U.S. DEPARTMENT OF LABOR
Occupational Safety and Health Administration 

Instruction: Susan Harwood Training Grant Program, FY 2025 Training Grants

Assistance Listing: 17.502

Funding Opportunity Number: SHTG-FY-25-01 (NC)

Grant Category: Targeted Topic Training

Action: This instruction includes information and forms necessary for pre-selected applicants to prepare and submit FY 2025 applications for Targeted Topic Susan Harwood Training Grants to deliver training to eligible workers and employers on occupational safety and health topics.

Pre-selected applicants: OSHA-approved State Plans that receive grants under section 23(g) of the Occupational Safety and Health Act of 1970 (OSH Act), entities that operate On-Site Consultation programs that receive grants under Section 21(d) of the OSH Act, and OSHA Training Institute (OTI) Education Centers authorized by OSHA under Section 21(c) of the OSH Act are eligible to receive FY 2025 Targeted Topic Susan Harwood Training Grants.

Application Requirements: Pre-selected applicants applying to receive funding pursuant to this funding opportunity must follow the guidelines provided by OSHA and stated in this instruction in submitting an application package at www.grants.gov (Grants.gov).

Application Deadline: Applications must be received by TBD, 2025, at 11:59 p.m. Eastern time. Applications must be validated by Grants.gov.

Further Information: An application is needed for OSHA to process grant awards. 

Information about the Susan Harwood Training Grant Program is on the OSHA website at www.osha.gov/harwoodgrants. Email questions about this instruction to HarwoodGrants@dol.gov or call 847-725-7805 on weekdays between 8:00 a.m. and 4:30 p.m. Eastern time, excluding federal holidays.

The Grants.gov Support webpage, www.grants.gov/support, may have answers to questions or problems related to application submissions. Support is available via email at Support@grants.gov or by telephone at 1-800-518-4726, except on federal holidays. 
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[bookmark: _Toc199923338]Executive Summary

Under the authority of Section 21 of the Occupational Safety and Health Act of 1970
(OSH Act), and the Secretary of the U.S. Department of Labor (DOL), Occupational Safety and Health Administration (OSHA) is accepting applications from the pre-selected applicants identified above to receive federal funding through the Susan Harwood Training Grant Program to train eligible workers and employers about workplace hazards, hazard avoidance, controls, worker rights, and employer responsibilities under the OSH Act. 

OSHA will assist the awardees and monitor their progress in achieving their performance goals and training targets. OSHA monitors awardees by conducting an orientation meeting, reviewing training material, conducting training observations and monitoring visits, and evaluating quarterly and final reports. Information about the Susan Harwood program is located at www.osha.gov/harwoodgrants/applicant-information. 

The FY 2025 federal appropriations authorize OSHA to award $12,787,000 new Susan Harwood Training Program grants. Responding pre-selected applicants will receive funds to develop and conduct instructor-led training addressing training topics identified in Appendix A of this Instruction. This grant program restricts pre-selected applicants to one Susan Harwood grant award per fiscal year. If an applicant submits multiple applications for this grant, OSHA will review the last viable application package submitted.

Funding is for a 12-month performance period beginning on September 30, 2025, and ending on September 30, 2026. OSHA expects to award multiple grants. This instruction provides information on completing the required application documents. When funds are allocated to the awardees under this grant program, the Susan Harwood grant recipients (hereafter “recipients”) will receive a notice of award and must acknowledge receipt and acceptance of the notice of award. 

Applications are due by September 2, 2025, at 11:59 p.m. Eastern time. Applicants must be registered and have an active account with SAM.gov (System for Award Management) and be registered at Grants.gov (www.grants.gov) to submit their application.

[bookmark: _Toc199923339][bookmark: _Toc196138801]Description of Grant and Program Overview 

[bookmark: _Hlk159500523]The Susan Harwood Training Grant Program funds pre-selected applicants to develop and deliver training on workplace hazard recognition, as well as abatement and prevention of occupational safety and health injuries and illnesses. Recipients may not provide consultation services under this grant program.

The program emphasizes six areas:
	
· educating workers and employers in small businesses
· training workers and employers on identifying and preventing serious occupational safety and health hazards identified by OSHA through the DOL’s Strategic Plan, as part of an OSHA special emphasis program, or other OSHA priorities (see www.osha.gov)
· training workers facing barriers to safety and health training
· training workers and employers about new OSHA standards
· developing and disseminating materials to train and educate workers
· educating workers on their rights and employers on their responsibilities as required by the OSH Act

Training must include an overview of OSHA Whistleblower Protection Programs (www.whistleblowers.gov), employee rights, and employer responsibilities in each training session. The overview must provide the trainees with an understanding of their occupational safety and health rights in their workplace.

Grants awarded under the Susan Harwood Training Grant Program are separate from other grants OSHA may award to the pre-selected applicants (i.e., grants awarded to States under sections 21(d) and 23(g) of the OSH Act) and must be used for Susan Harwood Training Grant Program activities only (i.e., not for State Plan or On-site consultation activities). (Note: This grant instruction refers to “pre-selected applicants” (i.e., those eligible to apply for FY 2025 Susan Harwood Training Grants) and “recipients” (i.e., pre-selected applicants that apply and receive such grants) interchangeably.)

[bookmark: _Award_Information][bookmark: _Toc199923340]Award Information

[bookmark: _Hlk159500836][bookmark: _Hlk158637658]Funding for the Susan Harwood Training Grant Program is subject to available federal funding. OSHA may award a grant with conditions. As a condition for the award, OSHA may require applicants to make minor revisions to their application to align with this instruction’s requirements and applicable regulations.

[bookmark: _Toc199923341]Award Category

[bookmark: _Toc469316229][bookmark: _Toc469316314][bookmark: _Toc469320087][bookmark: _Toc469320257]Grants awarded under this instruction are for conducting occupational safety and health training for eligible workers and employers on one or more of the OSHA-specified topics in Appendix A. Recipients must conduct instructor-led training using existing or revised Susan Harwood materials, grant-developed materials, or other training materials approved by OSHA. 

[bookmark: _Toc196138804][bookmark: _Toc199923342]Performance Period

Grant awards are for a 12-month performance period beginning September 30, 2025, and ending September 30, 2026.

[bookmark: _Toc196138805][bookmark: _Toc199923343]Funding

Pre-selected applicants may request up to $200,000 of funding to provide Targeted Topic Training, which is subject to available federal funding. Entities are eligible to receive only one noncompetitive Susan Harwood Training Grant award regardless of the number of qualifying roles they fulfill. For example, an OTI Education Center that also serves as an On-site Consultation program is only eligible to receive a single Susan Harwood Training Grant award.

If OSHA does not have sufficient funding to award the pre-selected applicants at the level of funds each requested in their application, it will award a portion of the requested funds to each pre-selected applicant on a pro rata basis. If OSHA needs to make reduced pro rata awards, it will contact each applicant and give them an opportunity to reject the offered award, should the applicant conclude that the pro rata amount is insufficient to meet their targeted topic training grant program training plan, or alternatively to modify their training plan to reflect the available funding. 

While not required, applicants may commit non-federal funds and resources to the award. The applicant must identify the source of the additional funds and resources, include the additional funds in the budget, and spend them according to this funding opportunity and the Susan Harwood program.
 
[bookmark: _Toc196138806][bookmark: _Toc199923344]2025 Targeted Training Topics

OSHA selected twenty (20) training topics for the Susan Harwood Training Grant Program for FY 2025. The topics are listed and described in Appendix A. Pre-selected applicants must choose their training topics from this list and address federal OSHA requirements. Training will address the recognition, abatement, and prevention of hazards in the training audiences’ workplace.
[bookmark: _Hlk194670870]
[bookmark: _Toc196138807][bookmark: _Toc199923345]Eligible Trainees
[bookmark: _Hlk159501676]
OSHA covers most private-sector employers and workers. This grant program supports occupational safety and health training for eligible workers and employers covered under the OSH Act of 1970, §4, codified at 29 U.S.C. 653. 

Eligible trainees include unemployed workers planning to reenter the workforce into a similar position within three months of the training, e.g., construction or seasonal workers. Additionally, while most federal, state, and local government employees are ineligible trainees, some may have occupational safety and health duties within their agency. In this context, the employees with occupational safety and health duties who are responsible for ensuring safe and healthful working conditions within their agency or organization (e.g., those employees who provide training, manage or participate in safety committees, or monitor the safety and health of employees within their agency or organization) are eligible trainees. 

Ineligible trainees include the recipient’s staff/employees, individuals trained at conferences or seminars, individuals participating in a needs assessment, or individuals being trained to qualify for employment. State and local government employees with occupational safety and health protection under an OSHA-approved State Plan, all state employees who work for an OSHA-funded State Plan or Consultation program, and federal OSHA employees are ineligible trainees. 

Recipients may not provide training as part of a job placement service or to assist a person in qualifying for employment.

