 BULLETIN 2020-27
November 27, 2019
	U.S. Department of Labor

Employment and Training Administration, Office of 
Apprenticeship (OA) 

Washington, D.C.  20210
	Distribution:

A-541 Hdqtrs

A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com
	Subject:  New National Guidelines for Apprenticeship Standards for Brookdale Senior Living
Code:  400.1     

	Symbols:  DRAP/JAJ
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of new National Guidelines for Apprenticeship Standards for Brookdale Senior Living.
BACKGROUND:  These new National Guideline Standards of Apprenticeship, submitted by William Kraus, Region III, State Director, on behalf of Brookdale Senior Living were approved by the OA Administrator on November 8, 2019.  These National Guidelines for Apprenticeship Standards are a model for developing local apprenticeship programs registered with OA or a SAA for the occupation:
                                     Certified Nursing Assistant (CNA)
                                     O*NET-SOC CODE:  31-1014.00
                                     RAPIDS CODE:  0824CB 
ACTION:  The OA staff should familiarize themselves with this bulletin.  A copy of the National Guidelines for Apprenticeship Standards and the Work Process Schedule and Related Instruction Outlines are attached.
If you have any questions please contact William Kraus, State Director, at (404-980-7355).
NOTE:  This bulletin is being sent via electronic mail.
Attachments
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[bookmark: Sponsor_or_Sponsor_Group_Name_or_Associa]

Brookdale Senior Living



Occupation:  Certified Nursing Assistant (CNA) 



[bookmark: O*NET_SOC_Code:_RAPIDS_Code:][bookmark: _Hlk516827255]O*NET-SOC Code:  31-1014.00                                                             RAPIDS Code:  0824CB





		Developed in Cooperation with the
U.S. Department of Labor
Office of Apprenticeship

Approved by the
U.S. Department of Labor 
Office of Apprenticeship



Certified By:             JOHN V. LADD		

                              (For Government Use Only)

Signature: 		/S/		

(Sign here manually for National or Local 
Apprenticeship Standards)

Title:  Administrator

Office of Apprenticeship

Date:  November 8, 2019

Certification Number:  C-2020-04 

		





☐ Check here if these are revised standards
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SECTION I – STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

[bookmark: A._Responsibilities_of_the_sponsor:][bookmark: _bookmark0]Responsibilities of the sponsor:  Brookdale Senior Living must conduct, operate, and administer this program in accordance with all applicable provisions of Title 29 Code of Federal Regulations (CFR) parts 29 and 30, and all relevant guidance issued by the Office of Apprenticeship (OA).  The sponsor must fully comply with the requirements and responsibilities listed below and with the requirements outlined in the document “Requirements for Apprenticeship Sponsors Reference Guide.”

Brookdale Senior Living shall:

· Ensure adequate and safe equipment and facilities for training and supervision and provide safety training for apprentices on-the-job and in related instruction.

· Ensure there are qualified training personnel and adequate supervision on the job.

· Ensure that all apprentices are under written apprenticeship agreements incorporating, directly or by reference, these standards and the document “Requirements for Apprenticeship Sponsors Reference Guide,” and that meets the requirements of Title 29, CFR part 29.7.  Form ETA 671 may be used for this purpose and is available upon logging into RAPIDS.

· Register all apprenticeship standards with the U.S. Department of Labor, including local variations, if applicable.

· Submit apprenticeship agreements within 45 days of enrollment of apprentices.

· Arrange for periodic evaluation of apprentices’ progress in skills and technical knowledge, and maintain appropriate progress records.  Provide certification that apprentices have successfully completed the apprenticeship program.

· Notify the U.S. Department of Labor within 45 days of all suspensions for any reason, reinstatements, extensions, transfers, completions, and cancellations with explanation of causes.  Notification may be made in RAPIDS or using the contact information in Section K.

· [bookmark: B._Minimum_Qualifications_-_29_CFR_§_29.]Provide each apprentice with a copy of these standards, Requirements for Apprenticeship Sponsors Reference Guide, and Appendix A, any applicable written rules and polices, and require apprentices to sign an acknowledgment of their receipt.  If the sponsor alters these standards or any Appendices to reflect changes it has made to the apprenticeship program, the sponsor will obtain approval of all modifications from the Registration Agency, then provide apprentices a copy of the updated standards and Appendices and obtain another acknowledgment of their receipt from each apprentice.

· When identified that an apprentice’s related instruction or on-the-job training progress is determined to be unsatisfactory, the sponsor will determine if the apprentice should continue in a probationary status and may require the apprentice to repeat a process, competency, or series of processes/competencies before advancing to the next wage classification.  Should it be determined that the apprentice does not have the ability or desire to continue the training, the sponsor will, after the apprentice has been provided adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR§29.7(h)(1)(2)(if) and (ii)

Minimum Qualifications - 29 CFR § 29.5(b)(10)

An apprentice must be at least 18 years of age, except where a higher age is required by law, and must be employed to learn an apprenticeable occupation. Please include any additional qualification requirements as appropriate (optional):

☒ There is an educational requirement of a High School Diploma or GED (general education degree).  The candidate must provide an official transcript for high school and any post high school education or the GED certificate.

☒ There is a physical requirement of the applicant must be physically capable of performing the essential functions of the apprenticeship program with or without reasonable accommodation.  See Physical Demands & Working Conditions noted below:

☐ The following aptitude test(s) will be administered 	

☐ A valid driver’s license is required. 

