
Initial Training for Permit 
& Compliance Staff

✓Develop a training plan approach

✓Create an assessment tool



Management’s Perspective
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Objectives

BONUS!

Your 
learning 

assessments 
are easy!

BONUS!

Learners know 
when to ask 

for help –
when they 
can’t do it.

BONUS!

Why do I have 
to know this is 

clear = 
motivation!

What does the 
trainee need to 

do?
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Objectives

Knowledge & 
Skills

How do current 
staff know how to 

do this?
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Objectives

Knowledge & 
Skills

Training 
Plan

When do they 
need to know it?

Identify 
resources and 

gaps



Training 
Plan 

Structure

• 6 month program

• Classroom training

• Assigned Exercises

• Site visits/inspections

• Preparatory reading, webinars and 
courses

• Mentoring



Classroom 
Training Sessions

• Basics of air 
pollution regulation

• Types of permits & 
exemptions

• Permit writing

• Inspections

• Compliance & 
enforcement

• Tools & resources

• Rule applicability

• Technical Writing

• Communication



Training Schedule



Training Plan –
Initial Field Visit

• Partial Compliance 
Evaluation (PCE)

• Led by experienced 
compliance engineer

• Focus on one process

– Observations & Records

• Comprehensive facility 
information packet

• Post-inspection discussion 
and review

• Draft PCE report



Training Plan –
Ongoing Field Visits

• Permit writers: 
6 site visits 

• Compliance 
engineers:
6+ Full 
Compliance 
Evaluations



Preparatory Reading, Webinars
and Courses

• Permit/compliance guidance & 
procedures

• Pre-recorded DNR training

• EPA webinars

• APTI courses

• Required, Suggested
& Optional

• Completion deadlines
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Permit Writer Preparatory Materials



Resources: 
Instructions

– Processing of permits 
and exemptions

– Using software system

– Inspections

– Enforcement

– Stack Testing

– Emission Inventory



Resources:
Checklists

• Permit Checklists
– Exemptions

– Operation permit renewal

– Internal permit review

• Compliance Checklists
– Pre-Inspection compliance review

– Violations

• Transition Checklists
– Retirements, transitions, etc.



Mentoring

• Conducting Inspections

• Writing Permits 

• Completing Training Assignments



Assessment Tools -
Training Checkpoints

• Ensure all training steps 
are completed:

– Attended training

– Assignments

– Preparatory reading, 
webinars, courses 

– Site visits/inspections

• Supervisors complete 
assessments, trainers 
verify



Training Checkpoints Example



• Evaluate work tasks 
during first 6 months

• Assess ability to apply 
skills learned

• Indicate progress and
performance

• Utilize performance scores

• Completed by supervisor 
with input from others

Assessment Tools –
Performance Checkpoints



Performance Checkpoints Example



Lessons 
Learned

• Important to identify 
objectives, skills and 
knowledge

• Objectives can be used 
to easily develop 
assessment tools

• Significant time 
commitment

• Train your trainers



Contacts

• Dave Minkey, New Source Review Policy Coordinator
(920) 662-5179; David.Minkey@wisconsin.gov

• Mary Oleson, Operation Permit Policy Coordinator
(608) 789-5544; Mary.Oleson@wisconsin.gov

• Megan Corrado, Permit Metrics Coordinator
(608) 405-0327; Megan.Corrado@wisconsin.gov

• Ashley Gray; Compliance Policy Coordinator
(715) 355-9474; Ashley.Gray@wisconsin.gov

mailto:David.Minkey@wisconsin.gov
mailto:Mary.Oleson@wisconsin.gov
mailto:Megan.Corrado@wisconsin.gov
mailto:Ashley.Gray@wisconsin.gov


Questions?