[bookmark: _Toc196138808][bookmark: _Toc199923346][bookmark: _Hlk194668270]Targeted Audiences

Training and training materials must be delivered in a manner the participants can understand and have an impact on workers and employers in small businesses. The targeted audience includes one or more of the following:

•	Workers and employers in high-hazard industries
•	Workers and employers in industries with high fatality rates 
•	Workers facing barriers to occupational safety and health training 

[bookmark: _Toc196138809][bookmark: _Toc199923347]Training and Training Materials

Pre-selected applicants must focus on delivering instructor-led training for workers and employers on occupational safety and health topics listed in Appendix A and may use previously approved Susan Harwood materials, revise existing materials, or create new materials. Pre-selected applicants who plan to use existing or acquired training materials must identify the source of the materials and adhere to all copyright laws. Existing non-Harwood or other acquired materials may be subject to OSHA review and approval. 

Recipients may only use funds from this grant to conduct training under the Susan Harwood training program (e.g., funds may not be used for the OSHA Outreach program). Hybrid and asynchronous training are outside the scope of this grant program. 

Pre-selected applicants must describe how the training will be delivered to ensure trainees can easily understand the content and that it covers the trainees’ exposure to occupational safety and health hazards in the workplace. Training must also include a brief overview of worker rights, employer responsibilities, and the OSHA Whistleblower Protection Programs (www.whistleblowers.gov). 

Training conducted for workers in OSHA-approved State Plan states may include references to the state's requirements. However, if the recipient revises or develops new training materials, the final OSHA-approved version of training materials provided to OSHA must reference federal OSHA regulations only. 

OSHA posts grant-developed/revised training materials on the OSHA website at www.osha.gov/harwoodgrants/grantmaterials/bytopic/. Recipients revising previously approved Susan Harwood training materials must include a list of the materials, the original grant number, and the proposed revisions. OSHA must review and approve all substantive revisions. This requirement applies to materials downloaded from the OSHA webpage or obtained directly from a previous Susan Harwood recipient. 

Materials must comply with Section 508 of the Rehabilitation Act of 1973, as amended. Information on Section 508 compliance is at www.section508.gov. A guidance checklist is at  www.hhs.gov/web/section-508/accessibility-checklists/index.html. Recipients who develop new or revised materials must provide OSHA with one electronic copy of the final OSHA-approved materials before September 1, 2026.

Recipients must acknowledge DOL funding on all materials developed or revised under this program. Training materials include but are not limited to promotional flyers, advertisements, training objectives, presentation/training materials, instructor guides/presenter notes, videos, student manuals/handouts, student exercises, sign-in sheets, pre- and post-training knowledge assessments, and trainer/training presentation evaluations. Recipients must adhere to all copyright laws and provide written certification that materials are free from copyright infringements.

All training material developed with grant funds shall contain the following disclaimer: 

This material was produced under grant number SH-____-SH_ from the Occupational Safety and Health Administration, U.S. Department of Labor. It does not necessarily reflect the views or policies of the U.S. Department of Labor, nor does mention of trade names, commercial products, or organizations imply endorsement by the U.S. Government. 

Recipients revising previously approved Susan Harwood training materials must retain the original disclaimer and grant number and acknowledge that they revised the materials by adding the following statement after the original disclaimer: 

Revisions were made to this material under grant number SH-____-SH_ from the Occupational Safety and Health Administration, U.S. Department of Labor. 

Resources addressing needs assessments, adult learning techniques, models for worker training, and training evaluation documentation include “Best Practices for the Development, Delivery, and Evaluation of Harwood Training Grants,” available at www.osha.gov/harwoodgrants/best-practices and OSHA Publication 3824, “Resource for Development and Delivery of Training to Workers,” available at www.osha.gov/Publications/osha3824.pdf. Training materials must follow a commonly accepted Instructional Systems Design (ISD) model, such as ADDIE (Analysis, Design, Development, Implementation, and Evaluation), which is described at https://psu.pb.unizin.org/idhandbook/chapter/addie/.  

[bookmark: _Toc196138810][bookmark: _Toc199923348]Grant Application and Submission

[bookmark: _Hlk159501871]Below are the requirements for developing and organizing the application package. Application submission information and standard forms are on the Grants.gov website. A pre-selected applicant may receive only one Susan Harwood training grant in a fiscal year. If a pre-selected applicant submits multiple applications for this grant program, OSHA will review the last application accepted by Grants.gov. 

1. [bookmark: _Toc199923349]Pre-Selected Applicants
Grants are being awarded to pre-selected applicants on a noncompetitive basis. The pre-selected applicants are entities that operate OSHA-approved State Plans that receive grants under Section 23(g) of the OSH Act, entities that operate On-Site Consultation programs that receive grants under Section 21(d) of the OSH Act, and entities that are OTI Education Centers authorized by OSHA under Section 21(c) of the OSH Act. 

OSHA is awarding grants, on a noncompetitive basis, to these entities because they have been vetted by OSHA through these other programs, and OSHA has decided they have the capability and expertise to conduct training under the Susan Harwood Grant Program. Capabilities include knowledge and experience in the subject matter, delivering and administering adult training programs, recruiting students, and managing grants. Further, these entities have specific knowledge of employers and industry groups within their jurisdictions, allowing for targeted and tailored training that efficiently utilizes the funds provided. OSHA concludes that the objectives of the Susan Harwood Grant Program (i.e., developing and delivering training on workplace hazard recognition, as well as abatement and prevention of occupational safety and health injuries and illnesses) can be effectively met by engaging in this noncompetitive process. OSHA’s actions advance this Administration’s priorities of eliminating waste, fraud, and abuse in Government.

The pre-selected applicant is the sole provider of the Susan Harwood training program and may not contract grant activities to other entities. Furthermore: 

· The pre-selected applicant must perform the program activities. 
· Grant duties may not be sub-awarded or passed on to other entities or for-profit contractors. 
· The authorized representative, project director, and the financial certifying official must be identified in the application.
· The authorized representative must have the authority to commit the pre-selected applicant to a grant agreement. 
· The authorized representative is the primary contact for OSHA communications regarding the grant agreement. 
· The grant project director identified by the entities to manage the daily activities of the Susan Harwood Program is the primary contact for OSHA communications regarding the training program. 

If an application or grant award requires modification, OSHA will work with the pre-selected applicant to ensure the application and program align with the program requirements as outlined in this instruction.

[bookmark: _Toc199923350]Application Submission

The pre-selected applicant must submit their application at Grants.gov and must prepare their application package using the checklists in Appendix B, which lists the order of the requested documents to ensure submission of complete application. Grants.gov’s application submission and receipt procedures are located in Appendix I.

[bookmark: _Toc199923351]Required Grants.gov Application Content

Use the checklist in Appendix B to confirm the application includes all the required documents. The following information supplements the checklist in Appendix B. 
 
SF-424 Application for Federal Assistance

· The amount entered in box 18a. is the official federal funding request
· The total amount entered in box 18g. is the official award amount. 
· Round dollar amounts down to the nearest whole dollar
· The authorized representative’s electronic signature on the SF-424, block 21, constitutes a binding offer by the recipient and must be the same person stated on the Application Summary document 
· The name entered as the contact person on the SF-424, section 8f, will be shown as the project director on the notice of award and must be the same person listed as the project director on the Application Summary document

SF-424A Budget Information – Non-Construction Programs

· Round dollar amounts down to the nearest whole dollar
· Budget information on the SF-424A must match the information on the supporting detailed budget and narrative documents. (Examples shown in Appendix H)
· Show the projected program and administrative costs in separate columns (defined in Appendix H)

[bookmark: _Toc199923352]Required Written Application Attachments
	
Application Summary (not to exceed two pages) - Use the template in Appendix D

Program Abstract (not to exceed ½-page) - Use the template in Appendix E

Technical Plan (not to exceed 20 double-spaced pages)

Refer to Appendix C for approved formatting.

Technical Plan Requirements for the Application

The technical plan must contain the following information and conform to other requirements in this instruction. Pre-selected applicants must use the same section headers identified in Appendix B and provide the following information.

1. Introduction

· Pre-selected applicant’s name
· Selected training topic(s) (Appendix A)
· Planned targeted audience and industry or industries 

2. Staff Positions and Experience

The pre-selected applicant must use experienced staff to support this grant program. Describe the staff’s occupational safety and health qualifications and experience relevant to the work activities to be conducted with grant funds. Include their experience conducting training, developing training materials for adult learners, and managing grants or projects.

3. Statement of Need

· Provide a detailed description of the geographic scope of the training
· Provide a detailed description of focused industry sectors
· Identify issues the planned training audience encounters when seeking occupational safety and health training

4. Work Plan 

The work plan includes two components: 1) a detailed narrative of all planned grant activities and training goals that will be achieved during the 12-month grant performance period; and 2) an activity table categorizing the grant activities for each quarter. Recipients must use the work plan table to compare activities accomplished for the quarterly progress reports. Recipients are held accountable for completing the activities listed in their work plan. Deviations from the work plan must be discussed with the OSHA staff assigned to monitor your Susan Harwood grant.

Detailed Work Plan Narrative describes how the pre-selected applicant will accomplish their training goals including who will develop and conduct the training, when, where and how the training will be conducted, expected results, and other grant activities. 

[bookmark: _Hlk159516118]Training and Training Materials 

Training must be instructor-led. Pre-selected applicants must describe what training materials they plan to use, how they will acquire them, and how they will be used to conduct training. Pre-selected applicants developing, revising, or translating training materials must provide a timeline for development, evaluation, validation, and production of the materials. Pre-selected applicants must state how they will make the new or revised materials compliant with Section 508 of the Rehabilitation Act of 1973, as amended.