☒ Other:  
Ability to read and comprehend simple instructions, short correspondence, and memos.   
Ability to follow written or verbal instructions.                                                                                                                                                                                                                                                                                                                                                                                               
Ability to write simple correspondence. 
Ability to communicate effectively in English with residents, family members, and other associates of the company. 
Ability to apply common sense understanding to carry out instructions furnished in written or oral form.
Satisfactory completion of background screen, abuse registry screen, drug screen, and medical clearance screen as required and as locally determined.






(List all other requirements)

[image: ]

[bookmark: C._Apprenticeship_Approach_and_Term_-_29]Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2) 

The apprenticeship program(s) will select an apprenticeship training approach. See Appendix A to select approach.

Work Process Schedule and Related Instruction Outline - 29 CFR § 29.5(b)(4)

[bookmark: D._Related_Instruction_-_29_CFR_§_29.5(b]Every apprentice is required to participate in related instruction in technical subjects related to the occupation.  Apprentices will not be paid for hours spent attending related instruction classes. Insert Work Process Schedule and Related Instruction Outline at Appendix A.

Credit for Previous Experience – 29 CFR § 29.5(b)(12)

Apprentice applicants seeking credit for previous experience gained outside the apprenticeship program must furnish such transcripts, records, affidavits, etc. that may be appropriate to substantiate the claim.  Brookdale Senior Living will evaluate the request for credit and make a determination during the apprentice’s probationary period.

Additional requirements for an apprentice to receive credit for previous experience (optional):

[bookmark: F._Probationary_Period_–_(29_CFR_29.5_(b][bookmark: _Hlk523314234]							
							
						__________________







Probationary Period – (29 CFR § 29.5 (b)(8) and (20)

[bookmark: G._Ratio_of_Apprentices_to_Journeyworker]Every applicant selected for apprenticeship will serve a probationary period which may not exceed 25 percent of the length of the program or 1 year whichever is shorter.  Insert probationary period at Appendix A. 

Ratio of Apprentices to Journeyworkers - 29 CFR § 29.5 (b)(7)

Every apprenticeship program is required to provide an apprenticeship ratio of apprentices to journeyworkers for adequate supervision. Insert ratio at Appendix A.

[bookmark: H._Apprentice_Wage_Schedule_29_CFR_§_29.]Apprentice Wage Schedule - 29 CFR § 29.5 (b)(5) 

Apprentices must be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate.  Insert the progressive wage schedule at Appendix A.

[bookmark: I._Equal_Employment_Opportunity_and_Affi]Equal Employment Opportunity and Affirmative Action

Equal Opportunity Pledge - 29 CFR §§ 29.5(b)(21) and 30.3(c)(1)

Brookdale Senior Living will not discriminate against apprenticeship applicants or apprentices based on race, color, religion, national origin, sex (including pregnancy and gender identity), sexual orientation, genetic information, or because they are an individual with a disability or a person 40-years old or older.

Brookdale Senior Living will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under Title 29 of the Code of Federal Regulations, part 30.

[Optional] The equal opportunity pledge applies to the following additional protected bases (as applicable per the sponsor’s state or locality):

							
							
							

Affirmative Action Program - 29 CFR §§ 29.5(b)(21), 30.4, and 30.10

[bookmark: 3._Selection_Procedures—29_CFR_30.10]Brookdale Senior Living acknowledges that it will adopt an affirmative action plan in accordance with 29 Title CFR § 30.4-30.9 (required for sponsors with five or more registered apprentices by two years from the date of the sponsor’s registration or by two years from the date of registration of the program’s fifth (5th) apprentice).  Information and technical assistance materials relating to the creation and maintenance of an affirmative action plan will be made available on the Office of Apprenticeship’s website.







Selection Procedures - 29 CFR § 30.10

Every sponsor will adopt selection procedures for their apprenticeship programs, consistent with the requirements set forth in 29 CFR § 30.10(b).  See Appendix A to enter your selection procedures for each occupation for which the sponsor intends to train apprentices.



[bookmark: J._Adjusting_Differences;_Complaint_Proc]Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(k), 29.12, and 29 CFR § 30.14

If an applicant or an apprentice believes an issue exists that adversely affects the apprentice’s participation in the apprenticeship program or violates the provisions of the apprenticeship agreement or standards, the applicant or apprentice may seek relief.  Nothing in these complaint procedures precludes an apprentice from pursuing any other remedy authorized under another Federal, State, or local law. Below are the methods by which apprentices may send a complaint:

1. [bookmark: 2._Other_General_Complaints:][bookmark: _bookmark3]Complaints regarding discrimination.  Complaints must contain the complainant’s name, address, telephone number, and signature, the identity of the respondent, and a short description of the actions believed to be discriminatory, including the time and place.  Generally, a complaint must be filed within 300 days of the alleged discrimination. Complaints of discrimination should be directed to the following contact (To be completed by Sponsor):

Name:  Jaclyn Pritchett

Address:  111 Westwood Place, Brentwood, TN 37027

Telephone Number:  (615) 221-2250

[bookmark: 3._EEO_Complaint_Procedures_–_29_CFR_§_3]Email Address:  jpritchett1@brookdale.com

