PLANNING, ORGANIZING, CONDUCTING and REPORTING FOR
TWUA DISTRICT and CHAPTER MEETINGS

Background

For many years, the District (or Chapter) meetings have been the foundation for providing
training to TWUA members. These meetings enable operators to receive valuable training on
current, topical subjects that are held at times and locations that are convenient to members
within the District. Typically, by just attending a majority of these monthly meetings, a member
can receive sufficient credit for license renewal. This is a tremendous benefit associated with
membership in TWUA - one we must maintain. Although everyone is encouraged to seek out
classes needed to progress to the next higher licensing level or to improve the expertise needed to
perform their job, District meetings by themselves can provide a substantial potion of the
training required for operators.

TWUA is the only organization in Texas that provides this type of ongoing training program.
With the continued growth of training providers and training opportunities, we need to ensure
that these District (or Chapter) meetings maintain the high level of professionalism that our
members expect and that TCEQ requires. Anything less runs the risk of our losing the interest
and participation by our members and the approval from TCEQ. All training events are under
increased scrutiny from TCEQ); not just those provided by TWUA. Training providers, such as
TWUA, must ensure that sessions are conducted by qualified subject matter experts on topics
approved (in advance) for credit by TCEQ. Training must meet requirements set forth in
Chapter 30 of TCEQ’s rules and in RG (Regulatory Guidance) 373. Failure by even a small
number of TWUA Districts to comply with these requirements can jeopardize this excellent
program for everyone.

Most Districts are working hard to provide quality training to their members. However, as an
Association with a long chain of Regions, Districts, Sections and Chapters, we are only as strong
as our weakest link. Several aspects of these training functions must be standardized to ensure
that a member anywhere in Texas can expect to receive the same quality of training and so that
TCEQ can be assured that we are meeting their regulatory requirements.

TCEQ has proposed major modifications to RG 373. While it will be several months before
TCEQ takes actions on these proposals, as an Association we must now prepare ourselves for
some of these inevitable changes. The major change being proposed by TCEQ calls for approval
based on the “actual contact time of the training session” This is far different from the current
requirement that states that “Association meetings must be at least one hour in length and contain
at least 30 minutes devoted to presentations by qualified subject matter experts ...”. While this
change has not been adopted and will have to undergo scrutiny by the public, the regulated
community and TCEQ advisory groups, we must work to ensure that our District meetings go far
beyond the current minimal requirements.

What is described below is a procedure that must be followed by all TWUA Districts that allows
this Association to prove to TCEQ that these meetings surpass minimum reasonable
requirements for granting 2 hours of credit. Most of what is presented next has already been



required by the Central Office, but too often has not been followed by the Districts. Better
planning, coordination and reporting are necessary. Procedures must be in place so that we can
assure TCEQ that the Association has a credible quality assurance and quality control program.
While minimum standards and established procedures must be followed, each District will still
have considerable flexibility in scheduling training sessions and conducting their meetings.
Please review the following guidelines and feel free to ask questions or offer suggestions.

Planning

We encourage each District and Chapter to plan as far ahead as possible for speakers and topics.
Planning 12 months in advance would be best, even if all the details for topics and speakers were
not completed. RG 373 requires pre-approval by TCEQ for all training session topics. The
easiest way to receive approval is for the Central Office to submit a list of topics at the beginning
of each year that would cover all the Districts. While we will prepare a list of topics that will
likely cover most any subject matter that a District would pick as a training topic, we strongly
encourage you to submit a list of potential topics for 2006 by November 1*. This way we can
include training topics that you intend to offer, but we might be unaware of.

The TWUA Central Office will then provide TCEQ with a list of these topics at the beginning of
each year for their approval. Once this list of topics is approved by TCEQ, Districts will be able
to hold training sessions on these or other closely related issues. Any training topic not listed
that a District wants to use must be submitted for individual approval by TCEQ at least 45 days
before the scheduled time for the meeting (15 days for TWUA review and 30 days for TCEQ
review). These submissions will be forwarded through the Central Office to ensure that the
subject matter and the presenter meet TCEQ requirements prior to their submission for approval.
Central Office will track the approval process at TCEQ and notify the District when final
approval is received.

Most Districts, at some point in the year, use vendors to deliver training sessions. This is
allowed as long as the vendor does not conduct a sales presentation. For these sessions, the
District (and Central Office) must ensure that the presentation does not focus on a particular
product or product lines, but rather deals generically with equipment and skill development that
is associated with job related requirements for water and wastewater operators. We have spoken
with many vendors (and some consultants/engineers) in the past couple months who are eager to
schedule District meetings months in advance. The Central Office will be happy to assist you in
securing these individuals — just give us a call.

In addition, the TWUA Central Office will develop three to four, hour long training sessions on
topics pertinent to water and wastewater operations, which can be used by Districts at their
monthly meetings. These sessions will include PowerPoint presentations and/or other
audio/visual support as well as written materials as appropriate. These training sessions should
be delivered by qualified subject matter experts who are located within each District. Presenters
can include District officials or qualified members with significant experience in the subject area.
Central Office staff will be available to provide guidance and answer any questions concerning
the material contained in these developed training sessions. In addition, the Central Office will



be acquiring a library of educational videos that can also be used at District meetings either as a
stand-alone session that will include a discussion period moderated by a subject-matter expert or
used in conjunction with another related presentation.

Prior to each month’s meeting, TWUA Central Office will email every District a current
membership roster. This roster will be used to record attendance, verify mailing addresses and
other contact information and to report back to the Central Office.