OSHA must approve new and revised grant materials before the recipient may conduct instructor-led training or translate the materials. Allow at least three weeks for OSHA’s review of the materials for technical accuracy and suitability. If the recipient revises the materials after receiving OSHA approval, they must submit the updated materials to OSHA for re-approval. 

If a recipient chooses to translate materials, OSHA may require the recipient to certify the accuracy of the translation by identifying the translator and providing the translator’s qualifications. Recipients must first obtain OSHA’s approval of training materials in English before translating them. OSHA reserves the right to review translated materials before their use. OSHA’s dictionaries on Spanish safety and health terminology are at www.osha.gov/complianceassistance/spanish-dictionaries. 

Training Plan and Projections

A training session is a planned and organized event where trainees gather to learn and is considered complete when the recipient has presented all of the planned training for the session, as stated in their application. If a recipient chooses to conduct training on more than one topic, the training session may include only one topic or multiple topics.

The work plan must describe the training session’s topic(s), training locations, the number of trainees, and trainee contact hours for each training session. A training session may be a few hours or multiple days. For training that spans multiple days, a trainee must attend the entire event before the recipient may report them as trained. Recipients who will engage in multiple modules of training for a topic must ensure the trainee attends all the modules to be considered trained on the topic. If the training begins in one quarter but ends in the next quarter, the recipient must report the trainee as trained in the quarter when the training is completed.

Recipients must provide instructor-led training, in-person sessions preferred, on OSHA-approved occupational safety and health topics. They must recruit employers and workers from small businesses. The training must actively involve the trainees creating a participatory learning environment. Pre-selected applicants must describe their plan to recruit eligible workers and employers and identify whether the plan includes working with other entities to recruit the trainees. 

Recipients may not train an individual on the same grant topic more than once during the grant period. Preliminary training conducted as part of a needs assessment, for developing or revising training materials, or before OSHA approves new or revised training materials may not be included in the projected number of trainees. Additionally, Susan Harwood-funded training may not occur at conferences, expos, symposiums, or association meetings.

Daily trainee contact hours must be between 30 minutes and 7.5 hours. Contact hours refer to the time spent covering instructional content. Trainee contact hours do not include breaks, lunchtime, or administrative activities such as time spent on trainee sign-in, describing general training site information, engaging in training evaluation, or the presentation of training completion certificates. 

[bookmark: _Hlk152830465][bookmark: _Hlk159517738]The training class size must be no fewer than three (3) trainees and no more than 40 trainees. The ideal class size to facilitate participatory learning with actively involved trainees is between 10 and 30 trainees.
 
Training evaluations and assessments help validate the training and assist the recipient in improving the training presentation. Recipients must administer level 1 training session evaluations and level 2 trainee assessments during each training session. The Department of Labor reserves the right to conduct studies on the program’s impact. The pre-selected applicant agrees to fully cooperate with and provide any data needed for all federally sponsored evaluations of the training.

[bookmark: _Hlk159517813]Level 1 – Training Session Evaluations measure how trainees react to the training experience, including their perception of the training environment, instructor(s), and the quality and usefulness of the training. Level 1 evaluations must be in writing and completed by the trainee. 

Level 2 – Trainee Learning Assessments measure the impact of the training on the trainees’ safety knowledge and attitude. To ensure accurate documentation of changes in trainees’ knowledge, all pre- and post-assessments must measure the training objectives and align in content, format, and approach. Level 2 assessments must either be written tests or instructor-documented oral pre- and post-training assessments. The recipient/instructor must maintain documentation of all written, verbal, or activity-based assessments. Recipients must retain all evaluations and assessments for OSHA monitoring purposes.

[bookmark: _Toc98769787]The pre-selected applicant’s work plan must include training projections showing the training audience, hours of each training session, projected number of trainees, and training contact hours. The work plan must include the following table. Projections must be a whole number, as shown in Table 1, and may not be a range.

[bookmark: _Toc196138815][bookmark: _Toc199923353]	Table 1: Training Projections by Audience
	[bookmark: _Hlk106275310]Audience
	Hours of each Training Session
	Projected Number of Trainees
	Total Contact Hours 

	Worker – Intro
	2
	340
	680

	Worker – Advanced
	4
	120
	480

	Train-the-Trainer
	8
	30
	240

	Employer
	8
	50
	400

	
	Total
	530
	1,800



[bookmark: _Hlk106275167]The pre-selected applicant’s work plan must include each quarter's estimated trainee numbers and training contact hours. Recipients must conduct multiple training sessions. The work plan must explain how these estimates were developed and include the following table. Projections must be a whole number, as shown in Table 2, not a range. 

[bookmark: _Toc98769789][bookmark: _Toc196138816][bookmark: _Toc199923354]	Table 2: Projected Quarterly Number of Trainees and Training Contact Hours  
	Quarter
	Performance Period
	Projected Number of Trainees
	Projected Training Contact Hours

	Quarter 1
	October 1 to December 31
	0
	0

	Quarter 2
	January 1 to March 31
	130
	425

	Quarter 3
	April 1 to June 30
	190
	650

	Quarter 4
	July 1 to September 30
	210
	725

	
	Totals
	530
	1,800

	
	Funding (federal and non-federal)
	$225,000
	$225,000

	
	Cost per trainee/contact hour
	$425
	$125


	
A train-the-trainer program allows the pre-selected applicant to expand the distribution of their occupational safety and health training to reach more workers. Recipients who opt to conduct train-the-trainer programs provide “tier-one training” directly to eligible workers and employers but may also conduct “train-the-trainer training” to eligible workers and employers. Only the recipient may conduct “train-the-trainer training”. 

Trainees who complete a train-the-trainer class become “tier-two trainers” and must conduct “tier-two training” for additional eligible workers and employers using the recipient’s training materials. “Tier-two trainers” must collect the trainees’ learning assessments and training evaluation responses on the training they conduct and maintain supporting documents for the recipient. “Tier-two trainers” may not conduct additional tiers of “train-the-trainer training.”

The train-the-trainer program requires more effort from the recipient. “Tier-two trainers” must comply with grant requirements and restrictions. The recipient must provide guidance to “tier-two trainers” and formally monitor them to authenticate the training quality, training numbers, and contact hours. The recipient must obtain training information from the “tier-two trainers” for the quarterly progress reports (number of trainees, contact hours, and assessment/evaluation results). Neither the recipient nor the “tier-two trainers” may train the recipient’s staff.

Recipients who will provide “tier-two training” under the grant must provide the following information and estimates:

· identity of the tier-two training audience
· number of tier-two trainings
· number of tier-two trainees (workers and employers)
· number of tier-two training contact hours
· process for acquiring the quarterly training, assessments, and evaluation data from the “tier-two trainers”
· recipient planned support for the “tier-two trainers 
· recipient monitoring plan for the “tier-two trainers” 

Recipients may not use grant funds to compensate “tier-two trainers.”

[bookmark: _Hlk159518177]Work Plan Activity Table

The work plan activity table must show each quarter’s grant-related activity. Recipients must include participating in OSHA-required meetings, submitting grant-developed materials for OSHA review, submitting quarterly progress reports, projected training sessions, and other activities, including the anticipated completion dates for these activities. 

Institutions of higher education must observe Constitution Day and Citizenship Day to commemorate the September 17, 1787, signing of the United States Constitution. Each educational institution that receives Federal funds for a fiscal year must hold an educational program about the U.S. Constitution for its students. Visit www.ed/gov/teaching-and-administration/teaching-resources/instructional-resources/constitution-day-and-citizenship-day for relevant information. This grant does not fund these activities.

[bookmark: _Toc196138817][bookmark: _Toc199923355][bookmark: _Hlk159518380]Detailed Budget and Budget Narrative

The Application for Federal Assistance, SF-424, section 18, identifies the requested federal funds. On line 18a, the pre-selected applicant enters the federal assistance request for their award. No additional federal funds from the Susan Harwood Grant Program will be available during the performance period.

Budget allocations must be consistent throughout the application. The detailed budget and supporting budget narrative itemize and allocate the anticipated costs and explain how the costs support the work plan activities. Expenditures of grant funds must be necessary, reasonable, allowable, and follow federal guidelines. Appendix F and Appendix G identify allowable and unallowable costs for this program. All expenditures must comply with this instruction and federal cost principles in the Uniform Guidance 2 CFR 200 and 2 CFR 2900. 

Detailed Budget Table

The work plan’s detailed budget table must ensure the costs are allocated so that they match page 2 of the SF-424A Budget Information document. Personnel and benefits categories must state the names, positions/titles, salaries, and the percentage of time each position works on grant activities. Pre-selected applicants must show how individuals’ salaries and benefit costs are calculated and show itemized costs for the items that make up the budget for the other categories, i.e., travel, supplies, and others. 

As explained in Appendix F, each category of costs must be identified as a program or administrative cost. These costs must be shown in separate columns like the example table in Appendix H. Pre-selected applicants who include non-federal funding in their applications must identify where the funds are from, allocate them as part of the budget, and appropriately list them as paying for program costs or administrative costs. The indirect cost allocation added to the budget must be in the administrative cost column. 