2. [bookmark: _Hlk525036809][bookmark: _Hlk525036836][bookmark: K._Registration_Agency_General_Contact_I]Other General Complaints. The sponsor will hear and attempt to resolve the matter locally if written notification from the apprentice is received within 15 days of the alleged violation(s).  The sponsor will make such rulings as it deems necessary in each individual case within 30 days of receiving the written notification. Any complaint described that cannot be resolved by the program sponsor to the satisfaction of all parties may be submitted to the Registration Agency.  Complaints may be filed with the Registration Agency at (To be completed by OA):

Name: Zach Boren, Chief, Division of Registered Apprenticeship and Policy  

Address:  200 Constitution Ave. NW, Washington, DC   20210

Telephone Number:  202-693-3798

Email Address:  boren.zachary@dol.gov




Registration Agency General Contact Information 29 CFR § 29.5(b)(17)

The Registration Agency is the United States Department of Labor’s Office of Apprenticeship. General inquiries, notifications, and requests for technical assistance may be submitted to the Registration Agency using the contact information below (To be completed by OA).

Name:  To Be Locally Determined

Address:  					

					 

Telephone Number:  			

Email Address:  			

Reciprocity of Apprenticeship Programs 29 CFR § 29.13 (a)(7)

[bookmark: _bookmark4]States must accord reciprocal approval for Federal purposes to apprentices, apprenticeship programs, and standards that are registered in other States by the Office of Apprenticeship or a Registration Agency if such reciprocity is requested by the apprenticeship program sponsor.

Program sponsors seeking reciprocal approval must meet the wage and hour provisions and apprentice ratio standards of the reciprocal State.

SECTION II - APPENDICES AND ATTACHMENTS

☒ Appendix A – Work Process Schedule, Related Instruction Outline, Apprentice Wage Schedule, Ratio of Apprentices to Journeyworkers, Type of Occupation, Term of Apprenticeship, Selection Procedures, and Probationary Period

☒ Appendix B – ETA 671 - Apprenticeship Agreement and Application for Certification of Completion of Apprenticeship (To be completed after registration) 

[bookmark: _bookmark5]☐ Appendix C – Affirmative Action Plan (Required within two years of registration unless otherwise exempt per 29 CFR §30.4(d)) 

☐ Appendix D – Employer Acceptance Agreement (For programs with multiple-employers only)












SECTION III - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS



[bookmark: OFFICIAL_ADOPTION_OF_APPRENTICESHIP_STAN][bookmark: _Hlk525029987]The undersigned sponsor hereby subscribes to the provision of the Apprenticeship Standards formulated and registered by Brookdale Senior Living, on this ___________ day of (Month Year).



The signatories acknowledge that they have read and understand the document titled “Requirements for Apprenticeship Sponsors Reference Guide” and that the provisions of that document are incorporated into this agreement by reference unless otherwise noted.



	

									  

Signature of Sponsor (designee) 			Signature of Sponsor (designee)

     (Requires Manual Signature)			     (Requires Manual Signature)

													_______ 

Printed Name					Printed Name



SECTION IV - DISCLOSURE AGREEMENT (Optional)



I, To Be Locally Determined, acting on behalf of Brookdale Senior Living authorize OA to share the Work Process Schedule and Related Instruction Outline in Appendix A with other potential apprenticeship sponsors.



	

						 			

Signature						Date

(Requires Manual Signature)





					 

Printed Name
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Physical Demands and Working Conditions

. Check Any
Physical Demands That Apply
Standing

Walking

Sitting

Use hands and fingers to
handle or feel

Reach with hands and arms
Climb or balance

Stoop, kneel, crouch. or crawl
Talk or hear

Taste or smell

Ability to lift

Up to 5 pounds

Up to 10 pounds

Up to 25 pounds

Up to 50 pounds

Up to 100 pounds

More than 100 pounds
Vision

NOOKKKK KKKXK K KKIX

Working Conditions
Requires interaction with co-workers, residents
or vendors
Occasional weekend, evening or night work if
needed to ensure shift coverage.
On-Call on an as needed basis
Possible exposure to communicable diseases and
infections
Potential injury from transferring, repositioning.
or lifting residents
Exposure to latex
Possible exposure to blood-borne pathogens
Possible exposure to various drugs, chemical,
infectious, or biological hazards
Subject to injury from falls, burns, odors, or cuts
from equipment
Requires Travel:

Occasionally

Frequently

Check Any
That Apply

X

00 X KKK KKK
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Certified Nursing Assistant

WORK PROCESS SCHEDULE


AND


RELATED INSTRUCTION OUTLINE

Appendix A

WORK PROCESS SCHEDULE


CERTIFIED NURSING ASSISTANT

O*NET-SOC CODE:  31-1014.00     RAPIDS CODE:  0824CB


OVERVIEW FOR BROOKDALE SENIOR LIVING

A Certified Nursing Assistant (CNA) helps care for acutely or chronically ill, injured, disabled, or infirm individuals in nursing homes, assisted living facilities, medical facilities, or a home environment, under the supervision of nursing and medical staff.  CNAs respond to signal lights,   resident/client calls, or available technology to determine resident/client needs.  They may serve meals, make beds, and assist with eating, dressing, and bathing.  They assist with Activities of Daily Living (ADLs) as indicated by a plan of care developed for the resident/client utilizing appropriate equipment or assistive devices as indicated.  CNAs may provide skin care to residents/clients; take temperatures, pulse, and respiration; and help residents/clients walk and get in and out of bed. CNAs observe patients' mental, physical, and emotional conditions and report changes to the nursing and medical staff. CNAs maintain respect and dignity in all areas of care.  They interact with residents/clients and families, friends, and visitors; answer phones; and provide direction for visitors and families as needed.  They take and record vital signs, food, and fluid intake/output as directed.

