDPT) separate budget
pages (Form Pages 4 and 5), and a separate training plan, nmust be submtted
for EACH program as well as conposite Form Pages 4 and 5 summari zi ng direct
costs for all prograns.

The instructions below are designed to correspond to the fornmat contained in
the instructions for PHS 398, beginning with I.C

l. PREPARI NG YOUR APPLI CATI ON

C. SPECI FI C | NSTRUCTI ONS - For ns
1. Form Page 1
1. Title of Project. Use the title Wirker Health and Safety Training

Cooperative Agreenent on all applications.

2. Check the "yes" box; use ES-04-005 for Nunber; and Wirker Health
and Safety Training, N EHS

3. Foll ow PHS 398 instructions. Note that NI EHS staff “conduct
of ficial business only with principal investigators and



7a.

7hb.

8a.

8b.

10.

11.
12.
13.

14.
15.

NOTE:

institutional officials.”

Check the "no" box. Human Subjects review is inapplicable. Note
PHS 398 instructions.

Check the "no" box. Animal welfare is inapplicable. Note PHS 398
i nstructions.

Sel f explanatory. (Anticipated start date for these cooperative
agreements is 9/1/2005 with an anticipated end date of 8/31/2010.)

Sel f explanatory. Note PHS 398 instructions. |f applying for
nore than one program ( HNAM/ MAT/ BMAT/ HDPT) direct costs shoul d
reflect the total direct costs of the conposite Form Page 4 budget
page for these prograns (separate budget pages are required if
applying for nore than one program as well).

Sel f explanatory. Follow PHS 398 instructions. Facilities and
Admi ni strative (F&A) costs are limted to 8 per cent of tota
direct costs excluding equi pnent, amunts in excess of the first
$25, 000 of each sub-contract each year, and tuition and rel ated
fees. The calculations for F&A costs shoul d be shown separately
for each program budget on separate CHECKLI ST FORM PAGE FORM
PAGE , section 3, F&A COSTS. Reference specific instructions for
Checkl i st Form Page Form Page bel ow.

Sel f explanatory. Note PHS 398 instructions. Direct costs should
reflect the total direct costs of the conposite Form Page 5 budget
page for all progranms applied for (HNAM/ MM/ BMM/ HDPT) .

Sel f explanatory. Note PHS 398 instructions. F&A costs are
limted to 8 per cent of total direct costs excluding equiprent,
anobunts in excess of the first $25,000 of each sub-contract each
year, and tuition and related fees. The calcul ations for F&A costs
shoul d be shown separately for each program budget on separate
Checkl i st Form Page, section 3, F&A COSTS. Reference specific

i nstructions in Checklist Form Page.

Fol | ow PHS 398 instructions.

Sel f explanatory. Refer to RFA ES-04-005 Eligible Institutions.
Note PHS 398 instructions.

Sel f explanatory. Note PHS 398 instructions.
Sel f explanatory. Note PHS 398 instructions.

Fol | ow PHS 398 instructions. Note instructions for generic e-nai
addr ess.

Fol | ow PHS 398 instructions.

Sel f explanatory. Note PHS 398 instructions.

Type the nane of the Principal |Investigator at the top of each

printed page and each continuation page. Nunber pages consecutively at
bottom center. Do not use suffixes such as 5a, 5b, etc.

2. Form Page 2
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DESCRI PTION. Fol |l ow these instructions:

I ncl ude one sentence stating which of the 4 prograns (HWAM, MAT, BMAT, HDPT)
you are applying for, indicating the total cost (direct plus F&A) for each

State the application's broad, |ong-term objectives and specific ains for
wor ker health and safety training.

This abstract provides a previewto reviewers as to program scope and content.
As such, it is essential that it capture the character of the proposed
training program It should describe the proposed hazardous material and
wast e wor ker popul ations targeted for training including: size, types of work,
and geographic locations. It should project the nunber of workers anticipated
to be trained. This abstract is nmeant to serve as a succinct and accurate
description of the proposed work when separated fromthe application. If the
application is funded, this description, as is, will beconme public

i nformation. Therefore, do not include proprietary/confidential informtion.