Supporting Budget Narrative

Briefly describe the pre-selected applicant’s financial management processes, including its accounting system, internal funds control, segregation of fiscal duties, and fiscal management procedures. Explain how funds support the goals and objectives of this program. Use the supporting budget narrative to itemize and justify costs in each category. Identify the source and amount of non-federal funding (see Voluntary Resource Contributions below). Describe the method used to calculate each cost. 
 
Administrative and Program Costs

Information about administrative and program costs are outlined in Appendix F. 

[bookmark: _Hlk196300791]Administrative costs support the management of the grant. Costs include salaries and benefits for the authorized representative, financial certifying representative, administrative support staff, and others who manage the grant related to preparing and completing reports, travel costs to OSHA-required meetings, supplies needed for administrative tasks, and the indirect cost allocation. This program's maximum allowance for administrative costs is 25 percent of the total funding amount (federal award and recipient’s non-federal funds).

Program costs are costs incurred to develop and conduct training. These include salaries and benefits for the project director, developers, instructors, travel costs to conduct training, instructional supplies, and other costs associated with conducting training. 

Pre-selected applicants may not use Susan Harwood grant funds to purchase equipment and furniture or to establish or maintain remote training systems/platforms. OTI Education Centers may not use Susan Harwood grant funds to pay for services provided by federally funded employees. OSHA 21(d) Consultation Program and OSHA 23(g) State Plan staff duties must be accounted for separately from duties associated with the Susan Harwood Training Program (that is, State Plan and Consultation Program grant activities cannot be charged to the recipient’s Susan Harwood grant, and activities conducted under the Susan Harwood grant cannot be charged to grants disbursed to the recipient pursuant to sections 21(d) and 23(g) of the OSH Act). An employee’s time working on all OSHA-funded programs may not exceed 100 percent of that employee’s time. Appendix G lists the prohibited use of grant funds. 
 
[bookmark: _Hlk159518514]Voluntary Resource Contributions

Pre-selected applicants must identify all voluntary resource contributions used to support the project. Voluntary resources are supplemental to federal funding and must be used under the same conditions as the OSHA funds. The voluntary contributions may not include federal funds received from OSHA or another agency. 

Indirect Cost Allocation

The indirect cost allocation is an administrative cost for this grant. If the pre-selected applicant has an approved negotiated Indirect Cost Rate Agreement (ICRA), they must submit a copy of their signed agreement as an attachment to their application in Grants.gov. The IRCA’s effective dates must cover the entire grant performance period. 

Pre-selected applicants without an approved ICRA may allocate a 15 percent de minimis rate to their budget based on Modified Total Direct Costs (MTDC) as described in 2 CFR 200.1 and 2 CFR 200.414. If allocating a 15 percent de minimis rate, the pre-selected applicant must identify it as a “de minimis rate” and provide their method for calculating the MTDC. 

[bookmark: _Nonprofit_Status][bookmark: _Toc199923356][bookmark: _Toc196138819]Meetings, Reporting, and Documentation

Recipients must participate in OSHA meetings and monitoring/observation visits, maintain training documentation, and submit quarterly progress reports. Pre-selected applicants must include these activities in their work plan and show related costs in their planned budget. 
 
It is each recipient’s responsibility to adhere to all Federal award requirements set forth in the award agreements. Each recipient signs assurances and certifications that the recipient will comply with all terms and conditions of the grant awards, which includes timely, accurate, and complete submission of required documentation including quarterly Federal Financial Reports for the purpose of monitoring financial activities throughout the performance period of the grant. 

Each recipient will be advised that they will be at risk of facing some restrictions if they are unable to conduct the timely and accurate reporting of Federal awards in the future. Failure to submit accurate documents prior to the established deadline will result in a violation of the Grants Oversight and New Efficiency Act (“GONE Act”) of 2016 (Public Law 114-117). When a recipient fails to submit all required and accurate documents by the due date stated, the recipient will be at risk of being placed on the list of grant recipients submitted to Congress in accordance with the GONE Act. 

OSHA reserves the right to place a recipient on the temporary restrictions mode in the Payment Management System for failure to submit accurate documents prior to the established deadlines. The restrictions mode will require all drawdown requests to include a written description of the need for the drawdown request, including deliverables and supplemental information such as monthly expense reports. Any such drawdown requests will be reviewed by OSHA. The restriction mode will be in place until the recipient commits to the timely submission of the reports and the expense reconciliation issues are resolved. 

Attendance at the Susan Harwood recipient orientation meeting is mandatory and will occur early in the performance period at a location determined by OSHA. Pre-selected applicants must state in their budget documents that they will attend the orientation meeting.

[bookmark: _Toc504740583]Recipient reporting requirements include quarterly submission of financial and program progress reports to OSHA. The quarterly report compares the recipient’s planned activities in the work plan to actual quarterly accomplishments and may include recipient-proposed corrective actions. They are due no later than 30 days after the end of the quarter. The grant closeout report is due no later than 120 days after the end of the grant period. The recipient’s personnel and other costs related to these reporting requirements are administrative costs.
 
[bookmark: _Toc160004141][bookmark: _Toc196138820][bookmark: _Toc199923357][bookmark: _Hlk166068953]Table 3: Recipient reporting due dates
	Report
	Reporting Period
	Due Date

	Quarter 1
	10/01/2025 - 12/31/2025
	01/30/2026

	Quarter 2
	01/01/2026 - 03/31/2026
	04/30/2026

	Quarter 3
	04/01/2026 - 06/30/2026
	07/30/2026

	Quarter 4
	07/01/2026 - 09/30/2026
	10/30/2026

	Closeout/Final
	10/01/2025 - 09/30/2026
	01/28/2027



SF-425 Federal Financial Report (FFR) is due 30 days after the end of each quarter and shows grant expenses incurred for that quarter. The final report is due no later than 120 days after the end of the grant performance period. No expenditures may be obligated to the grant during the closeout period.

[bookmark: _Hlk162270780]The Quarterly Progress Report (OSHA 171 Form and Narrative) is due from the recipient to OSHA within 30 days after the end of each quarter. The OSHA 171 is a quantitative report that shows training dates, locations, number of trainees, and training contact hours. The accompanying narrative requires the pre-selected applicant to describe their progress toward completing activities and meeting quarterly work plan goals. Include summary data from the training assessments and evaluations reported in the narrative to provide the qualitative outcomes of the training sessions. The recipient reports on issues they have encountered or successes and accomplishments they achieved.
 
[bookmark: _Hlk159519597]Within 120 days of the grant performance period, the recipient must complete a final closeout narrative analyzing their performance. This narrative summarizes the activities reported during the previous quarters. It addresses how the grant activities enabled them to accomplish the work plan goals and how the training impacted the trainees. The recipient must submit a final summary of the assessments and evaluations.

[bookmark: _Toc196138821][bookmark: _Toc199923358]Submission Format

Use the Application Checklist in Appendix B to verify the application package includes all the required forms and attachments before applying at Grants.gov. 
Organize the application’s attachments in the following order: 

· application summary
· program abstract
· technical plan (as one attachment)
· organizational chart for the purpose of this grant
· detailed budget
· budget support narrative

Do not include sample training outlines or training materials. 

[bookmark: _Toc196138822][bookmark: _Toc199923359]Intergovernmental Review
 
The Susan Harwood Training Grant Program is not subject to Executive Order 12372, Intergovernmental Review of Federal Programs.

[bookmark: _Toc196138823][bookmark: _Toc199923360]Application Review Process

OSHA will review the applications after Grants.gov validates the submission using the checklist in Appendix B to ensure the application meets the requirements of this instruction and Susan Harwood Program. OSHA will contact the pre-selected applicant if revisions or corrections are necessary. Revisions may relate to compliance with program components, staffing, budgeting, funding levels, and/or administrative systems. OSHA will work with the pre-selected applicant to ensure OSHA has a complete application that meets this grant program’s requirements. 

[bookmark: _Toc196138824][bookmark: _Toc199923361]Anticipated Award Announcement Date

The Secretary of Labor will approve the final award decisions. The award announcements will occur by September 30, 2025. The authorized representative listed on the SF-424 document must formally accept the award and agree to comply with the Susan Harwood Program’s grant requirements.

[bookmark: _Toc196138825][bookmark: _Toc199923362]Applicable Federal Laws and Post-Award Grant Program Conditions 

1. [bookmark: _Toc196138826][bookmark: _Toc199923363]Applicable Federal Laws

All recipients, including faith-based organizations, are subject to applicable federal laws and regulations (including provisions of appropriations law) and the applicable OMB Uniform Guidance. Recipients are required to comply with all federal, state, and local requirements. The grant awards under this instruction are subject to the following administrative standards and provisions as applicable to the particular recipient: 

· 29 CFR 2, Subpart D, equal treatment regulations
· 29 CFR Parts 31, 32, 35, and 36, as applicable
· 29 CFR 93, restrictions on lobbying
· 2 CFR 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), which covers grant requirements for nonprofit organizations, including universities and hospitals (www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200)
· 2 CFR 2900, Department of Labor exceptions to the OMB Uniform Guidance (www.ecfr.gov/current/title-2/subtitle-B/chapter-XXIX/part-2900)
· General Terms and Conditions of Award (www.osha.gov/harwoodgrants/requirements)
· Federal Funding Accountability and Transparency Act of 2006 or Transparency Act – Public Law 109-282, as amended by section 6202(a) of Public Law 110-252 (31 U.S.C. 6101) (www.grants.gov/learn-grants/grant-policies/ffata-act-2006.html)
· 2 CFR 25, Universal Identifier and System for Award Management (www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-25)
· 2 CFR 170, Reporting Subaward and Executive Compensation Information (www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-170)
· 41 U.S.C. 702 – Drug-Free Workplace Requirement for Federal Grant Recipients Act of 1988, and 2 CFR 182 (www.gpo.gov/fdsys/granule/USCODE-2009-title41/USCODE-2009-title41-chap10-sec702)
[bookmark: _Hlk102987174]
[bookmark: _Hlk159520068]Except as explicitly provided, submission of an application to OSHA or OSHA’s award of Federal funds to sponsor any program does not constitute a waiver of any grant requirement or procedure.

