The natural gas boot camp consists of a nine week program which incorporates the Energy Industry Fundamentals, resume writing and interviewing skills and natural gas technician specific skills such as safety, piping, valves, excavation, customer service and corrosion. The program is an introductory course for individuals who are interested in the natural gas industry, but have limited knowledge of the work. The program will provide participants with an understanding of the principles of natural gas, how to use natural gas in a manner that is safe for the public, and the types of tools and equipment used in the industry.  Below is a description of each of the modules that are included in the program in the recommended order of presentation. The program is an instructor led online program available from the Midwest Energy Association (MEA) through the Center for Energy Workforce Development’s (CEWD) curriculum website.

MEA will manage the registration for the program. The following are the basic steps required for a community/technical college or utility to register and the process by which the curriculum provider can register students in the classes.

1. A link to a Natural Gas Boot Camp Session Enrollment page will be on the Curriculum section of the CEWD home page at www.cewd.org. The host company or educational institution will download the enrollment form and instructions for $700 payment. 

2. Community/technical college or organization that will be providing the training will become an MEA Partner in Education (PIE). They will need to complete the required PIE enrollment form and pay the annual $700 fee.

3. MEA will create a system level specific to that PIE. This level will contain all the required courses for the boot camp, and will contain a number of licenses equal to the maximum class size. A single license fee will provide a user license for one year. The PIE will be required to pay for the license in advance, and will be responsible for assigning that license to various users throughout the year.

4. The PIE will be administrator of the system, which includes adding new users to the system, assigning courses, correcting courses/resources, running reports, resetting test scores, removing users, etc.

5. The administrator will need to decide on a policy for adding/removing students and maintaining student records. The EnergyU license is good for one year from date of purchase. The license can be assigned to a single user for the entire year, or at the end of a boot camp session the user records can be exported and the user removed, allowing the license to be reassigned to a new user at the start of a new session.
Training: 

1. MEA has a variety of training materials already available via the web. There is an online Admin training course and there are captivate videos that walk you, step-by-step, through procedures. 

2. MEA will provide detailed boot camp-specific documentation, including directions for accessing Administrator training materials. A 30 minute conference call between MEA and PIE Administrators will cover any additional questions administrators might still have after completing the training.

System Set-up:

1. MEA will ensure that the boot camp PIE administrator has a login, the correct number of licenses are available in EnergyU, and the required courses are available. The Administrator will add the users and assign the required curriculum to the students. The curriculum modules will always be available to the Administrator, and it will be up to the Administrator to make them available at the appropriate time for the users.
Week 1 – 4 
Course: Energy Industry Fundamentals - Energy Industry Fundamentals provides a broad understanding of the electric and natural gas utility industry and the energy generation, transmission, and distribution infrastructure, commonly called the "largest machine in the world," which forms the backbone for the industry. The course includes business models, regulations, types of energy and their conversion to useable energy such as electric power, how generated power is transmitted and distributed to the point of use, emerging technologies, and the connection to careers in the energy industry. There are seven course modules which may be offered separately or as a certificate program totaling approximately 130 hours of instruction. Five of the modules are designed to be taught in person in a classroom setting (either high school or community college) and include Instructor Guides, Student Guides, and PowerPoint presentations. Modules 6 and 7 are online modules that can be used in a classroom setting, but are also effective for students to explore on their own. The curriculum is available at no charge on the CEWD curriculum website.

The course content focuses on understanding various types of energy and their conversion to useable energy such as electrical power. How generated electrical power is transmitted and distributed to the point of use.

Module 1 - Demonstrate knowledge of the basic and emerging principles and concepts that impact the energy industry

Module 2 - Apply compliance with procedures necessary to ensure a safe and healthy work environment

Module 3 - Understand electric power generation

Module 4 - Understand electric power transmission

Module 5 - Understand electric power and natural gas distribution

Module 6 - Identify and describe careers and entry requirements

Module 7 - Evaluate and analyze energy “hot topics”
Week 5 – Safety, Principles of Natural Gas and Hand and Power Tools
Safety

