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Student Participation Agreement 
 

 

Example OTI Student Participation Agreement 
[To be completed and signed by all students prior to beginning training course] 

 
 
The following participation agreement outlines your rights and responsibilities as a student at the Oregon Training Institute. 
All participants must complete this agreement prior to beginning each training course.  All students will receive a copy of this 
agreement to keep, and a signed copy of this agreement will be placed in the student file.   
 
All qualified students are encouraged and welcome to participate in OTI training programs regardless of race, gender, sexual 
orientation or religious affiliation.  Training participants who perceive discrimination are encouraged to follow the OTI student 
complaint procedures outlined on page 4 of this document. 

 
Course Description 
 
Course: Energy Auditor Course 

Summary: Students will be exposed to and practice the skills needed to become a successful Energy Auditor. 
These skills include: conducting a precise energy audit of the building, collecting the required data 
to create a comprehensive report on the energy consumption of the building and creating a detailed 
work order outlining the benefits and pay back of recommended energy conservation measures, 
understanding specifications and standards, performing building and safety diagnostics, 
recording/reporting findings and concerns and communicating effectively with the client.                             
This course is designed to prepare qualified students to take the Home Energy Professional Energy 
Auditor certification exam. 

Pre-Requisites: It is strongly recommended that students possess a BPI Building Analyst Professional certification 
and/or have extensive related industry experience. Students should be competent in basic 
mathematics, construction terminology, and possess basic computer operation skills prior to 
attending this training.  If students do not hold a current BPI Building Analyst then they must read all 
9 Energy Auditor prerequisite presentations that will be emailed upon successful registration of the 
Energy Auditor class. These must be read before the first day of class. Students must complete all 9 
quizzes with a score of at least 75% before attending the Energy Auditor class. Upon completing the 
quizzes students must email a copy to dhughes@warmandsafenow.com.                                     Students 
seeking the BPI HEP Quality Control Inspector Certification must meet specific work experience 
prerequisites.   A detailed list of prerequisites can be found on the BPI website. All students must bring 
the letter received from BPI that states you are qualified to take the written and field exams for this 
certification. 

 
Physical Requirements: 

 
Sit and stand for long periods of time. Able to access and inspect attics and crawls spaces.  

 

Student Personal Information 

 
Name:          Phone:        
 
Employer or Sponsoring Organization:       Phone:        
 
Emergency Contact Name:           Phone:       
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Do you have any physical limitations or medical issues that could impact your safety or the safety of other students?  Is there 
anything that you think is important for the OTI staff to know in terms of safety or medical issues? 
 
 
 
Are you physically capable of performing the training requirements listed at the top of this agreement? 
 
 
 
 
Do you need special accommodations to participate in any aspect of the training course (e.g., testing, physical tasks)? 

 
 
 
 

Release of Information Policies 
 
A copy of the following Release of Information policy can be found in the OTI Student Handbook.  The OTI Student 
Authorization for Release of Information form is also attached to this agreement. 
 

Private Student Information 
 
Private student information (e.g., personal information, contact information) is only to be released when: 
 
a. The student submits the form titled “OTI Authorization for Release of Information” to OTI staff. Once submitted, OTI staff 

can process requests for information and release the information to the individuals or organizations specified.   
 

b. The law requires access to this information. In this case, the request will be processed by the OTI staff and the request 
will be stored in the student file. 

 

Student Training Records 
 
Student’s training performance records are comprised of information relating to the student’s performance at the Oregon 
Training Institute.  This includes exam scores, certifications received, attendance, and instructor/training evaluation forms. 
 
Individual student exam scores may only be shared with the student unless an Authorization for Release of Information is 
signed by the student. 
 
The Oregon Training Institute maintains the right to release some student training performance records (certifications 
received, attendance) at its discretion to the organization that sponsored the student’s trainings.  Upon receiving a written 
request from the sponsoring organization, OTI staff will process the request, release the information to the sponsoring 
organization, and store a copy of the written request in the student file. 
 

Verification of Prerequisites 
 

Please outline below how your prior training and work history satisfy the course prerequisites outlined at the top of this 
agreement: 
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Statement of Accurate Disclosure:  By signing this agreement, you confirm that all information about your employment 
background, and work experience is accurate.  If the information you have provided is inaccurate—any resulting injuries, legal 
liabilities, or financial obligations that result from that inaccurate information are your own responsibility, and not the 
responsibility of the Oregon Training Institute or OECA. 

Attendance Policy 
 
All portions of training MUST be attended and late arrivals are not allowed, nor accommodated. Missed portions of trainings 
are subject to make-up time at participant's expense. Petitions to this policy must be submitted in writing and are considered 
on a case-by-case basis.  
 

Student Code of Conduct 
 
OECA reserves the right to ensure a safe and positive training environment and therefore may exclude or dismiss anyone who 
chooses not to follow the established OTI Student Code of Conduct or staff directives. A copy of the Student Code of Conduct 
is located in the Student Handbook.   
 