THE ABSTRACT MJST NOT EXCEED THE SPACE PROVI DED ON THI S PAGE
PERFORMANCE SI TES. Fol | ow PHS 398 instructions.

KEY PERSONNEL. Fol | ow PHS 398 instructions.

3. Form Page 3

TABLE OF CONTENTS. Follow PHS 398 format except for the follow ng:
Change "Research Plan" to "Training Plan".

The Introduction to Revised Application and Introduction to Suppl enent al
Application are not applicable and shoul d be del et ed.

The Training Plan should sunmarize the program its scope, target popul ation
and progress to date. The follow ng outline should be used and shoul d repl ace
itenms a-j in the outline in the PHS 398 Table of Contents:

Specific A ms

Background and Significance

Progress Report/Conpliance with Terns of Prior Award(s)
Adm ni stration, Staff, Advisory Board

Tar get Popul ati ons

Trai ni ng Program

Training Facilities and Institutional Resources
Quality Control and Eval uation Pl an

Consul tant s/ Col | aborators

Consortium Contractual Arrangenents

. Literature Cited

Per sonnel Tabl e

Checkl i st Form Page

Letters of Support

Appendi x

XU oDQ T QOO0 oY

Itens a-k rmust not exceed 25 pages. Applicants are advised to be clear and
concise in the presentation of the required information to keep within the 25
page limt. |If applying for nore than one program|[i.e., HWM, MM, BMAM and
the HDPT a separate training plan should be submitted for each program each
keeping within the 25 page limt.

4. Form Page 4
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DETAI LED BUDGET FOR | NI TI AL BUDGET PERI OD.

Note that, if applying for nore than one program ( HAWM/ MM/ BMWAT/ HDPT) , a
separate Form Page 4 nmust be submitted for EACH programw th the respective
Form Page 5. The pages nust be identified at the top right corner by the
appropriate program ( HNWAM/ MM/ BMAT/ HDPT) . One conposite Form Page 4 nust be
submtted with one conposite Form Page 5, reflecting total direct costs for
all programs combi ned. Mark these pages on the top right corner "Conposite".

List direct costs only. DO NOT include programincome or F&A costs. These
shall be indicated on the Checklist Form Page Form Page, sections 2 and 3.

Per sonnel . Fol | ow PHS 398 instructions.

Consul tant Costs. Fol l ow PHS 398 instructions. Consultants nust be
identified and their time/effort |isted.

Equi prent . Fol | ow PHS 398 instructions.

Suppl i es. Fol |l ow PHS 398 instructions.

Travel . Fol | ow PHS 398 instructions.

Pati ent Care Costs. This itemis not applicable.

Al terations and

Renovati ons. Fol | ow PHS 398 instructions.

O her Expenses. Fol | ow PHS 398 instructions. List any student

incentive costs here. Enter the nunber of students
and the total student incentive amunt for each
student. Fully justify these expenses on separate
pages as foll ows.

Applications which request student incentives mnust
contain a strong justification substantiating the need
for them the rationale as to why such support cannot
be provi ded by other neans, and the degree of any cost
sharing proposed by awardees. Request for student
incentives will be given close scrutiny.

Li st any trai nee/ student travel costs here. Describe
t he purpose for any travel and subsistence expenses,
gi ving the nunmbers of trips involved, the
destinations, and the number of students for whom
funds are requested.

Applications which request travel funds for students
nmust contain a strong justification which
substantiates the need for such funds, the rationale
as to why such support cannot be provided by ot her
means, and the degree of any cost sharing proposed by
awar dees. Requests for student travel funds wll be
gi ven cl ose scrutiny.