Course: 11100 Personal Protection Equipment

Course Description

The public's health, welfare, and safety depends on reliable and continuous electrical service. This continuous need makes it impossible to always de-energize circuits for performing maintenance or repair damage to equipment, making a powerline worker's environment hazardous and potentially fatal. Due to the dangers associated with live line electrical work, linemen should wear and carry appropriate personal protective equipment (PPE) for each type of job. This course covers the proper application of personal protective equipment (PPE) by electrical workers. 
Objectives

· Correctly identify the importance of correct usage of personal protective equipment for electrical workers 
· Correctly identify fall protection equipment as required by OSHA for electrical workers 
· Correctly identify the typical insulating safety tools and equipment, and their characteristics and uses as required by OSHA 

Hands on Component: Identify, test/examine for defects and put on PPE; develop the components for a pre-job tailboard and conduct the tailboard

Tools and Equipment Needed: Hard hats, protective gloves, protective glasses, full face air mask, proper footwear, high visible clothing, goggles, face shields, hearing protection, reflective vests
Duration:

Course: 11008 Worksite Protection – Traffic Control 
Course Description

Utility worksites have unique traffic control challenges. The worksite can pose safety hazards to pedestrians and motorists, and vehicular traffic can pose safety hazards to utility workers. Temporary Traffic Control (TTC) devices can be used to safely and efficiently reroute motorists, bicyclists and pedestrians around a worksite, thus protecting equipment and reducing the risk of workers being struck by vehicular traffic. Implementing traffic control measures within the boundaries of the work area will also ensure a safe work zone. 
Objectives

· Categories of traffic hazards 
· Risks faced by utility workers 
· Types of driver notification devices 
· Defining worksite zones 
· Preventing back over accidents 
· Defining easements and rights-of-way 
· Identifying access issues 

Hands on Component: Traffic Control: protecting the crew truck, setting up pedestrian barriers, guiding a crew truck, guiding a backhoe, proper flagging techniques

Tools and Equipment Needed: Safety cones, warning signs, paddles/flags, barriers

Duration: 55 minutes
Principles of Natural Gas:

Course: ASME Gas 01 – Hazards of Natural Gas and Prevention of Accidental Ignition 
Course Description:

Natural gas is a fossil fuel, made up primarily of methane. It may have by-products that include ethane, propane, butanes, pentanes, hydrocarbons, sulfur, and carbon dioxide. It is processed and refined to become a simple, clean burning source of energy to power homes, business, and industry. This course discusses the hazards of natural gas and how to prevent accidental ignition.

Course Objectives:

· How natural gas is formed, is extracted and refined, and used 

· The chemical make-up of natural gas, its properties and behaviors 

· The potential dangers of natural gas 

· How to locate and eliminate sources of natural gas ignition on the job site in the event of a gas leak 

· Procedures and requirements for responding to natural gas leaks 

Hands on Component: Properties – colorless, odorless, non-toxic, lighter than air, tasteless, explosive range, heat content, ignition temperature; Ignition Sources – open flames/smoking, cell phones/radio’s, car engines, light switch/door bells, flashlights, static electricity

Tools and Equipment: None required

Duration: 45 Minutes

Course: ASME – Abnormal Operating Conditions (AOC)

Course Description: This course covers Abnormal Operating Conditions (AOCs) related to equipment and procedures in the pipeline industry. Personnel working on natural gas and hazardous liquid pipelines must be able to identify when an abnormal or potentially hazardous condition exists, and then react appropriately.

Objectives

· Identify abnormal pipeline operations vs. abnormal conditions

· Recognize and react appropriately to standard pipeline AOCs and anticipated problems

· Implement make safe procedures

· Properly document and report AOCs and potentially hazardous conditions


Hands on Component: Gas Migration – concrete/blacktop, sandy soil, path of least resistance

Tools and Equipment: None required

Duration: 30 minutes
Course: OS-0101 Introduction to OSHA Standards

Course Description

For over 35 years, the Occupational Safety & Health Administration (OSHA) has been responsible for assuring safe and healthful conditions for working men and women. Standards created by the agency have successfully reduced injuries, illnesses, and deaths in the workplace.