By signing this agreement, you acknowledge that you have received a copy of the OTI Student Handbook, and that you 
understand and agree to the Code of Conduct and policies therein. 

 
Non-Discrimination Policy 
 
It is the policy of the Oregon Training Institute (OTI) that: 
 
• All recruitment and hiring of all personnel is accomplished without discrimination against any individual with regard to 

age, race, color, national origin, religion, gender, sexual orientation, gender identity, marital status, disability, veteran 
status, or religious affiliation or any individual’s status protected by applicable state or local law. 

 
• OTI Vendors and contractors will not discriminate against any employee or applicant for employment because of age, 

race, color, national origin, religion, gender, sexual orientation, gender identity, marital status, disability, veteran status, 
or religious affiliation--except where religion, sex, or national origin is a bona fide occupational qualification reasonably 
necessary to the normal operation of the vendors and contractors. 

 
• All qualified students (e.g., applicants who meet pre-requisites and physical requirements) are encouraged and welcome 

to participate in OTI training programs regardless of age, race, color, national origin, religion, gender, sexual orientation, 
gender identity, marital status, disability, veteran status, or religious affiliation.  

 
• OTI employees,  students,  and  clients  should  be  able  to  enjoy  an  environment  free  of discrimination and 

harassment.  This refers to, but is not limited to discrimination or harassment in the  areas  of  age,  race,  color,  national  
origin,  religion,  sex,  sexual  orientation,  gender identity,  marital  status,  disability,  or  veteran  status.    OTI does  not  
and  will  not tolerate  conduct  by  any  employee,  contractor,  volunteer, student,  visitor  or  vendor  which 
unreasonably  interferes  with  an  individuals'  work  or  a  training participant’s ability  to  learn, regardless  of  whether  
the  conduct  occurs  at  or  away  from  OTI.    

 
• Retaliation against employees, contractors, volunteers, students, visitors, or vendors who report, make complaints of, 

or provide information regarding discrimination is strictly prohibited. 
 
OTI employees, contractors, and volunteers are charged with the responsibility of implementing, enforcing and making 
students aware of the protections and procedures of this “zero tolerance” policy.  OTI personnel, contractors, and volunteers 
who become aware of conduct which may violate this policy and who do not take immediate action (either by informally 
remedying harassment or by reporting the conduct to the OTI Program Manager) will themselves be subject to disciplinary 
action, including possible termination of employment or termination of contract. 
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Training participants wishing to report discrimination (against themselves or on behalf of others) are encouraged to follow 
the student complaint process outlined on page 4 of this document.  The OTI Program Manager (or the OECA board where 
appropriate) will promptly investigate all reports or complaints of conduct which they determine would constitute 
discrimination (and/or retaliation).  A more detailed copy of the OTI Non-Discrimination policy (including investigation 
procedures and corrective action policies) can be found in the OTI Student Handbook.  
 

Safety Policies 
 

All OTI employees, contractors, volunteers, students, visitors, and vendors are required to adhere to the safety plan, rules, 
and practices outlined in the OTI Student Handbook.  These include: 
 
1. OTI employees, contractors, and students must take all standard safety precautions to prevent injury to themselves, 

fellow employees, and training participants. This includes avoiding unprofessional behaviors (roughhousing, play) that 
could cause injury. 
 

2. OTI employees, contractors, and students must report all unsafe conditions or acts. 
 

3. OTI employees, contractors, and students must report any health conditions or physical limitations that could potentially 
put themselves, fellow employees, contractors, or training participants at-risk. 
 

4. OTI employees, contractors, and students must follow all safety guidelines associated with specific training activities 
and/or equipment.  This includes wearing Personal Protection Equipment (PPE) where required. 
 

5. OTI is a drug-free workplace and facility.  OTI employees and contractors are required to comply with workplace drug 
free policies.  Training participants who appear to be under the influence of drugs or alcohol will be asked to leave the 
training immediately.   
 

6. OTI is responsible for having first aid kit(s) and fire extinguishers available.  The location of first aid kits and fire 
extinguishers will be reviewed with students at the beginning of each training course. 

 
7. OTI employees, contractors, and students must immediately report all safety incidents and injuries, regardless of severity.  

Trainers and contractors must report safety incidents and injuries to the OTI Program Manager.  Students should report 
to OTI training personnel (OTI employee or contractor). 
 

8. OTI employees, contractors, and students should share their concern with OTI staff (training personnel or the OTI 
Program Manager) when they do not feel a safety topic is being adequately addressed at any time during the training 
course. Students are also encouraged to submit safety related suggestions to OTI via the course evaluation or to the OTI 
Program Manager in writing. 