Drug-free workplace: The Drug-Free Workplace Act of 1988, 41 U.S.C. 702 et seq., and 2 CFR 182 require that all entities receiving grants from any federal agency maintain a drug-free workplace. The recipient must notify the awarding office about any employee convictions related to violating a criminal drug statute. Failure to comply with these requirements may result in suspension or debarment.

Transparency: DOL is committed to conducting a transparent grant award process and publicizing information about grant awards. Submitting a grant application constitutes the recipient’s agreement to indemnify and hold harmless the United States, the U.S. Department of Labor, its officers, employees, and agents against any liability, loss, or damages arising from this application. By submitting this grant application, the recipient further acknowledges having the authority to execute this release of liability.

The Freedom of Information Act: Grant applications are protected from public disclosure to the extent permitted by federal law, including the Trade Secrets Act (18 U.S.C. § 1905), the Freedom of Information Act (FOIA), and the Privacy Act of 1974 (5 U.S.C. § 552a). If DOL receives a FOIA request for an application, OSHA will respond according to DOL FOIA regulations, 29 CFR § 70, and will use the exemptions and procedures in 29 CFR § 70.26 for responding to requests for commercial/business information.

[bookmark: _Toc196138827][bookmark: _Toc199923364]Grant Program Conditions

Recipients and partners must comply with all local, state, and federal laws and regulations.

Recipients must submit a program summary closeout narrative report within 120 days after the grant ends. OSHA discusses what must be included in the closeout narrative earlier in this instruction. With the closeout narrative, the recipient must provide a document written on the entity’s letterhead and signed by the authorized representative certifying the following statements are true:

· The training impacted the safety and health of each trainee and their workplace.
· Ineligible trainees did not participate in this grant-funded program or receive grant-funded materials.
· Training materials used, revised, or developed are free from copyright infringements.

OSHA reserves the right to implement special program requirements and may request additional documentation related to grant activities during the grant cycle. Recipients must agree to cooperate with any evaluation of the program OSHA or DOL may undertake. Evaluations of the overall performance of the Susan Harwood grants and/or the impact of the training on participants may be required. Recipients must promptly respond to OSHA or DOL requests for performance and/or training impact evaluations of this grant program. Other special requests may include, but are not limited to, site visits, collection of program, administrative, and performance data, and interviews with grant program personnel and program participants.

For the purpose of this grant, DOL prohibits grant recipients from using the DOL or OSHA logo. 

DOL reserves a royalty-free, non-exclusive, and irrevocable right to reproduce, publish, or otherwise use for federal purposes any work produced under this Susan Harwood grant and to authorize others to do so (2 CFR 200.315). The awardee must agree to provide DOL with a paid-up, non-exclusive, and irrevocable license to reproduce, publish, or otherwise use for federal purposes all products developed, or for which ownership was purchased, under an award including, but not limited to, curricula, training models, technical assistance products, and any related materials, and to authorize others to do so. Such uses include, but are not limited to, the right to modify and distribute such products worldwide by any means, electronic or otherwise.

Recipients must provide OSHA with a 508-compliant electronic copy of all training and educational materials developed or revised for this grant program. Recipients must label electronic materials with the recipient’s name and grant number. Guidelines for submitting the final materials to OSHA are in Appendix J.

[bookmark: _Toc469316309][bookmark: _Toc469316394][bookmark: _Toc469320167][bookmark: _Toc469320337][bookmark: _Toc252957814]Recipients making public reference to a federal grant award, including issuing statements, press releases, proposal requests, bid solicitations, and other documents, must describe the project/program funded under the grant and clearly state the following in their public documents per the Stevens Amendment:

· The dollar amount of federal financial assistance for the project or program
· [bookmark: _Toc252957816]The dollar amount of the total cost of the project or program funded by non-governmental sources
· The percent of the total cost of the program or project funded with federal money
· The percent of the total cost of the program or project funded with non-governmental sources

Using the following statement, the recipient will satisfy this requirement by supplying the missing information and then including the following in the above-referenced publications:

The [Recipient’s Name], at the time of initial publication of this document
(MM/YYYY), is funded by a grant of $___ federal funds, which constitutes __percent 
of the program budget. ___percent, or $____of the program budget, is financed 
through non-governmental sources.

______________________
AUTHORITY: Section 21(c) of the Occupational Safety and Health (OSH) Act of 1970, (29 U.S.C. 670), Public Law 117-103. 

OMB Approval No.: 1225-0086 

Expiration Date: 07/31/2025

OFFICE OF MANAGEMENT AND BUDGET INFORMATION COLLECTION REQUIREMENTS:

This instruction requests information from applicants. This collection of information is approved under OMB Control No. 1225-0086 (Expires 06/30/2028). 

In accordance with the Paperwork Reduction Act of 1995, no member of the public (including a State government) is required to respond to a collection of information unless such collection displays a valid OMB control number. Public reporting burden for the grant application is estimated to average 56 hours per response, for reviewing instructions, searching existing data sources, gathering, and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding the burden estimated or any other aspect of this collection of information, including suggestions for reducing this burden, to the U.S. Department of Labor-OASAM, Office of the Chief Information Officer, Attn: Departmental Information Compliance Management Program, Room N1301, 200 Constitution Avenue NW, Washington, DC 20210; or by email: DOL_PRA_PUBLIC@dol.gov. A copy of your comments may be sent electronically to the Susan Harwood Grant Coordinator at HarwoodGrants@dol.gov or by mail to Susan Harwood Grant Coordinator, 2020 S. Arlington Heights Road, Suite 100, Arlington Heights, Illinois 60005.

This information is being collected for the purpose of awarding a grant. Unless otherwise specifically noted in this announcement, information submitted in the respondent’s application is not considered to be confidential.

Billing Code: 4510-26-P



[bookmark: _Appendix_A_–][bookmark: _Hlk184984689][bookmark: _Toc196138828]

[bookmark: _Toc199923365][bookmark: _Appendix_A_–_1]Appendix A – FY 2025 Targeted Training Topics

Pre-selected applicants must identify the topics selected to conduct instructor-led training from this list:

1. Agricultural grain handling - training materials covering hazards and preventive measures for grain handling, grain bin entry, entrapment, combustible dust, fires, and falls (may not include training workers to be rescuers).

2. Chemical hazards/hazard communication - training addresses the identification of hazards, chemical exposure prevention, labeling, Safety Data Sheets, or other related topic.

3. Chemical Inhalation and absorption hazards - training addresses chemical inhalation and absorption hazards in the workplace, including health effects, exposure control measures through engineering controls, administrative controls, and personal protective equipment.

4. Confined space - training addresses confined space entry and hazards in construction, maritime, or general industry.

5. Electrical hazards - training addresses workplace electrical hazards and controls in construction, maritime, or general industries.

6. Excavation/trenching - training addresses proper excavation and trenching procedures, including preventing cave-ins, collapse, entrapment, and related hazards.

7. Falls prevention/protection, including falls from ladders and scaffolds - training addresses preventing falls from heights in construction, maritime, or general industry.

8. Fire safety - training addresses fire hazards in the workplace, means of egress, and preparation for a fire emergency.

9. Hazardous temperature exposure - training addresses hazards and controls for workers exposed to heat or cold in the construction, general, and maritime industries.

10. Landscaping/tree care hazards - training addresses topics such as falls from trees, aerial lifts, ladders, struck-by buckets, electrocution, chipper safety, chainsaw safety, rollover protection, or traffic safety.

11. Lithium-ion battery hazards - training addresses hazards and controls related to using, charging, and storing lithium-ion batteries in the workplace.

12. Lockout/tagout - training addresses procedures to protect workers from unexpected energizing or startup of machinery and equipment, including releasing hazardous energy during servicing and maintenance.
[bookmark: _Toc98763413][bookmark: _Toc102991629][bookmark: _Hlk151130138]Appendix A – FY 2025 Targeted Training Topics (cont.)

13. Machine guarding/amputation prevention - training addresses the operation of stationary equipment, press brakes, saws, shears, slicers, etc., guarding points of operations, and related hazards.

14. Noise/hearing conservation - training addresses the identification, control, and protection of workers exposed to hazardous noise in construction, maritime, or general industry.