Consorti un

Contractual Costs. Fol | ow PHS 398 instructions. Be sure to include
separate item zed budget pages (Form Pages 4 and 5)
for each subcontract or consortia nenber with the
respective primary applicant form pages. The sum of
all consortia costs (i.e.: direct costs and F&A (8%
cost conbi ned) go here.



5. Form Page 5
BUDGET FOR ENTI RE PROPOSED PERI OD OF SUPPORT.

Note that, if applying for nore than one program ( HNM/ MM/ BMWAT/ HDPT) , a
separate Form Page 5 nmust be submitted for EACH programw th the respective
Form Page 4. The page nust be identified at the top right corner by the
appropriate program ( HNWAMT/ MM/ BMAT/ HDPT) . One conposite Form Page 5 nust be
submtted with one conposite Form Page 4, reflecting total direct costs for
all programs conmbi ned. Mark these pages on the top right corner "Conposite".

Fol | ow PHS 398 instructions.

Al items in requested budgets nust be fully explained and adequately
justified. Failure to do so may result in deletions or reductions by
reviewers. Use continuation pages as necessary, reproducing the blank page in
t he application packet.

6. Bl OGRAPHI CAL SKETCH FORMAT PAGE
Fol | ow PHS 398 instructions.
7. OTHER SUPPORT FORMAT PAGE

Fol | ow PHS 398 instructions as stated on p. 43. Ensure that the suggested
format is used and that the information is conplete, accurate and up to date.

8. RESOURCES FORVAT PAGE

Fol | ow PHS 398 instructions. Use a separate Form Page for the primary
applicant, each consortia, and each training site, identifying each page
appropriately. Substitute "training facility" for “laboratory”.

9. Training Plan (fornerly Research Pl an)

I f applying for nore than one program ( HNNT/ MAT/ BMAT/ HDPT) a separate Trai ni ng
Pl an must be submitted for EACH program The pages should be identified at the
top right corner by the appropriate program ( HANAM/ MAT/ BMAT/ HDPT) .

Pl ease follow the plan of the Table of Contents (See Form Page 3, TABLE OF
CONTENTS of these Supplementary Instructions). To assist review groups in
their eval uations, provide clear and conci se yet conprehensive informtion
about each topic. At a mininum each topic in the Table of Contents shoul d be
addressed, detailing specific objectives and plans for acconplishing these

obj ectives. Plans should include specific tasks and tine frame for each task
and should fully address the reviewcriteria in the RFA

Applicants are expected to furnish their own estimates of the time required to
achi eve specific training and educati on objectives of the proposed training
program and conduct appropriate program eval uati ons. Any substantia

nodi fications in the program scope and objectives subsequent to an award mnust
be mutual |y agreed upon by the awardee institution and NIEHS. Because of the
varied target audiences for the proposed training and education prograns, it
is anticipated that a variety of approaches will be responsive to this
announcement and that there will be a range of costs anong individual awards.

a. Specific Ains.

State the broad, |long-term objectives and concisely and realistically
descri be what the proposed training is intended to acconplish.



b. Background and Signifi cance.

Briefly sketch rel evant background and the need for the proposed health
and safety training. Gve the rationale for the proposed training
program Applicants nust strongly docunent the organization's past
success in performance and effectiveness in planning, inmplenenting, and
operating worker health and safety training programs and enpl oyi ng adult
education techniques. Gve a sumary of worker health and safety
activities for the last five years for the major participating

organi zations in the proposed program Enphasis should be placed on
wor ker health and safety training and education experience i ncluding

i nformati on on the students trained and their jobs, type of worker

heal th and safety training given, nunber of workers trained, training
duration, outreach activities, and new advances in training.

c. Progress Report/Compliance with Terns of Prior Award(s).