This Registered Apprenticeship provides a career pathway for people entering into the CNA occupation to receive on-the-job learning and related instruction to allow the apprentice to master all competencies as listed in these Standards.  These National Guidelines for Apprenticeship Standards include all workforce competencies.  Each state may have their own requirements and if any required training is not listed here, then it may be added to these requirements to meet the local employer and/or regulatory needs. 

This schedule is attached to and a part of these Standards for the occupation.


1. TYPE OF OCCUPATION



Time-based
 FORMCHECKBOX 

Competency-based
 FORMCHECKBOX 

Hybrid


2. TERM OF APPRENTICESHIP

The term of the occupation is based on the apprentice’s demonstration of the mastery of competencies as specified in these standards (1 year), supplemented by the required hours of related instruction as determined by local partners and in consideration of regional certification standards, but in no case will be less than 144 hours.  

3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  4 Apprentices to 1 Journeyworker, or based on the decision of the local apprenticeship committee.  The apprentice may work with multiple journeyworkers dependent on expertise and training as locally determined.

4. APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate; geographic differentials will apply.  The increase for the apprenticeship at Brookdale Senior Living will be based upon a percentage.  The percentage increase will be 2%, provided only when milestones are completed, journeyworker and program (manager/sponsor) determine confirmation of which. 

5. WORK PROCESS SCHEDULE (see attached)

The sponsor, through its local subcommittee, may modify the work processes to meet local needs including for the purpose of addressing local labor market concerns, and/or desire to register and/or co-register with a local registration agency.  

6. RELATED INSTRUCTION OUTLINE (see attached)

The sponsor, or through its local subcommittee, may modify the related instruction to meet local needs, scope of practice or licensing requirements, and/or desire to register and/or co-register with a local registration agency.

7. PROBATIONARY PERIOD

The sponsor, or through its local subcommittee, may modify the probationary period, it should not exceed 25% of the program length


8. SELECTION PROCESS

Please see page 18.


WORK PROCESS SCHEDULE


CERTIFIED NURSING ASSISTANT

O*NET-SOC CODE:  31-1014.00     RAPIDS CODE:  0824CB

		WORK PROCESSES



		I. Organizational/Problem Solving and Ethics

Organizational


· Use organizational skills (prepare all equipment and supplies prior to performing a care activity to prevent backtracking)


· Use effective time management skills (completing care timely in an unhurried manner)

· Use and recognize teamwork, leadership, and mentoring


Problem Solving

· Recognize problems and know when/how to seek assistance, as well as how to reassess the situation in problem resolution


· Incorporate customer service skills – respecting differences and perspectives

· Recognize and report changes in residents condition promptly


Ethics

· Perform duties and responsibilities demonstrating respect and cooperation

· Demonstrate good character, is productive during work hours, manage attendance and absences according to policy

· Maintain a professional demeanor and work appearance

II. Maintains a Clean and Safe Environment

Infection Control Activities


· Hand Washing techniques including the use of sanitizing agents according to standards

· Use and demonstrate adherence to OSHA and CDC guidelines (such as handling Blood Borne Pathogens and maintaining infection control)

· Demonstrate knowledge and utilize Exposure Control Plan

· Properly dispose sharps (e.g., razors, needles in sharps container)

· Use and demonstrate personal protective equipment (PPE) and devices including gloves, gown, mask, and goggles

· Describe and use Standard Precautions as determined by the CDC and OSHA


· Describe clean vs dirty areas


· Clean and maintain equipment within infection control standards

Physical Environment Maintenance 


· Perform visual check of resident’s living area and resolve potential safety issues (secure hazardous materials, clear pathways, etc.)

· Check resident’s alarm; make sure call light/signal is within resident’s reach; secure patient’s bed


· Take care of cleaning needs in resident’s room


· Handle soiled linen and clothing to prevent contamination, including isolation techniques in accordance with infection control standards

· Make unoccupied bed


· Make occupied bed

· Ensure the resident/client environment does not have hazards for slips, trips, and falls

Safety Procedures 


· Understand organization’s safety and emergency protocol and procedures (e.g., how to respond to safety drills, disaster preparedness)

· Properly use safety tools (e.g., ABC fire extinguisher)

· Discuss fire safety, describe and explain RACE and PASS acronyms


· List general safety steps for working in a healthcare environment

· Maintain and operate back up equipment as needed

· Apply and monitor safety devices


· Ability to administer the Heimlich Maneuver and other lifesaving assistance in accordance with organizational policy

· Identify measures to promote safety of residents with special needs or issues (e.g., dementia, injuries, illnesses)

· Demonstrate safe evacuation procedures and role as a part of the facility disaster response team


· Handle oxygen safely



		III. Communicate Effectively while Following Regulations with Residents, Family Members, Medical Team, and Other Authorized Persons

· Interact with residents in a respectful way regarding their culture, their needs, and preferences, while respecting their privacy


· Utilize skills in conflict management, working with difficult people, and other communication issues that may arise

· Describe rules for effective communication with the resident/client and team


· Utilize appropriate communication methods for working with the sensory impaired and cognitively impaired