15. Oil and gas production - training addresses hazards related to hydraulic fracturing, confined spaces, falls, explosions, fires, struck-by/caught-in/caught-between, and other hazardous exposures.

16. Personal protective equipment (PPE) - training addresses the identification of hazards requiring PPE, including the selection and proper use of PPE to protect workers from exposure and injury in the workplace.

17. Residential construction hazards - training addresses general safety and health hazards such as falls, electrical, hand/power tools, struck-by/caught-in/caught-between, drywall dust/respiratory protection, PPE, hazard communication, ladders, or scaffolds.

18. [bookmark: _Hlk147921007]Respirable crystalline silica hazards, including those related to artificial stone - Training addresses the hazards and controls for workers exposed to respirable crystalline silica (including those who fabricate and install artificial stone/engineered stone products) in general and construction industries. Training materials should address the health hazard of accelerated silicosis, engineering controls to eliminate exposures, and PPE where exposures cannot be eliminated.

19. Roadway construction and work zones - training addresses hazards associated with roadway construction, such as being struck by vehicles and equipment, slips and falls, overexertion, exposure to harmful substances, and exposure to electrical conductors.

20. Warehousing - training addresses the operation of powered industrial trucks/forklifts, chemical hazards/hazard communication, safe material and package handling, electrical safety, means of egress, lockout/tagout, slips, trips, and falls, floor guards, wall openings and holes, prevention of musculoskeletal disorders (MSD), respiratory protection, electrical safety.

[bookmark: _Appendix_B_–][bookmark: _Appendix_C_–_1][bookmark: _Toc196138830][bookmark: _Toc199923366][bookmark: _Hlk198810424]Appendix B – Application Checklist

This checklist is to assist you in verifying that the required documents are being submitted with your application.


	[bookmark: _Hlk106262375]Application Checklist

	Forms completed at www.grants.gov

	☐ SF-424, Application for Federal Assistance

	☐ SF-424A, Budget Information – Non-Construction Programs

	☐ SF-424B, Assurances – Non-Construction Programs

	☐ Project/Performance Site Location(s)

	☐ Grants.gov Lobbying Form

	☐ SF-LLL, Disclosure of Lobbying Activities (if applicable)

	Documents that must be attached to the application package in Grants.gov and

	uploaded in this order:

	☐ Application summary (not to exceed 2 pages – see Appendix D)

	☐ Program abstract (not to exceed 1/2 page – see Appendix E)

	☐ Technical plan (not to exceed 20 pages)

	☐ Organizational chart of the grant program

	☐ Experience of key personnel

	☐ Position description/minimum hiring criteria for positions

	☐ Detailed budget support documents 

	☐ Budget allocation document with details for each cost category listed on the SF-424A

	☐ Budget allocation narrative explaining the costs included in each cost category 

	☐ Narrative explanation of non-federal resource contribution (if applicable)

	☐ Indirect cost supporting document (if applicable, identify which one is used) 

	☐ Approved Indirect Cost Rate Agreement (ICRA)

	☐ 15 percent de minimis indirect cost calculation document 


[bookmark: _Appendix_D_–][bookmark: _Toc102474342][bookmark: _Hlk103330708]


Appendix B – Application Checklist (cont.)

The following is guidance for developing the technical plan for submission with your application. 

	[bookmark: _Hlk198877999]Technical Plan Requirements Sections
Applicant Identification
Applicant name
Grant category
Targeted training topic
Potential targeted audience/industry
Staff Positions and Experience
Occupational safety and health experience
Training experience
Work Plan 
Work plan detailed narrative
Training materials
Training plan and projections
Recruitment
Training session
Training evaluations and assessments
Training projections
Cost per trainee/training contact hour table
Work plan activity table

	Detailed Budget and Budget Support Narrative
1) Financial management processes 
2) Detailed budget table
a) Use budget cost category (reference SF-424A) 
b) Use administrative or program columns
3) Budget support justification narrative
a) Explain costs within each cost category
b) Justify the need for the expenditure
c) Include partners’ costs in the budget, if applicable
d) Explain other funding sources, if applicable
e) Show the de minimis indirect cost calculation, if applicable


[bookmark: _Appendix_C_–][bookmark: _Toc196138835][bookmark: _Toc199923367][bookmark: _Toc196138831]


Appendix C – Application Formatting Restrictions and Requirements

OSHA requires that documents comply with the following formatting requirements: 

Requirements for document formatting:

· Document pages must be oriented in portrait position on an 8½” x 11” white page with one-inch margins
· Documents must be typed in 12-point Times New Roman font 
· Documents may not be submitted as compressed files
· Documents may not be locked or password-protected
· Documents may not be watermarked
· Documents may not contain images
· Documents may not exceed these page limits:
· Application Summary: 2 pages, outline format as shown in Appendix I
· Program Abstract: ½-page, paragraph format as shown in Appendix J
· Technical Plan Requirements Submission formatting: 20 pages, double-spaced, organized as listed in Appendix L
· Graphs and tables in the technical plan may be single-spaced
· Documents must be saved as an editable Adobe PDF document

Requirements for filenames of documents that are attached to the application: 

· Filename must be unique and descriptive
· Filename may not exceed 30 characters, including spaces
· Filename must identify the type of document (i.e., abstract, application summary, technical plan, budget, etc.) and the recipient’s name or acronym
· Filename may include letters and numbers – A-Z, a-z, 0-9 
· Filename may include some special characters 
· Do not use these characters: (), [ ], {}, @, #, !, &, $, %, +, ~ (tilde), comma, or ‘(apostrophe)
· Filename may not have more than one space between words or characters.
· Filename may not begin or end with a space

[bookmark: _Hlk184984561][bookmark: _Appendix_I_–][bookmark: _Toc501363325][bookmark: _Toc196138836][bookmark: _Toc199923368][bookmark: _Hlk184984546]NOTICE: Do not attach sample training materials to your application. They will not be reviewed.

Appendix D – Application Summary Format

1. Pre-selected applicant’s name, physical address, and telephone number

2. Authorized Representative (AR) (Primary contact for OSHA correspondence)

· Name and title (same as on SF-424, section 21)
· Physical address (for courier delivery)
· Email address and telephone number
(Colleges and universities may identify a secondary AR, e.g., Pre-award AR and Post-award AR)

3. Project director (Primary contact for day-to-day grant operations)

· Name and title (same as on SF-424, section 8f.)
· Address
· Email address and telephone number

4. Financial certifying representative (Primary contact for financial reports)

· Name and title
· Address
· Email address and telephone number

5. Grant type: Targeted Topic Training

6. Grant topic: (select topic(s) from Appendix A)

7. Targeted audience(s) and industry or industries

8. Funds requested (round down to the nearest dollar)

· Federal funds	$
· Other funds	$
· Total funds	$

9. [bookmark: _Hlk116033385]Projected number of trainees (total for the year)

10. Projected contact hours with trainees (total for the year)

11. List OSHA alliances

12. [bookmark: _Toc196138837][bookmark: _Toc199923369]List targeted cities/counties/states and associated congressional districts where training will occur

Appendix E – Program Abstract Narrative

A program abstract must be brief (limit to ½ page) and include the pre-selected applicant’s name, award category, and planned grant activities. Using the following format, change the bracketed sections to reflect the training stated in the technical plan.

[Insert pre-selected applicant’s name] plans to deliver [#] hours of [specific targeted topic] training to [**] employers and workers in the [targeted industry]. The targeted audience includes [eligible] workers in this high-hazard industry. Training will include [identify the selected training topic(s)]. The recipient intends to [select one: develop new or revise existing] training materials [if revising existing materials, provide the source of materials]. Training will be in [insert anticipated language(s)]. 


Note: # is the number of hours a training session will last.
[bookmark: _Appendix_K_–][bookmark: _Hlk184984577]         ** is the total number of planned trainees (workers and employers)
[bookmark: _Appendix_F_–][bookmark: _Toc196138833][bookmark: _Toc199923370]

Appendix F – Program and Administrative Costs Definition

The SF-424A-Budget Information, detailed budget table, and detailed supporting narrative must break down grant costs for federal grant funds and non-federal resources (if applicable) identified by the budget categories shown on the SF-424A. Pre-selected applicants must allocate the administrative and program costs to the appropriate costs category and separate the budget costs into either program or administrative costs. Recipients who include an indirect cost allocation in the budget must provide an approved Indirect Cost Rate Agreement (ICRA) or supporting statement with calculations when using the 15 percent de minimis allowance.

Program Costs 

Program costs are easily identifiable and relate to developing and conducting training and other training-related activities. Program costs may not include any of the indirect cost allocation.

Program costs include:

1. Program personnel salaries and benefits include costs related to:

· Developing and presenting training for workers and employers
· Recruiting trainees
· Tracking and monitoring training activities and participant information
· Basic worker information
· Employer information
· Statistical information relevant to program assessments and evaluations

2. Reasonable travel costs to carry out training activities:

· Costs for trainer(s) to go to a training location
· Costs for grant personnel to monitor trainers

3. Costs of goods and services required for direct program functions: 

· Advertising and outreach services specific to recruiting the targeted audiences
· Training supplies, including local materials reproduction
· Purchase of approved training supplies, limited to the costs related to grant activities (may not include trainee incentives or other items unrelated to conducting training)
· Rental of training space (limited to costs related to delivery of instruction)

4. Payments to vendors or contractors for services supporting program activities (supported by invoice).
[bookmark: _Toc505783493][bookmark: _Toc98763423][bookmark: _Toc102991639]

Appendix F – Program and Administrative Costs Definition (Cont.)