Objectives

· Provide a brief overview of the purpose and history of OSHA

· Describe how OSHA determines and sets standards

· List reasons for OSHA inspections and describe inspection procedures

· Explain requirements for correcting violations

Hands on Components: None

Tools and Equipment: None

Duration: 35 minutes

Course: OS-0111 First Aid/CPR/AED (Automatic External Defibrillator)

Course Description

Unfortunately, no matter how safe we work there is the possibility that accidents will happen. This course introduces you to the first aid procedures for treating bleeding, shock, burns & scalds, electric shock, head & spinal injuries, fractures, poisoning, and environmental emergencies.

Objectives

· State why the rescuer needs to work safely

· Evaluate wounds

· Describe treatments for the types of wounds

· Identify symptoms
· Demonstrate appropriate CPR techniques for issuance of a CPR certificate
Hands on Component: Practice CPR, first aid activities related to the gas industry

Tools and Equipment: Qualified CPR instructor 

Duration: 60 minutes
Hand and Power Tools

Course: OS-0202 – Hand & Power Tool Safety

Course Description

Each year, thousands of people are injured by using tools. A great number of these injuries could be prevented through hazard awareness and training. 

Objectives

· Describe general tool safety practices

· Describe hand tool safety practices

· Describe general power tool safety practices

· Describe specific power tool safety practices

Hands on Component: Identification, inspection, proper grounding (if required) and practice using hand and power tools used in the natural gas business; pneumatic tools activity including proper PPE

Tools and Equipment: Pipe Wrenches, Stock & Die, Hammers, Screwdrivers, Pliers, Torque Wrench, Jack Hammer, Pavement Breaker, Tamper, Clay Spade, Chipper/Scaler, ½” Hammer Drill, battery operated drill motor with wood and concrete bits, Examples of air hose connectors, air spade, tamp, cast iron scalar, rotary drill and assorted hand tools 
Duration: 60 minutes
Week 6 –Excavation, Locating Gas Structures, Piping

Excavation

Course: ASME-1321 Damage Prevention during Excavation Activities by or on behalf of the Operator

Course Description

This course discusses activities performed to assure prevention of damage during excavation activities.

Objectives

· Verifying that underground pipelines are marked

· Providing required notifications

· Using a spotter/swamper to guide equipment operator

· Probing, hand digging and pot holing to expose utilities

· Exposing borehead to verify clearance

· Recognizing as reacting to Abnormal Operating Conditions associated with this task

Hands on Component: Digging and backfilling an excavation

Tools and Equipment: Shovels of various types, hand or air tamp and air spade

Duration: 80 minutes

Course: ASME-1331 Damage Prevention Inspection during Third Party Excavation of Encroachment

Course Description

This course discusses damage prevention activities performed by the operator when inspecting third party excavations or encroachment activities.

Objectives

• Verifying that underground pipelines are marked

• Providing required notifications

• Using a spotter/swamper to guide equipment operator

• Probing Hand digging Pot holing Exposing borehead to verify clearance

• Recognizing as reacting to Abnormal Operating Conditions associated with this task

Hands on Component: Digging and backfilling an excavation

Tools and Equipment: Shovels of various types, hand or air tamp and air spade

Duration: 45 minutes
Course: ASME-0981 Backfilling

Course Description

This course discusses safety and operating procedures for backfilling.

Objectives

· Trench safety

· Inspecting backfill materials

· Soil classification

· Backfilling procedures

· Proper pipe support

· Soil compaction methods

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Digging and backfilling an excavation

Tools and Equipment: Shovels of various types, hand or air tamp and air spade

Duration: 80 minutes

Locating Gas Structures

Course: ASME-1291 Locate Underground Pipelines

Course Description

Knowing the location of buried facilities prior to performing excavation activities is essential to prevent damage to underground utilities. Unintentional damage to underground facilities during excavation not only causes a significant amount of disruption, it can also threaten public safety. For this reason, temporary marking of all buried pipelines in the areas of excavation activity must be completed prior to the start of excavation.

Objectives

· One‐Call requirements

· Selecting a locating method

· Testing and using locating equipment

· Visually inspecting the locate area

· Performing a locate

· Placing temporary markers

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Locate underground pipe activity and accurately identify the different types of underground facilities

Tools and Equipment: Pipe locating equipment, color coded flags

Duration: 48 minutes

Course: ASME-1301 Install and Maintain Pipeline Markers

Course Description

This course provides information on location, placement and maintenance of permanent pipeline markers.