 
Failure to comply with OTI Safety Guidelines may result in dismissal from a training program and/or denial of future trainings.  
Dismissal or denial of future training are to be determined by the OTI Program Manager and instructor based on the severity 
of violations. 

 
Student Complaint and Appeal Procedures 

 
Students have the ability to complain if they perceive they are being treated unfairly.  Students may also file a complaint if 
they feel that the instructor or any OTI employee is performing poorly or behaving unprofessionally.   A copy of the Student 
Complaint and Appeal procedures, as well as an OECA/OTI organizational chart, can be found in the OTI Student Handbook. 
 
The flowchart on the following page outlines steps of the Student Complaint and Appeal Process as follows: 
 
1. Students are first encouraged to resolve the issue directly with the trainer or staff with whom they have an issue.  If 

students are not comfortable approaching the OTI employee, they can proceed to Step Two. 
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2. If students are not comfortable approaching the OTI employee or if there is no resolution after trying to address the 
problem directly, students are encouraged to present their complaint in writing to the OTI Program Manager.  The OTI 
Program Manager will review the problem and talk to the student either in person, by phone, or on site within three (3) 
working days of receiving the written complaint.  In cases where the OTI Program Manager is the trainer with whom the 
student has an issue, students are encouraged to proceed to Step Three.   
 

3. If the OTI Program Manager is the trainer with whom the student has an issue, or if the student and/or OTI Program 
Manager still do not feel the issue is resolved, the written complaint is forwarded to the OECA Training and Technical 
Assistance Committee Chairperson.  The T/TA Chair will investigate and contact the student for a telephone, office, or 
in-home meeting within 10 working days of receiving the complaint.  A written response will be provided to the student 
within 10 working days of this discussion. 

 
4. If the student still does not feel the issue is resolved, a written request for an appeal should be sent to the OECA Board 

for review.  The appeal should include the original complaint, and the reason(s) the student is unsatisfied with previous 
responses or resolution attempts.  Appeals are reviewed by the entire OECA Board during monthly board meetings.  A 
written response will be provided to the student within 10 working days of board discussion.  Any decisions made by the 
OECA Board are final and binding. 

 
 
Specific names and contact information of individuals referenced above are as follows: 

 
OTI Program Manager:       
Ken Centner:  kcentner@warmandsafenow.com 
503-990-8221 
 

OECA Training and Technical Assistance Chair: 
Rogelio Cortes:  rogelio.cortes@mwvcaa.org 

503-315-7055, ext 319 
 
OTI Board Chair 
Dan Brown: dbrown@cat-team.org 

(503) 366-6563 

 
 

 

mailto:kcentner@warmandsafenow.com
mailto:rogelio.cortes@mwvcaa.org
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Student Acknowledgement and Agreement 
 
 

I,   confirm that I have read and understand the Oregon 
Training Institute Student Participation Agreement.   
 
I also acknowledge that I have received the OTI Student Handbook, and agree to the Student Code of 
Conduct and policies therein. 
 
I understand that it is my responsibility to ask the course instructor or the OTI Program Manager if I have 
any questions concerning policies and procedures outlined in this agreement or in the OTI Student 
Handbook. 
 
My initials below verify that I have read and understand the policies, procedures, and my responsibilities 
related to each of the following items: 
 
  OTI Release of Student Information Policy 

  Verification of Pre-requisites and Statement of Accurate Disclosure 

  OTI Attendance Policy 

  OTI Student Code of Conduct 

  OTI Non-Discrimination Policy 

  OTI Safety Policies 

  OTI Student Complaint and Appeal Process 

I agree to abide by all of the terms outlined in the OTI Student Handbook and this Student Participation 
Agreement.  Failure to comply with OTI guidelines and OTI staff directives may result in dismissal from a 
training program and/or denial of future trainings.  Dismissal or denial of future training are to be 
determined by the OTI Program Manager and Lead Instructor based on the severity of violations. 
 
I have received a copy of the OTI Student Handbook and this Student Participation Agreement.  I 
understand that this signed agreement will be retained in my personnel file. 
 
 
Signature:           

Printed Name:       

Date:       
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Student Release of Information Form 
 

 

 

Oregon Training Institute Student Release of Information 

 
 
 

Authorization for Release of Private Student Information 
 

 
I,    , hereby authorize the Oregon Training Institute to release 
my student records to the following individuals and/or organizations and give permission for 
authorized representatives of the Oregon Training Institute to discuss that information with said 
individuals and/or organizations. 

 
This information may include grades, attendance, certifications issued, instructor comments, or 
any other information specifically relating to the students participation in any OTI program. 
 

 

Name Address Phone Notes, Exceptions 

    

    

    

    

 
 

I understand that this authorization is in effect until OTI receives a written request from me to 
revise or revoke authorization. 
 
I understand that I may revise or revoke this authorization at any time. 
 

 

 

Signature:       

Printed Name:       

Date:       