Applicants who are presently being funded under this program
shoul d provide a progress report of their activities. This should
i nclude: description of efforts to neet established ternms and
conditions, attalnment of program goals and objectives of prior
awards, ability to manage and expend funds in a timely manner in
prior budget periods and a sunmary of collaborative efforts with
ot her awar dees and NI EHS program staff.

d. Administration, Staff, and Advi sory Board.

Descri be the adm nistrative structure of the proposed program and the

di stribution of responsibilities within it, including the neans by which
the programdirector will obtain continuing advice with respect to the
operation of the program

Ful |y docunent the principal investigator’s and business official’s
experience in | eading worker health and safety training prograns. G ve
t he nunber of current faculty and staff engaged in worker health and
safety training. List each training faculty menber and consul t ant

i nvol ved including their role and the extent to which they are enpl oyed.
Include the per cent of effort of each in the program Describe the
extent to which participating faculty nembers have col | aborated with the
programin the past. List technical support staff nmenbers and identify
their roles in the program Describe the program s experience with
adult education. Docunent the faculty menbers' rel evant experience and
training in appropriate adult education techniques in the area of worker
heal th and safety.

A bi ographi cal sketch must be provided for each menber of the faculty or
staff detailing qualifications and experience (Follow the instructions
on the "Biographical Sketch Format Page.) M nimum position

qual i fications and position descriptions nust be provided for proposed
staff not yet hired.

Descri be the nake-up and role of the Advisory Board. Show plans for how
they will be used to assure the quality of the training program

i ncludi ng frequency of neetings and how they will advise the Principa

I nvesti gator.

e. Target Popul ation(s).
Descri be methods and techniques to be used for identifying and accessing

target specific worker population(s) to be trained. Specific
descriptions of targeted training popul ations should reflect the
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respective regul ati ons of EPA, OSHA, etc. Describe the population(s) to
be trai ned, including size of the target popul ation(s), trades and job
categories to be trained, types of hazardous materials and waste
operations and emergency response, geographic |ocations of workers and
the degree of health and safety training already received. Provide
docunent ed assurances of access to these popul ations for training.

Describe the qualifications of prospective students and the criteria and
procedures by which students will be selected. Describe outreach and
recruitment plans. Describe the type and give the nunber of workers who
have applied for worker health and safety training given by your

organi zation over the last five years and the number of workers who have
conpleted this training and the resulting benefit of the programto the
student and their enpl oyers.

Applicants for the MAT program shoul d descri be target popul ations for
trai ning of young persons who |ive near hazardous waste sites as
referenced by the US House Subcommittee of Appropriations for VA HUD
and | ndependent Agencies in Report 103-311 (pp. 61-62).

f. Training Program

Descri be the proposed training programincludi ng number of students to
be trained, durations of training and anticipated course content and
trai ning objectives. Docunment the program s achi evenent of the m nimum
criteria for worker health and safety training for hazardous waste
operations and emergency response.

Describe curriculumto be used, distribution of course materials, and
conduct of direct worker training. Do not include copies of the actua
curriculumas appendix material; instead describe in outline formthe
appl i cabl e standards, curricula conmponents, nodul es, |earning objectives
and performance neasures. The outline for each curricul um must not
exceed two pages in length and should be included in the appendi x only.

Descri be the extent of hands-on denonstration and instruction, which
si mul at es hazardous materials and waste operati ons or energency
response. Describe nethods for enploying adult education techniques,
advanced training technol ogi es, and approaches for training and

eval uating instructors.

I ndi cate how the proposed worker health and safety training will be
integrated with other specialized training already provided to the
proposed target worker popul ation. Specify and highlight the integration
of new programinitiatives as identified in the RFA with your proposed
training plan. Discuss plans for continuing the program i ndependently
beyond the cooperative agreenent period.

Applicants for the MAT and the BMI prograns shoul d devel op environnenta
career-oriented projects within the context of other social and health
needs of young people in environnentally-contam nated comunities, as
wel | as describe mechanisnms for facilitating trainee enpl oynment and
tracking in environnental restoration activities.

g. Training Facilities and Institutional Resources.