Objectives

· Line marker requirements

· Location, placement and installation of line markers

· Recognizing Abnormal Operating Conditions associated with line markers

Hands on Component: Locate underground pipe activity and accurately identify the different types of underground facilities

Tools and Equipment: Pipe locating equipment, color-coded flags

Duration: 17 minutes
Piping

Cast Iron: The cast iron courses should be included if the company has a considerable amount of cast iron pipe in its service territory.

Course: ASME – 0831 Cast iron – Caulked Bell and Spigot Joints – Installation and Maintenance of Mechanical Leak Clamp(s)

Course Description

This course provides information identifying the requirements for, inspecting, and maintaining properly sealed cast iron bell and spigot joints.

Objectives

· Identify when and where a bell and spigot joint is used

· Identify how cast iron segments are joined using bell and spigot joints

· Identify sealing requirements for bell and spigot joints

· Evaluate if cast iron sealing requirements are met

· Identify types of mechanical leak clamps and sealing methods appropriate for cast iron

· Describe the process for installing and/or maintaining leak clamps designed for cast iron

Hands on Component: Anaerobic sealant demonstration

Tools and Equipment: Cast iron pipe, mock-ups of cast iron pipe with bell joints including corroded and clean pipe, bell joint clamps, anaerobic sealant, tools to install clamps

Duration: 45 minutes
Course: ASME – 0841 Cast Iron Joints

Course Description

This course provides information identifying the requirements for, inspecting, and maintaining properly sealed cast iron bell and spigot joints

Objectives

· Identify when and where a bell and spigot joint is used

· Identify how cast iron segments are joined using bell and spigot joints

· Identify sealing requirements for bell and spigot joints

· Evaluate if cast iron sealing requirements are met

· Identify types of mechanical leak clamps and sealing methods appropriate for cast iron

· Describe the process for installing and/or maintaining leak clamps designed for cast iron

Hands on component: Anaerobic sealant demonstration

Tools and Equipment: Cast iron pipe, mock-ups of cast iron pipe with bell joints including corroded and clean pipe, anaerobic sealant, tools to install clamps

Duration: 35 minutes
Week 7 – Piping, Print Reading
Piping

Course: ASME – 0861 Installation of Steel Pipe in a Ditch

Course Description

This course discusses the handling, lowering in, and fitting of steel pipe in a ditch, after excavation is complete.

Objectives

· Identifying installation requirements

· Proper pipe handling procedures

· Visual inspection requirements

· Providing firm pipe support

· Pipe installation procedures

· Recognizing and reacting to abnormal operating conditions
Hands on Component: Pipe installation activities, demonstrate pigging operations

Tools and Equipment: Steel and plastic pipe, plastic and steel compression fittings

Duration: 48 minutes

Course: ASME-0721 Joining Pipe – Threaded Joints

Course Description

This course covers the joining of threaded pipes with threaded fittings and the inspection of completed joints. 
Objectives
· Overview of threaded pipes and joints 

· Identification of threaded pipe joint requirements 

· Preparing and joining threaded pipes 

· Conducting an inspection of completed joints 

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Pipe installation activities, demonstration of pigging operations

Tools and Equipment: Steel and plastic, pipe plastic and steel compression fittings

Duration: 25 minutes

Course: ASME – 0901 Installation of Plastic Pipe in a Ditch

Course Description

This course provides information on plastic pipe storage and handling, site preparation and inspection

requirements, and installation and joining methods and procedures.

Objectives

· List site considerations and preparation necessary before installing plastic pipe

· Describe pre‐installation inspection criteria for plastic pipe

· Describe pipe handling precautions (to avoid damage to plastic pipe)

· Describe the process of joining plastic pipe

· Describe the process of installing plastic pipe

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Pipe installation activities, demonstration of pigging operations

Tools and Equipment: Steel and plastic pipe, plastic and steel compression fittings

Duration: 35 minutes

Course: ASME-0941 Install Tracer Wire with Plastic Pipe

Course Description

Buried plastic or polyethylene pipe is made of non-conductive material. In order to locate buried plastic pipe in the future, a tracer wire is buried along with the pipe.