· Write report and document issues and events in clear concise language, within regulatory requirements

· Report physical changes, mental changes, abuse, any changes to the medical team, or authorized persons of which the team should be aware

· Understand and follow legal requirements on reporting and documentation (i.e., HIPAA) 


· Understand who is an authorized person and what information is allowed to be provided

· Maintain resident/client confidentiality and privacy according to organization and HIPAA guidelines 

· Utilize appropriate communication techniques related to ability (communication board, etc.) with resident/client


· Communicate in non-judgmental manner minimizing bias and assumptions






		IV. Basic Nursing Assistant Skills

· Measure/record respiration and obtain other vital signs 

· Measure/record oral temperature (non-digital thermometer)


· Measure/record rectal temperature (non-digital thermometer)


· Measure/record radial pulse


· Measure/record height accurately

· Measure/record weight (balance scale/chair scale)


· Collect urine specimen


· Collect stool specimen


· Measure/record food and fluid intake


· Measure/record urinary output


· Provide post-mortem care 

· Assist nursing staff with any additional duties as assigned within scope of practice 

· Recognizes and reports changes in resident/client condition including abnormal changes in body function



		V. Personal Care Skills and Activities of Daily Living

· Assist resident with bathing or dressing, if needed


· Give complete bed bath

· Give partial bed bath

· Demonstrate the proper order of bathing

· Provide AM and PM care


· Give shower


· Give bath/whirlpool bath 


· Provide hair care including shampooing, grooming, brushing, combing


· Provide mouth care for residents with natural teeth


· Provide mouth care for residents with no natural teeth


· Provide denture care


· Shave resident


· Provide hand and nail care


· Provide foot care


· Dress resident, including care of eyeglasses and hearing aides


· Perineal care – female


· Perineal care – male


· Perineal care – incontinent resident


· Assist with bedpan (offer/remove/ clean)


· Assist with urinal (offer/remove/ clean)


· Use bedside commode


· Urinary catheter care


· Care of/emptying of urinary drainage bag


· Provide ostomy care


· Feed resident, including set-up tray, partial assistance, total assistance, adaptive devices, residents with dysphasia, and alternative feeding methods


· Provide skin care, including back rub

· Position resident in chair


· Move resident up in bed


· Position resident on side in bed

· Transfer resident: one assist, two assist, mechanical lift, transfer belt, and lift sheets

· Use common nutritional problems of the elderly and chronically ill to assist with proper nutrition and fluid balance


· Verifies the dietary orders food, type, and consistency for residents/clients


· Serve and assist with meals according to dietary guidelines


· Promote optimal level of nutrition/hydration related to use of assistive devices and in accordance with the plan of care



		VI. Promote Resident’s Developmental, Mental Health, and Social Service Needs

· Able to effectively and supportively deal with abusive residents

· Respect patient privacy (knock before entering)


· Promote resident’s social interaction, recreation


· Encourage self-advocacy and promote resident’s self-esteem


· Demonstrate techniques for communicating effectively and respectfully to residents, families, and guests

· Provide companionship; assist resident with correspondence

· Encourage health eating choices

· De-escalate disputes between residents

· Coordinate resident’s appointments

· Encourage family and friends as a source of emotional support of resident

· Recognize developmental tasks associated with the aging process


· Orient resident/client to facility


· Recognize signs and symptoms of pain/discomfort and report appropriately


· Promote the optimal level of wellbeing for residents/clients experiencing loss/grief


· Promote optimal level of sensory stimulation including visual/auditory and tactile



		VII. Care of Cognitively Impaired Residents 

· Ability to effectively communicate with cognitively-impaired residents


· Provide appropriate assistance with ADLs to maximize independence and well-being, understanding impairment issues and client preference


· Incorporate expanded knowledge of resident’s issues and understanding of what to observe and report with changes in behavior or physically



		VIII. Basic Restorative Skills/Services

· Encourage and support the highest level of functioning  and patient self-care as appropriate and safe, utilizing assistive devices or adaptations

· Assist with ambulation using gait belt


· Demonstrate organization’s Universal Fall Precautions and additional standards based on the resident/client

· Utilize ambulation assistive devices and adaptive equipment correctly and safely

· Assist resident with feeding adaptive equipment as needed according to plan of care

· Under nurse’s care, assist with improving the resident’s range of motion to upper extremities and to lower extremities


· Assist the resident in the use of positioning devices in bed and in chair


· Assist residents in the proper use of prosthetic/orthotic devices


· Apply hand splint


· Use all transfer and other equipment in a manner to make the resident feel safe


· Implement turning, repositioning, and other preventative and restorative measures to prevent skin breakdown and promote healing of skin injuries


· Provide exercise program and other activities with residents that are trying to restore strength and healing as directed by nursing staff

· Provide and reinforce bowel and bladder training as needed according to plan of care

· Discuss the complications of immobility and importance of exercise to health



		IX. Resident’s Rights

· Respond to resident’s call lights promptly or promptly forward requests if unable to take care of the request

· Recognize and respect the resident/client’s individuality and preferences for wake, bedtime, dress, time of services/assistance, etc.