Some direct costs may support both program and administration activities, e.g., grant personnel may provide program services and perform administrative functions. Pre-selected applicants must allocate these shared costs to both program and administrative costs based on the role and task. Pre-selected applicants must document the method used to allocate these costs, e.g., based on actual time worked on each function, actual supplies used, or other equitable cost allocation method. 

Administrative Costs 

Administrative costs are expenses associated with administering and supporting grant-related activities, including the indirect cost allocation. OSHA allows administrative costs up to 25 percent of the funds stated on the Application for Federal Assistance SF-424, line 18g. Administrative costs include:

1. Administrative personnel salaries and fringe benefits for: 

· Data collection and progress report preparation
· Program monitoring activities and responses 
· Accounting, cash management, purchasing, and payroll functions
· Personnel management

2. Travel for the program’s administrative or management activities, including attending the OSHA Orientation Meeting

3. Goods and services necessary to administer the grant 

4. Indirect cost allocation

Indirect Cost Allocation

As specified in 2 CFR 200, expenses that are associated with the general operation of the recipient and are essential for the overall functioning of the entity, but are not directly tied to specific grant activities, may be allocated to the grant’s budget as an indirect cost allocation. An approved Indirect Cost Rate Agreement (ICRA) must accompany the application and show effective dates that cover the entire grant performance period. 

If the entity has never had an ICRA, a 15 percent de minimis allowance may be allocated to the budget. To use the 15 percent de minimis allocation, the pre-selected applicant must include a statement with their supporting budget narrative stating they have never had an ICRA and provide the method for calculating their modified total direct cost. 

[bookmark: _Hlk196302985]The indirect cost allocation must be placed in the administrative cost column of the grant’s budget. The total administrative columns total must not exceed 25 percent of the funds shown on the SF-424, line 18g. 
Appendix F – Program and Administrative Costs Definition (Cont.)

[bookmark: _Toc158729275]Contracts

Contracts must be limited and awarded by the recipient to vendors according to 2 CFR 200 and this grant award. Before awarding a contract, the recipient must execute a full and open competition method for procurement to the maximum extent possible. OSHA encourages recipients to offer contracting opportunities to Small Businesses, Historically Black Colleges and Universities, and Minority Institutions, as stated in the policies outlined in Executive Order 12928.

Sub-awards

This instruction prohibits recipients from entering into a sub-award agreement with a third party to execute grant activities. 

[bookmark: _Appendix_G_–][bookmark: _Toc196138838][bookmark: _Toc199923371][bookmark: _Toc196138834][bookmark: _Hlk184984451]Appendix G – Allowable/Unallowable Use of Susan Harwood Grant Funds

The grant’s projected budget includes OSHA Susan Harwood funding and funds from other sources, as shown in 18g. of the Application for Federal Assistance, SF-424. Pre-selected applicants may not include funds from other federal, state, or local agencies or sources, including cooperative or grant agreements made under sections 21(d) and 23(g) of the OSH Act. 

Recipients must carry out grant activities following all applicable legal and Susan Harwood program requirements. Grant costs must be necessary, reasonable, and allowed by federal guidelines. The Uniform Administrative Requirements, 2 CFR 200 and 2 CFR 2900, Cost Principles in Subpart E, and this instruction define the allowable and unallowable program costs. OSHA will disallow costs if deemed unallowable.

Allowable Uses of Susan Harwood Grant Funds

· Developing new or revised training and educational materials for the project carried out under this Susan Harwood grant 
· Conducting recruiting activities to increase the number of workers and/or employers participating in this grant-funded program
· Conducting free training pursuant to this grant to eligible workers and employers about occupational safety and health hazards and hazard abatement in their workplace

Prohibited Uses of Susan Harwood Grant Funds

While the activities described below may be part of an entity’s regular programs, the terms of this grant program prohibit the use of Susan Harwood grant funds as follows. Do not use Susan Harwood grant funds for:

· Activities that are incongruent with the scope, goals, and objectives of the OSH Act
· [bookmark: _Hlk196135793]Activities that benefit state and local government employees unless they have occupational safety and health responsibilities (e.g., agency safety and health trainer, committee member, or duties that include identifying and abating unsafe and unhealthy working conditions in their agency)
· Activities that involve self-employed workers or workplaces that are precluded from enforcement action by OSHA under section 4(b)(1) of the Act, codified at 29 U.S.C. 653(b)(1)
· Assisting workers in arbitration cases or other actions against employers
· Assisting workers and/or employers in the prosecution of claims against federal, state, or local governments 
· Attending conferences, expos, symposiums, association meetings, or other non-program events 
· Staff attending training at the OSHA Training Institute, OSHA Training Institute Education Center courses, or other industry-sponsored training
· Conducting training as part of a pre-existing, proprietary, industry, or certification program
· Conducting training for federal, state, or local government employees (exceptions listed in this instruction’s Award Information, section E)
Appendix G – Allowable/Unallowable Use of Grant Funds (Cont.)

Prohibited Uses of Susan Harwood Grant Funds (cont.)

· Conducting training for state employees who work for an OSHA-funded State Plan or Consultation program, or any federal employee who works for OSHA
· Conducting training for the OSHA Outreach program (e.g., 10-hour or 30-hour classes)
· Conducting OTI Educational Center training other than training conducted pursuant to this Susan Harwood Training grant
· Conducting training required by other federal and/or state agencies
· [bookmark: _Hlk192513207]Conducting training or presenting at conferences, expos, symposiums, association meetings, or other gatherings that limit access to a specific group or require attendees to pay a fee to attend
· Designating or using Susan Harwood training for a certification program or as a requirement for a certification program
· Describing training conducted under this grant as OSHA-certified
· Duplicating services of other federal and/or state agencies
· Paying salary, travel, and other expenses for an OSHA State Plan, OSHA Consultation, or federal employee not assigned to this grant
· Paying compensation, stipends, travel, or other incentives to trainees, including train-the-trainer trainees, to attend training
· Providing food and beverages at meetings or training events
· Providing staff development or training for the pre-selected applicant’s employees or contractors
· Publishing materials prejudicial to labor, management, or OSHA
· Reimbursing pre-award costs (e.g., grant writing costs)
· Reimbursing trainees or employers for the cost of lost-time wages while attending grant-funded training
· Training on a topic that does not cover the recognition and prevention of unsafe or unhealthy working conditions (e.g., workers’ compensation, first aid, skills to qualify for a job, etc.)
· Using grant funds to assist, promote, or deter union organizing


Appendix G – Allowable/Unallowable Use of Grant Funds (Cont.)

[bookmark: _Toc196138839]Faith-Based Organizations

According to 29 CFR 2, Subpart D:

[bookmark: OLE_LINK83](a) Faith-based organizations may apply for this award on the same basis as any other organization, subject to the protections and requirements of this subpart and any applicable constitutional and statutory requirements, including 42 U.S.C. 2000bb et seq. DOL will not, in the selection of recipients, discriminate for or against an organization on the basis of the organization’s religious character, motives, or affiliation, or lack thereof, or on the basis of conduct that would not be considered grounds to favor or disfavor a similarly situated secular organization.

(b) A faith-based organization that participates in this program will retain its independence from the Government and may continue to carry out its mission consistent with religious freedom and conscience protections in Federal law.

(c) A faith-based organization may not use direct Federal financial assistance to support or engage in any explicitly religious activities except where consistent with the Establishment Clause of the First Amendment and any other applicable requirements. An organization receiving Federal financial assistance also may not, in providing services funded by DOL, or in conducting outreach activities related to such services, discriminate against a program beneficiary or prospective program beneficiary on the basis of religion, a religious belief, a refusal to hold a religious belief, or a refusal to attend or participate in a religious practice.

Required Written Notices to Trainees 

Per 29 CFR 2.34, each recipient must provide the following written notice to their Susan Harwood grant program trainees and prospective trainees before they are enrolled in a training session or receive services from the program. The written notice may be incorporated into materials that are otherwise provided to trainees. When the nature of the training provided or exigent circumstances make it impracticable to provide such written notice in advance of the actual training, the recipients must advise trainees of their protections at the earliest available opportunity:
Written Notice of Trainee Protections
(see 29 CFR 2 Subpart D)
Name of Organization:
Name of Program:
Type of Federal Financial Assistance: [DIRECT Federal financial assistance]
[bookmark: OLE_LINK272]Contact Information for Program Staff: [provide name, phone number, and email address, if appropriate]

Because this program is supported in whole or in part by financial assistance from the Federal Government, we are required to let you know that: 
Appendix G – Allowable/Unallowable Use of Grant Funds (Cont.)

Written Notice of Trainee Protections (cont.)