Objectives

· What tracer wire is and why it is important in locating buried plastic pipe 

· The use of tracer wire and above ground equipment in locating buried plastic pipe 

· Requirements for selecting and installing tracer wire 

· Methods of installing and testing tracer wire 

· Abnormal or anticipated conditions that may be encountered

Hands on Component: Pipe installation activities, demonstration of pigging operations

Tools and Equipment: Plastic and steel pipe, plastic and steel compression fittings

Duration: 30 minutes
Course: ASME-0681 Joining of Plastic Pipe

Course Description

Buried plastic or polyethylene pipe is made of non-conductive material. In order to locate buried plastic pipe in the future, a tracer wire is buried along with the pipe.
Objectives

· Identifying requirements for fitting selection

· Proper joining procedures

· Performing inspection and testing of the joint 

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 22 minutes
Course: ASME -0711 Joining of Pipe – Compression Couplings

Course Description

Pipe is generally joined by a welding or fusion process. Mechanical joining is another alternative, using mechanical fittings to form the joint connection. This course covers joining of pipe greater than 2 inches in diameter using compression couplings.

Objectives

· Identify requirements for mechanical fitting selection 

· Verify proper joining procedures 

· Perform proper inspection and testing of a mechanical joint 

· Recognize and react to abnormal operating conditions (AOCs)

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 45 minutes
Course: ASME-0751 Joining of Plastic Pipe – Butt-Heat Fusion: Manual

Course Description

Certain pipeline situations may call for the joining of plastic pipe. This course covers the joining of plastic pipe via butt heat fusion. Butt heat fusion joins squared ends of two pipes together by melting pipe material and applying force to join the pipe ends. When fused properly, the pipe joint becomes as strong or stronger than the pipe itself.


Objectives

· Butt heat fusion preparation 

· Butt heat fusion equipment 

· Butt heat fusion process 

· Butt heat fusion inspection 

· Butt heat fusion AOCs

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 36 minutes
Course: ASME-0761 Joining of Plastic Pipe – Butt-Heat Fusion: Hydraulic Machine

Course Description

Certain pipeline situations may call for the joining of plastic pipe. This course covers the joining of plastic pipe by butt heat fusion using a hydraulic machine. Butt heat fusion joins squared ends of two pipes together by melting pipe material and applying force to join the pipe ends. When fused properly, the pipe joint becomes as strong or stronger than the pipe itself.

Objectives

· Hydraulic butt heat fusion safety and preparation 

· Hydraulic butt heat fusion equipment 

· Hydraulic butt heat fusion process 

· Hydraulic butt heat fusion inspection and AOCs

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 36 minutes
Course: ASME-0771 Joining of Plastic Pipe – Sidewall Heat Fusion

Course Description

Certain pipeline situations may call for the joining of plastic pipe and service fittings. This course covers joining of plastic pipe via saddle (or sidewall) heat fusion. Sidewall heat fusion joins a branching or service saddle to the sidewall of a pipe at a 90 degree angle by melting both pipe and fitting and applying force to join the two. When fused properly, the joint becomes as strong as or stronger than the pipe itself.

Objectives
· Sidewall heat fusion equipment and preparation 

· Sidewall heat fusion process 

· Sidewall heat fusion inspection 

· Sidewall heat fusion AOCs and documentation

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 33 minutes
Course: ASME-0781 Joining of Plastic Pipe – Electrofusion

Course Description

Fusion is the technique most commonly used to join plastic pipe. The electrofusion process, used to fuse pipe and fittings, will vary according to differences in equipment operation, weather conditions, and types of plastic pipe. The fusion process must be performed in accordance with written joining procedures to ensure strong, gas-tight joints.