· Recognize, understand and prevent potential abuse/neglect in environment and within self and report promptly to mentor, supervisor, and others according to policy and local regulations

· Ability to recognize verbal, mental, emotional, neglect, and financial abuse or exploitation


· Provide privacy doors or pulling curtain around resident when providing care


· Respect resident individuality and preferences as much as safely possible

· Respect and maintain the confidentiality of the resident always adhering to HIPAA and other guidelines

· Notify nurse, family member, or other team members of the resident if the resident needs equipment or personal supplies

· Respect the privacy of the resident/client demonstrating there are guests in the resident/client’s home


· Ability to define abuse, neglect, assault, battery, and malpractice

· Identify organization and professional standards related to the use of restraints

· Discuss resolving grievances and disputes



		X. Perform Administrative Tasks

· Complete all required reports and documentation


· Understand and implement all policies and procedures, including new ones

· Participate in agency/staff/medical team meetings


· Maintain all professional licensing up to date, including requirements for vaccinations



		Approximate time to achieve competency:   1+ years





NOTE:  It is understood that the scope of practice and the application of skills learned on the job may vary by State and even employer for the CNA apprenticeship. The above Work Processes are core competencies. Additional or comparable skills and or clinical practice may be required based on needs and/or certification/licensing requirements of the State.  These differences and additional requirements will be added onto the above OJL work processes and/or the related instruction that follows here to meet local rules and regulations.

RELATED INSTRUCTION OUTLINE


CERTIFIED NURSING ASSISTANT


O*NET-SOC CODE:  31-1014.00     RAPIDS CODE:  0824CB

These courses or course content can be completed before or during the apprenticeship program, determined by the local apprenticeship committee or partner.  To obtain state certification and listing in the CNA Registry, individuals must meet state requirements.  Each state will have different requirements and will be adhered to within this apprenticeship program.

Related instruction supplements the on-the-job learning and lists courses that provide technical ability.  It is through the combination of both on-the-job learning and the related instruction that the apprentice can reach a skilled level in the occupation.  The following are suggested courses to be completed during the term of apprenticeship:


It is recommended that the related instruction will add up to 144 hours or more per year of apprenticeship.


		Course Topics

		Approximate Hours



		Basic Life Support for Pre-Hospital and In-Facility Environment

· Cardiopulmonary Resuscitation (CPR)

· Automated External Defibrillator (AED)

· Single Rescuer Life Support Skills


· Team Based Life Support Skills

		8 hours



		Worker Characteristics


· Character, Attendance, Attitude

· Ethics


· Organizational Skills, Teamwork, Cooperation

· Communication

		6 hours



		Introductory Curriculum (Introduction to Health Care and Safety)

· Communication and Interpersonal Skills


· Infection Control


· Safety and Emergency Procedures


· Promoting Resident Independence


· Clean and Safe Environment

		21 hours



		Human Body Health Disease


· Mental Health, Social Service, and Holistic Client Needs

· Aging Process

· Maslow’s Hierarchy

· Cultural Diversity

· Death and Dying Stages

		11 hours



		· Mental Health Problems: Anxiety Disorders, Psychotic Disorders, Affective Disorders, Organic/Inorganic Disorders

· Developmental Tasks that Occur with the Aging Process


· How to Respond to Resident Behaviors


· Modifying Aide’s Behavior in Response to Resident’s Behavior


· Allowing the Resident to make Personal Choices, Providing and Reinforcing other Behavior Consistent with the Resident’s Dignity


· Family as a Source of Emotional Support

		



		Basic Nursing Skills


· Taking and Recording Vital Signs


· Measuring and Recording Height and Weight


· Caring for the Resident’s Environment


· Recognizing Abnormal Changes in Body Functions and the Importance of Reporting Such Changes


· Freedom from Pain


· Caring for Patients When Death is Imminent

		18 hours



		Personal Care Skills


· Overview of Personal Care


· Bathing


· Grooming


· Dressing


· Toileting 


· Assisting with Eating and Hydration


· Proper Feeding Techniques


· Skin Care and Alterations in Skin


· Transfers, Positioning, and Turning


· Ambulation 

		28 hours



		Care of Cognitively Impaired Residents 


· Techniques for Addressing the Unique Needs and Behaviors of Individuals with Dementia (Alzheimer’s and Others)


· Communicating with Cognitively-Impaired Residents


· Understanding Behaviors of Cognitively-Impaired Residents


· Appropriate Responses to the Behavior of Cognitively-Impaired Residents


· Methods of Reducing the Effects of Cognitive Impairments




		10 hours



		Basic Restorative Services


· Training the Resident in Self-Care According to the Resident’s Abilities


· Use of Assistive Devices in Transferring, Ambulating, Eating, and Dressing


· Maintenance of Range of Motion


· Proper Turning and Positioning in Bed and Chairs


· Bowel and Bladder Training


· Care and Use of Prosthetic and Orthotic Devices




		11 hours



		Residents Rights


· Providing Privacy and Maintenance of Confidentiality


· Promoting Resident’s Rights


· Giving Assistance in Resolving Grievances and Disputes


· Providing Needed Assistance in Getting to and Participating in Resident and Family Groups and Other Activities


· Maintaining Care and Security of Resident’s Personal Possessions


· Promoting the Resident’s Rights to be Free from Abuse, Mistreatment, and Neglect and the Need to Report Any Instance of Such Treatment to Appropriate Facility Staff


· Avoiding the Need for Restraints in Accordance with Current Professional Standards

		10 hours



		Additional Course Topics

· State and/or Employer Required Additional Classes for CNA


· Caring for Specific Populations with Special Needs as a CNA

· Clinical Principals

· Additional Course Work on Course Topics as Listed Above

		25-60 hours



		Nurse Assistant Review


· Final Course Topics Review/Examination

· Preparation for Certification Exam(s)

		10 hours



		Total Approximate Hours: 144 hours or more, based on local scope of practice, education


Provider, and employer requirements



		TOTAL HOURS                                                                                                                                    158-218





Certified Nursing Assistant – Task and Competency Verification Checklist

Each employer, partnership, and/or JATC will determine the appropriate examples of each core competence.  The list below each core competence should be completed depending on state scope of practice and employer requirements.  