(1) 	We may not discriminate against you on the basis of religion, a religious belief, a refusal to hold a religious belief, or a refusal to attend or participate in a religious practice;

(2) 	We may not require you to attend or participate in any explicitly religious activities (including activities that involve overt religious content such as worship, religious instruction, or proselytization) that are offered by our organization, and any participation by you in such activities must be purely voluntary;

(3) 	We must separate in time or location any privately funded explicitly religious activities (including activities that involve overt religious content such as worship, religious instruction, or proselytization) from activities supported with direct Federal financial assistance;

(4) 	You may report violations of these protections, including any denials of services or benefits by an organization, by contacting or filing a written complaint with the U.S. Department of Labor’s Civil Rights Center, 200 Constitution Avenue NW, Room N-4123, Washington, DC 20210, or by email to CRCExternalComplaints@dol.gov; and

(5) 	If you would like to seek information about whether there are any other federally funded organizations that provide these kinds of services in your area, please call toll-free 1–877–US2–JOBS (1–877–872–5627) or TTY 1–877–889–5627.

This written notice must be given to you before you enroll in the program or receive services from the program, unless the nature of the service provided, or exigent circumstances make it impracticable to provide such notice before we provide the actual service. In such an instance, this notice must be given to you at the earliest available opportunity.



[bookmark: _Appendix_H_–_1][bookmark: _Toc199923372]Appendix H – Examples of Budget Forms

Pre-selected applicants must complete the SF-424A Budget Information forms at Grants.gov. 

Section A – Budget Summary must separate program and administrative costs into two rows, as shown in the example below. Column (b) must state 17.502. Columns (e) and (f) must show the federal and non-federal share of the program and administrative budget costs. 
[image: ]
Section B – Budget Categories shows the applicant’s allocation of program and administrative costs by object class categories, as shown in the examples below. 
[image: ]
[bookmark: _Toc98763426][bookmark: _Toc102991642]
Appendix H – Examples of Budget Forms (Cont.)

The Detailed Budget Table itemizes the projected costs for each line item and details each category's cost. It must also describe the method for determining the cost. Personnel and fringe benefits cost categories must include the person’s name, title, and the percentage of time they will work on the project. 

Pre-selected applicants must ensure the subtotals for each cost category match the cost category amounts shown on the SF-424A, Section B. At the bottom of the form, show the percentage of the program and administrative costs compared to the total funding amount shown on the SF-424, line 8g. 
Example Detailed Budget Table [image: ]
[bookmark: _Appendix_I_–_1][bookmark: _Appendix_H_–][bookmark: _Appendix_K_–_1][bookmark: _Appendix_L_–][bookmark: _Appendix_M_–][bookmark: _Toc199923373][bookmark: _Toc192067572][bookmark: _Toc196138841][bookmark: _Toc160022444]
Appendix I – Grants.gov Application Submission and Receipt Procedures

[bookmark: _Toc102471581][bookmark: _Hlk102460468]The Grantor Standard Language document describes the Grants.gov application process (available at www.grants.gov/grantors/grantor-standard-language). However, as noted on Grants.gov, the Grantor Standard Language available on the webpage is currently under review. For guidance, recipients are directed to Grants.gov’s “Quick Start Guide for Applicants” page at ﷟ www.grants.gov/quick-start-guide/applicants. 
[bookmark: _Appendix_E_–][bookmark: _Appendix_J_–_1]


[bookmark: _Toc199923374]Appendix J – Grant Funded Materials Submittal Process

[bookmark: _Toc98766128]Recipients may not use newly developed, revised, or translated training materials to conduct training under this grant program without OSHA’s approval. 

By September 1, 2026, recipients must provide OSHA with a list of training materials used for the program. For new or revised materials, the recipient must include one (1) electronic copy of the approved materials for OSHA to post on the Susan Harwood webpage. This list must state the following:
· Acquisition method of training materials
· Title of the materials
· Author of the materials
· Type of materials (PowerPoint, manual, recruitment, assessment, evaluation, etc.)
· Material uses (recruitment, instructional, presentation, assessment, evaluation)
· Copyright certification (free from copyright infringement, if applicable)
· Materials compliance certification to Section 508 of the Rehabilitation Act 

A. Material Requirements
1. Provide a list of training materials (new, revised, or acquired) used for the program. 
2. Training materials must be relevant to the trainees 
3. Ensure files will open
4. “Draft” or other watermark must not appear on the materials
5. Approved English materials must accompany translated materials 
6. Remove references to: 
· Specific groups, members of a group, or individuals
· Identifying information (entity’s name/instructor names, location, phone number, email, etc.) 
7. Provide blank assessment tests and answer keys
8. Place the applicable OSHA disclaimer on all new or revised materials developed for this grant, as follows:
· On new materials: 
This material was produced under grant number SH________-SH__   from the Occupational Safety and Health Administration, U.S. Department of Labor. It does not necessarily reflect the views or policies of the U.S. Department of Labor, nor does mention of trade names, commercial products, or organizations imply endorsement by the U.S. Government. 
· On revised Susan Harwood materials, retain the original disclaimer with the original grant number, followed by an abbreviated disclaimer with the new grant number: 
Revisions were made to this material under grant number SH-_____-SH__   from the Occupational Safety and Health Administration, U.S. Department of Labor.
Appendix J – Grant Funded Materials Submittal Process (Cont.)

B. Section 508 Compliance 
Training materials must comply with Section 508 of the Rehabilitation Act of 1973. If using an accessibility checker like the one built into the Microsoft Office software, please be aware that built-in accessibility checkers may not catch all compliance issues. Compliance issues often relate to image size, missing alternate text, document navigation, hyperlinks, data tables, color, blank spaces, titles, tabs, reading order, and other non-readable placeholders. Section 508 compliance resources are included elsewhere in this instruction.
C. Document and File Requirements
Recipients must produce grant-funded training materials in a format that is widely accessible to the public. Microsoft Word or Adobe Acrobat (.pdf) documents meet this requirement. Submit final training materials as follows:
1. All files must be named/labeled 
a. Recipient’s name and the grant number (e.g., SH-123456-SH5) 
b. Type of material (examples: Presentation, Recruitment flyer, Sign-in form, Instructor Manual, Student Manual, Pre-Test, Post-Test, Test Answers, Assessment, Evaluation, etc.)
2. Do not exceed 15MB per electronic file
3. Submit unlocked, editable, and printable materials
a. PowerPoint Files: Submit unlocked and editable presentations
· Do not save the document as “PowerPoint Show.”
· Add talking points to each slide
· Review for Section 508 compliance
· Format photographs and other images
· May not exceed 96 ppi (.jpg)
· Must have an “alternate text” description

· For presentations containing hyperlinked videos and embedded audio, OSHA requires one (1) additional copy of the presentation.
· Submit two (2) copies of the presentation 
· One with hyperlinked videos and embedded files
· One without hyperlinked videos and embedded files
· Describe the purpose of the video on the slide 
· Type the Internet address to access the video 

b. Media Files (size prohibits posting to the Susan Harwood website)
· Audio files must have transcripts
· Video files must be captioned and have transcripts
· Images such as photographs must have descriptive captions
· Files must be Section 508 compliant  
[bookmark: _Toc196138842]

[bookmark: _Toc199923375]References

Acronyms 

AR/AOR	Authorized Representative
	CFR		Code of Federal Regulations
	DOL		U.S. Department of Labor
	FFR		Federal Financial Report SF-425
	FY		Fiscal Year
ICRA		Indirect Cost Rate Agreement 
MTDC		Modified Total Direct Costs
OMB		Office of Management and Budget 
OSH		Occupational Safety and Health 
OSHA		Occupational Safety and Health Administration
OTE		Office of Training and Education	
SAM		System for Award Management
	SF		Standard Form
	U.S.C. 		United States Code

Websites
· 2 CFR 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) – www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
· 2 CFR 2900, Department of Labor exceptions to the OMB Uniform Guidance – www.gpo.gov/fdsys/pkg/FR-2014-12-19/pdf/2014-28697.pdf
· Grants.gov – www.grants.gov
· OSHA – www.osha.gov
· The Rehabilitation Act of 1973, Section 508 – www.section508.gov/manage/laws-and-policies
· Susan Harwood Training Grant Program– www.osha.gov/harwoodgrants
· System Award Management (SAM) – www.sam.gov
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a.Personnel Program Administrative Total

Name, Itemize % $0 $0 $0

Name, Itemize % $0 $0 $0

% $0 $0 $0

Subtotal  $0 $0 $0

b.Fringe Benefits

Name, Itemize % $0 $0 $0

Name, Itemize % $0 $0 $0

% $0 $0 $0

Subtotal $0 $0 $0

c.Travel

Attend Orientation Meeting $0 $0

Itemize

Itemize

Subtotal $0 $0 $0

d.Equipment 

> $5000, useful life of more than one year, all Computer related items

Itemize $0 $0 $0

Itemize $0 $0 $0

Subtotal $0 $0 $0

e.Supplies

Itemize $0 $0 $0

Itemize $0 $0 $0

Subtotal $0 $0 $0

f. Contractual

Itemize $0 $0 $0

Itemize $0 $0 $0

Subtotal $0 $0 $0

g.Construction (N/A)

h.Other

Itemize $0 $0 $0

Itemize $0 $0 $0

Subtotal $0 $0 $0

i. Total Direct Charges $0 $0 $0

j. Indirect Charges $0 $0

k.Total $0 $0 $0

% %

Program Administrative

ABC Organization 

 Detailed Project Budget 