Objectives
· Identify requirements for plastic pipe electrofusion 

· Observe safety precautions 

· Prepare pipe and fittings for fusion operations 

· Verify pipe preparation 

· Perform the electrofusion process 

· Properly inspect electrofused joints 

· Recognize and react to Abnormal Operating Conditions (AOC)

Hands on Component: Joining of plastic pipe activities

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 35 minutes
Course: ASME-1081 Tapping a Pipeline (Tap Dia. 2” or less)

Course Description

Tapping is the process of creating an opening in a pipe. Tapping operations may be required as part of pipeline repair, segment replacement, or facility abandonment. Taps are also required in the connection of a new service branch, bypass creation, or installation of other system devices. This course covers tapping of a pipeline with a tap diameter of 2 inches and less.
Objectives
· Identify tapping safety requirements and precautions, as well as personnel qualifications 

· Understand requirements for line tapping preparation, including pipe measurements and inspections 

· Perform excavations, line verification, and tapping procedures 

· Recognize and properly react to abnormal operating conditions

Hands on Component: Tapping 2” saddle tee on 2” steel pipe

Tools and Equipment: Plastic pipe, couplings, threaded joints, fusion equipment, McElroy 14 machine 1-4” size, multiple pieces of plastic cut in 24” lengths, electrofusion couplings – 5/8” size, 5/8” plastic cut to 12” lengths, stab fittings 5/8” – one fitting per 2 students, 10’ 2” steel pipe, 1 saddle tee per student

Duration: 60 minutes
Print Reading
Course: 12101 Prints, Diagrams
Course Description

This course discusses graphic documents used in the Utility industry. 

Objectives

· Many of the different types of graphic documents used

· Where each type of document is used

· Advantages and limitations of various documents

· Managing graphic documents

· Document problems

Hands on Component: Identify the best type of print, graph or diagram to use in specific circumstances, practice reading and using blueprints and diagrams
Tools and Equipment: Examples of Mains and Services Construction, Symbols from work procedure manual

Duration: 50 minutes
Week 8 – Cathodic Protection/Corrosion, Valves, Customer Focus, Pre-employment Testing Preparation
Cathodic Protection/Corrosion

Course: ASME – 0141 Visual Inspection for Atmospheric Corrosion

Course Description

This course discusses the inspection of pipe and pipeline components, exposed to the atmosphere, for the purpose of detecting atmospheric corrosion.

Objectives

· The causes and signs of atmospheric corrosion

· Monitoring requirements

· Visual inspection requirements

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Visual inspection and corrosion measurement activities, 
show examples of standard pipe coating, demonstration on anodes and connector wire

Tools and Equipment: examples of pipe in various stages of corrosion, anodes and connector wire

Duration: 14 minutes
Valves

Course: ASME – 0301 Manually Opening and Closing Valves

Course Description

This course discusses manually opening and closing valves (e.g., pipeline startup and shutdown, flow direction, pigging, tank switching, etc.) at the valve site, either manually or using the valve actuator. Also included is information on valve identification, notifications and pressure verification. This course does not induce operation of valves for adjusting and monitoring flow or pressure or temporary isolation of service lines and service discontinuance.

Objectives

· Verifying valve identification

· Understanding the procedure for opening and closing valves

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Valve operation and maintenance activity

Tools and Equipment: Valves, grease gun with grease, valve keys 2” and smaller

Duration: 60 minutes
Course: ASME – 0321 Valve Corrective Maintenance

Course Description

This course discusses the repair, replacement, alternation or refurbishment of valves, except valves for the temporary isolation of service lines and service discontinuance (See ASME‐1191).

Objectives

· Verifying valve identification

· Understanding the procedure for opening and closing valves

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Valve operation and maintenance activity

Tools and Equipment: Valves, grease gun with grease, valve keys 2” and smaller

Duration: 45 minutes

Course: ASME – 0331 Valve‐Visual Inspection and Partial Operation

Course Description

This course discusses the adjustment of flow or pressure, either manually or using the valve actuator at the valve site. Also included is valve identification, notifications and pressure verification. This course does not include manually opening and closing valves.

Objectives

· Understanding valve identification

· Performing visual inspection and partial maintenance of valves

· Recognizing and reacting to abnormal operating conditions

Hands on Component: Valve operation and maintenance activity

Tools and Equipment: Valves, grease gun with grease, valve keys 2” and smaller

Duration: 15 minutes

Course: ASME – 0341 Valve – Preventive Maintenance

Course Description

This course discusses activities involved with preventive maintenance of valves.