Field Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.


Demonstrates Fundamentals – Apprentice can perform the task with some coaching.


Proficient in Task – Apprentice performs task properly and consistently.


Completion Date – Date apprentice completes final demonstration of competency.


		Core Competence

		Initial and date in the box when complete

		



		

		

		



		I.  Organizational/Problem Solving Ethics

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Organizational

		

		

		

		



		Prepares all equipment and supplies prior to performing a care activity

		

		

		

		



		Manages time effectively

		

		

		

		



		Demonstrates teamwork

		

		

		

		



		Problem Solving

		

		

		

		



		Recognizes problem, seeks assistance appropriately

		

		

		

		



		Provides and applies customer service behaviors

		

		

		

		



		Identifies and reports changes in resident conditions promptly

		

		

		

		



		Ethics

		

		

		

		



		Demonstrates respect and cooperation

		

		

		

		



		Follows productivity guideline, is punctual and complies with attendance guideline

		

		

		

		



		Demonstrates professional demeanor and work appearance

		

		

		

		



		II.  Maintains a Clean and Safe Environment

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Infection Control

		



		Hand washing 

		

		

		

		



		Uses OSHA and CDC guidelines (such as handling Blood Borne Pathogens)

		

		

		

		



		Utilizes the Exposure Control Plan as needed

		

		

		

		



		Properly disposes sharps (e.g., razors, needles in sharps container)

		

		

		

		



		Uses personal protective equipment (PPE) and devices including gloves, gown, mask, and goggles

		

		

		

		



		Cleans and maintains equipment according to standards




		

		

		

		



		Physical Environment Maintenance

		



		Performs visual check of resident’s living area and resolves potential safety Issues (secure hazardous materials, clear pathways, etc.)

		

		

		

		



		Checks resident’s alarm, makes sure call light is within resident’s reach, secures patient’s bed

		

		

		

		



		Takes care of cleaning needs in resident’s room

		

		

		

		



		Follows isolation procedures in the disposal of soiled linen and clothing

		

		

		

		



		Makes unoccupied bed

		

		

		

		



		Makes occupied bed

		

		

		

		



		Checks resident environment for hazards for slips, trips and falls

		

		

		

		



		Safety Procedures

		



		Understands organization’s safety and emergency protocol and procedures (e.g., how to respond to safety drills)

		

		

		

		



		Properly uses safety tools (such as an ABC fire extinguisher)

		

		

		

		



		Discusses fire safety. Explains RACE and PASS.

		

		

		

		



		Maintains and operates back up equipment as needed

		

		

		

		



		Applies and monitors safety devices

		

		

		

		



		Is able to administer the Heimlich Maneuver and other lifesaving assistance

		

		

		

		



		Identifies measures to promote safety of residents with special needs or issues (e.g., dementia, injuries, illnesses)

		

		

		

		



		Demonstrates safe evacuation procedures and explains role as part of the disaster response team

		

		

		

		



		Handles oxygen safely

		

		

		

		



		III. Communicates Effectively while Following Regulations with Residents, Family, Medical Team, and Other Authorized Persons

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Interacts with residents in a respectful way regarding their culture, their needs, and their preferences, while respecting their privacy

		

		

		

		



		Utilizes skills in conflict management, working with difficult people, and other communication issues that may arise

		

		

		

		



		Describes rules for effective communication

		

		

		

		



		Utilizes appropriate communication methods for working with sensory input or cognitive impairment

		

		

		

		



		Writes report and documents issues and events in clear concise language, within regulatory requirements

		

		

		

		



		Reports physical changes, mental changes, abuse, any changes to the medical team or authorized persons that they should be aware of

		

		

		

		



		Understands and follows legal requirements on reporting and documentation (HIPAA) 

		

		

		

		



		Understands who is an authorized person and what information is allowed to be provided

		

		

		

		



		Maintains resident/client confidentiality and privacy according to organizational guidelines and HIPAA

		

		

		

		



		Communicates in non-judgmental manner

		

		

		

		



		

		

		

		

		



		IV. Basic Nursing Assistant Skills

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Measures/records respiration and obtain other vital signs 

		

		

		

		



		Measures/records oral temperature (non-digital thermometer)

		

		

		

		



		Measures/records rectal temperature (non-digital thermometer)

		

		

		

		



		Measures/records radial pulse

		

		

		

		



		Measures/records height

		

		

		

		



		Measures/records weight (balance scale/chair scale)

		

		

		

		



		Collects urine specimen

		

		

		

		



		Collects stool specimen

		

		

		

		



		Measures/records food and fluid intake

		

		

		

		



		Measures/records urinary output

		

		

		

		



		Provides post-mortem care 

		

		

		

		



		Assists nursing staff with any additional duties as assigned within scope of practice 

		

		

		

		



		Recognizes and reports changes in resident/client condition 

		