Describe the facilities and resources, which will be used in the
proposed program i ncl udi ng maj or equi prent itemns.

Describe facilities available for hands-on denonstration and sinulation
of hazardous materials and waste operati ons and emnergency response.
Identify specific facilities and resources to be provided by each
partici pating menber of joint prograns involving two or nmore nonprofit



or gani zati ons.
h. Quality Control and Eval uation Pl an

Descri be how each student's progress will be measured and how t he
student's performance will be nonitored and eval uated. Describe methods
and procedures for evaluating appropriateness, quality and effectiveness
of worker health and safety training proposed. Evaluation protocols
shoul d quantitatively describe a process for assessing instructor

ef fecti veness, trainee retention of know edge and hands-on skills, and
the positive inpacts of training activities on work practices and
overal |l worker protection fromon-the-job hazards.

i Consul tants/ Col | aborators. Foll ow PHS 398 instructions on page

29.

j- Consortium Contractual Arrangenents. Follow PHS 398 instructions
on page 29.

k. Literature Cited. Follow PHS 398 instructions on page 29

10. Personnel Table

To assist in the peer review process, it is suggested that an additiona
table of all professional and non-professi onal Personnel should be appended to
your application using the follow ng format:

Nane Rol e in Program Total Level of Affiliations
Effort (%

Pl ease list all participating individuals in al phabetical order and only Iist
each individual once.

11. Checkl i st Form Page
Fol l ow i nstructions in PHS 398.

2. - Program | nconme. APPLI CANTS ARE REQUI RED TO | NCLUDE ON THEI R GRANT

APPL| CATI ONS "a reasonabl e estimte of the anpbunt and source of programincone
expected to be generated as a result of the project for which support is being
sought." | F IT CAN BE DETERM NED THAT THE ACTI VI TY WH CH GENERATED THE | NCOVE
I S SUPPORTED | N ANY WAY BY GRANT FUNDS OR WOULD NOT HAVE OCCURRED EXCEPT FOR
THE EXI STENCE OF THE GRANT- SUPPORTED PRQJECT, THEN THE | NCOVE SO GENERATED
SHALL BE DEEMED TO BE PROGRAM | NCOVE

Grantees are accountable for general programincone as set forth in 45 CFR
Part 74 Subpart F and 45 CFR 92.25, AND MJUST REPORT THE TOTAL PROGRAM | NCOVE
ON THE FI NANCI AL STATUS REPORT LONG FORM each year. The use of Program

I nconme applicable to this programis the "Additional Costs Alternative," and
will be stated on the Notice of Gant Award. All general programincomne
generated by this grant program may be retained by the primary grantee in
accordance with the above cited regul ati ons and may be distributed or used in
accordance with other witten agreenent/gui delines established, for the good
of the whole grant program Please indicate specific arrangenents your

organi zati on has adopted for programincone managemnent.
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3. F&A Costs. Allowable indirect costs for this programare limted to 8% of
a nodified indirect cost base which excludes anpbunts over the first $25,000
for each consortia agreenent, equi pnent costs, and tuition and related trainee
fees. Show the calculation of indirect costs for the initial year and future
years. Example: Grantees will only receive F&A on the first $25,000 per
consortia regardless of the period of performance and the number of times the
consortia participates.

12. Letters of Support Self Explanatory
13. Appendi x

No change frominstructions in PHS 398. Infornmation essential to the review
of the application nmust be included in the body, not the appendi x. Include in
the appendi x a table of contents of the appendices, curricul um descriptions,
as well as a synopsis of other relevant material to be used in your program
and ot her suppl enental information supporting the application. The Appendi x
will not be duplicated with the rest of the application

[1. SUBM TTI NG YOUR APPLI CATI ON

Fol |l ow the instructions contained in the PHS 398 and additi ona
instruction in the RFA