Objectives

• Verifying valve identification

• Performing preventive maintenance of valves

• Recognizing and reacting to abnormal operating conditions

Hands on Component: Valve operation and maintenance activity

Tools and Equipment: Valves, grease gun with grease, valve keys 2” and smaller

Duration: 18 minutes
Customer Focus

Course: UGE-0200 Customer Contact

Course Description

It may be hard to measure exactly how much customer relations affect a company's bottom line, but good customer relations can make all the difference in the world. Good relations start with good customer service. This course will take a look at different ways to increase customer satisfaction every time you come into contact with a customer. 

Objectives

· Define good customer relations

· List characteristics of a professional appearance

· Identify importance aspects of the service order

· Explain the best way to deal with unhappy customers

· Identify good and bad communication styles

Hands on Component: Practice good customer contacts and how to deal with an unhappy customer

Tools and Equipment: Need scenarios related to gas distribution field circumstances
Duration: 30 minutes

Pre-employment Test Preparation
Course Description
Most electric and natural gas utilities require candidates to pre-employment tests which focus on math and reading comprehension skills.  These tests are timed and companies set the cut off score for passing.  Companies differ on how frequently a candidate can take the tests, from every 3 months to once a year.  This course session will have participants take practice tests so they can understand the type of test and the types of questions asked.

Objectives

· Give participants an understanding of the type of questions asked on utility pre-employment exams.

· Give participants an idea of where their strong points are and where they need some additional work.

Hands on Component:  taking the practice pre-employment tests

Tools and Equipment:  Internet access to the tests
Week 9 – Troops to Energy Jobs Review, Resume Writing, How to Apply On-line for Utility Jobs and Interviewing Skills

Troops to Energy Jobs Review (for classes with ex-military personnel)
Course Description

Understanding how a veteran’s military experiences relate to energy industry jobs is critical in helping them obtain employment once they leave the service.  Knowing that there are resources available to veterans makes the transition to civilian jobs less confusing and time-consuming
Objectives

· Understanding the different resources available to veterans

· Understanding how their military experiences relate to energy jobs

· Understanding what type of jobs are available at different energy companies and how to access them
Hands on Component:  
· Access the Troops to Energy Jobs website

· Match their MOS to energy jobs

· Register themselves in the website

· Look for job openings in their geographical location

Materials and Tools:  Internet access

Duration:
Resume Writing

Course Description

Having a well written resume is critical to being considered for a job in today’s environment. This course will provide individuals with the key aspects of a good resume including structure, content, types of action words to use, what not to include. The individuals will leave the session with a draft resume that they can use for job application
Objectives

· Identify content to include for work experience and skills
· Locate sources of information for content for resumes
· Understand the difference between types of resumes
· Select the best type for a given set of work experiences
· Prepare and print a resume
Hands on Components: Write a resume that can be used for job application

Tools and Equipment: Bring information about the skills you can bring to a company including job content skills which you have acquired through training or a similar type job, special skills acquired through voluntary or community service activities and soft skills such as teamwork, customer focus.
Duration: 2 days
Online application process

Course: Power Point Presentation
Objectives

· Understand how to access the Careers section on utility company websites

· Learn how to create an account with a valid email address

· Learn how to search the websites for applicable jobs

· Learn how to complete the application form with an attached resume

Hands on Component: Practice accessing utility company Career websites and search for positions, create an online resume 

Tools and Equipment: Computer with internet access

Duration: 60 minutes

Interviewing Skills

Course Description

Being able to handle yourself in an interview is a critical step to landing a job. Most companies now use behavioral type interviews where a candidate is required to relate his/her experience based on a scenario provided by the interviewer. The sessions typically look for information on how the candidate handled a particular situation through the tasks and actions taken to address the situation and the results achieved. Using examples from prior experiences including volunteer work, education, team participation and prior jobs will make the responses more relevant.

Objectives

· Identify how to prepare for an interview

· Know how to present oneself during an interview

· Recognize how to respond to questions

· Know how to respond to tricky questions

· Know how to ask question during the interview

· Understand the importance of networking

· Know how to network with friends and colleagues

· Understand the need to establish networks before help is needed

Hands on Component: Practice interviewing with others in the class and/or the instructor

Tools and Equipment: Scenarios to be used as situational examples

Duration: 2 days 