Organization

As always, the logistics for District meetings will be arranged by the officers within that District
with some assistance, as needed, from the Central Office. With years of experience, there are
typically few if any problems in locating a suitable facility and notifying the membership of the
time and place for the meeting. Central Office can mail out post card reminders for District
meetings, just be sure to send in the information at least one week in advance of the meeting
date. Holding the meeting at the same location, time and day of the month each is fine and it can
reduce confusion among the District members. Please make a concerted effort in the next twelve
months to get members to attend your meetings as well as to encourage non-members to join
TWUA and take advantage of these excellent training opportunities.

Conducting District Meetings

Agendas should be prepared for all District meetings. Each District meeting will include a
training session of approximately one hour, a short business meeting for handling the District’s
affairs, and a time for “peer-to-peer” information exchange. District officers (in particular the
President) will be responsible for conducting their meetings in accordance with the prepared
agendas. This will include working beforehand with the presenter to ensure that the session is on
an approved topic, that it is not used as an opportunity to sell a product or service, that it last for
an hour, and that all audio/visual equipment and materials are available for the session.

The formal training session is the centerpiece of the meeting. Care must be taken not only to
ensure that the session is on an approved topic but that it is also on a subject of interest to the
District’s members. This might mean, for instance, that in some Districts where most utilities are
on groundwater, increased attention will be made to topics relating to groundwater production
and treatment instead of sessions on surface water treatment. Efforts should be made to ensure
that many or most of the sessions are on topics of use to both water and wastewater operators if
dual credit is desired. It’s a good idea to ask your members what they need training on — perhaps
even a written response every year or so.

Presenters should be encouraged to use a variety of training techniques that may include, but are
not exclusively, a lecture-type format. The use of PowerPoint presentations, short videos,
demonstrations and other inter-active, hands-on training are encouraged.



At each District meeting a time for “peer-to-peer” exchange should be conducted. During the
opening for the meeting the President should identify members holding “A” licenses (perhaps
those holding “B” licenses as well). Special badges can be prepared for easier identification of
these individuals. Pointing out these members will enable other attendees to know who they can
talk with to discuss any problems their utility may be experiencing. While this type of
information exchange has been a tradition at these Districts meetings, this procedure will take it a
step further by encouraging members with less experience to seek out those with many years in
the utility business. Holding such a period after the formal training session will also provide a
time for the presenter to visit informally with attendees and answer any additional questions they
may have on the presentation.

A vitally important component of this gathering time is to allow attendees to get to know their
neighboring operators. Being able to met and discuss issues with a fellow operator that may live
just down the road pays significant dividends when unforeseen problems emerge. As you know,
operators are more likely to call on a neighboring operator they have met when a problem or
emergency occurs. It allows everyone to know what talents and resources are available within
their local area. The water and wastewater operator community is one that seeks not only to
improve services and public health for their own customers, but also to assist fellow operators
whenever the need arises. Attendance at District meetings is typically the only time operators
have the opportunity to meet with other operators and exchange information. We need to
encourage this information exchange Utility operators are proud of the work they do and are
always willing to share what works best with other operators.

In an on-going effort to improve the quality of these sessions, Central Office staff (and as time
permits, Association officers at the state level) will regularly attend these District meetings to
monitor the proceedings and follow-up with suggestions for improvements. The Central Office
will prepare a survey sheet that will be used when visiting and auditing District meetings. These
surveys will be kept in a permanent file at the Central Office. Any complaints regarding the
training sessions or the meetings in general will be investigated by Central Office staff and any
necessary guidance or assistance will be provided. TWUA will ensure that all District meetings
provide the amount and quality of training suggested by RG 373.

Reporting

The reporting function will be a primary means of our implementing a formal QA/QC process.
Each District is required to submit a TWUA Program Report Form for the meeting that complies
with the model and content requirements that have been developed by the Central Office.
Districts are required to submit the following material to the Central Office within five days of
the date of the meeting:

e TWUA Program Report Form
¢ Attendee Roster with signatures of members attending
e Copy of program agenda and member notification, if available.



Central Office staff will review this material and ensure that it meets the requirements
established by TWUA and by TCEQ (for Association Meetings under RG 373). Meetings where
the training session was not on an approved topic will be rejected by the Central Office. Reports
that are not submitted in a timely manner will also be rejected. Minor issues on training content
or length will be resolved prior to the next District meeting. Internal controls are in place to
ensure that all attendees are active members of our Association. Districts will be notified if any
operators attending a District meeting are not paid members of the Association. Membership
dues must be paid to obtain credit hours for license renewal. Please help us keep our data base
accurate by asking all attendees to check their address as listed on the roster and make any
corrections that are necessary. Incorrect addresses (primarily as a result of members moving)
cost the Association considerable time and money, plus we want to ensure that all members
receive the Journal and other important mailings from the Central Office.

Central Office staff will prepare the Version 1 and 2 reports for electronic transmission to TCEQ.
Preparation of these reports within the Central Office will reduce errors, allow us to track each
District’s activities and progress, and ensure that all reports are provided to TCEQ on a timely
basis.



TEXAS WATER UTILITES ASSOCIATION
Program Report Form

1. T.W.U.A. District/Chapter:

2. Time, Date and Location of Meeting:

3. Name of Person Submitting Report:

4. Speaker’s Name, Position and Affiliated Organization:

5. Topic and Description of Education Program (Describe in Sufficient Detail to Document Program Content):

6. Length of Education Program in minutes:

7. Topics discussed in peer training:

8. Length of Meeting in hours and minutes:

9. Any problems encountered or lessons learned from this month’s meeting:

10. Any other suggestions on improving District meetings, training topics, speakers, etc:

Number of Members Present: Number of Guests Present: Total Present:

Please mail a program report each month to:
Texas Water Utilities Association
1106 Clayton Lane, Suite 101 East
Austin, Texas 78723-1093
512/459-3124 888/367-8982 FAX: 512/459-7124