		

		

		



		V. Personal Care Skills and Activities of Daily Living

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Assists resident with bathing or dressing if needed

		

		

		

		



		Gives complete bed bath

		

		

		

		



		Gives partial bed bath

		

		

		

		



		Provides AM and PM care

		

		

		

		



		Gives shower

		

		

		

		



		Gives bath/whirlpool bath 

		

		

		

		



		Provides hair care including shampooing, grooming, brushing, combing

		

		

		

		



		Provides mouth care for residents with natural teeth

		

		

		

		



		Provides mouth care for residents with no natural teeth

		

		

		

		



		Provides denture care

		

		

		

		



		Shaves resident

		

		

		

		



		Provides hand and nail care

		

		

		

		



		Provides foot care

		

		

		

		



		Dresses resident, including care of eyeglasses and hearing aides

		

		

		

		



		Perineal care – female

		

		

		

		



		Perineal care – male

		

		

		

		



		Perineal care – incontinent resident

		

		

		

		



		Assists with bedpan (offer/remove/ clean)

		

		

		

		



		Assists with urinal (offer/remove/ clean)

		

		

		

		



		Uses bedside commode

		

		

		

		



		Urinary catheter care

		

		

		

		



		Care of/emptying of urinary drainage bag

		

		

		

		



		Provides ostomy care

		

		

		

		



		Feeds resident, including set-up tray, partial assistance, total assistance, adaptive devices, residents with dysphasia, and alternative feeding methods

		

		

		

		



		Provides skin care, including back rub

		

		

		

		



		Positions resident in chair

		

		

		

		



		Moves resident up in bed

		

		

		

		



		Positions resident on side in bed

		

		

		

		



		Transfers resident: one assist, two assist, mechanical lift, transfer belt, and lift sheets

		

		

		

		



		Uses knowledge of common nutritional problems of the elderly and chronically ill to assist with proper nutrition and fluid balance

		

		

		

		



		Verifies diet order food, type and consistency for residents/clients

		

		

		

		



		Serves and assists with meals according to dietary guidelines

		

		

		

		



		Promotes optimal level of nutrition hydration related to use of assistive devices and the plan of care

		

		

		

		



		VI. Promotes Resident’s Developmental, Mental Health, and Social Service Needs

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Is able to effectively and supportively deal with abusive residents

		

		

		

		



		Respects patient privacy (knock before entering)

		

		

		

		



		Promotes resident’s social interaction, recreation

		

		

		

		



		Encourages self-advocacy and promote resident’s self-esteem

		

		

		

		



		Demonstrates techniques for communicating effectively to residents

		

		

		

		



		Provides companionship; assist resident with correspondence

		

		

		

		



		Encourages health eating choices, 

		

		

		

		



		De-escalates disputes between residents

		

		

		

		



		Coordinates resident’s appointments

		

		

		

		



		Encourages family and friends as a source of emotional support of resident

		

		

		

		



		Recognizes developmental tasks associated with the aging process

		

		

		

		



		Orients resident/client to facility

		

		

		

		



		Recognizes signs and symptoms of pain/discomfort and report appropriately

		

		

		

		



		Promotes optimal level of wellbeing for residents/clients experiencing loss/grief

		

		

		

		



		Promotes optimal level of sensory stimulation (visual, auditory and tactile)

		

		

		

		



		VII. Care of Cognitively-Impaired Residents

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Is able to effectively communicate with cognitively-impaired residents

		

		

		

		



		Provides appropriate assistance with ADLs to maximize independence and well-being, understanding impairment issues and client preference

		

		

		

		



		Incorporates expanded knowledge of resident’s issues and understanding of what to observe and report with changes in behavior or physically

		

		

		

		



		VIII. Basic Restorative Skills/Services

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Encourages patient self-care as appropriate and safe

		

		

		

		



		Assists with ambulation using gait belt

		

		

		

		



		Demonstrates organization’s Universal Fall Precautions and additional standards based on the resident/client

		

		

		

		



		Utilizes ambulation assistive devices and adaptive equipment correctly and safely

		

		

		

		



		Assists resident with feeding adaptive equipment as needed

		

		

		

		



		Under nurse’s care, assists with improving the resident’s range of motion to upper extremities and to lower extremities

		

		

		

		



		Assists the resident in the use of positioning devices in bed and in chair

		

		

		

		



		Assists residents in the proper use of prosthetic/orthotic devices

		

		

		

		



		Applies hand splint

		

		

		

		



		Uses all transfer and other equipment in a manner to make the resident feel safe

		

		

		

		



		Implements turning, repositioning, and other preventative and restorative measures to prevent skin breakdown and promote healing of skin injuries

		

		

		

		



		Provides exercise program and other activities with residents that are trying to restore strength and healing as directed by nursing staff

		

		

		

		



		Provides bowel and bladder training as needed

		

		

		

		



		Identifies the complications of immobility and importance of exercise to health and well being

		

		

		

		



		IX. Resident’s Rights

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Responds to resident’s call lights promptly or promptly forward requests if unable to take care of the request

		

		

		

		



		Recognizes and respects resident/clients individuality and preferences for services and care.

		

		

		

		



		Provides privacy doors or pulling curtain around resident when providing care

		

		

		

		



		Respects resident individuality, preferences as much as safely possible

		

		

		

		



		Respects and maintains the confidentiality of the resident always adhering to HIPAA and other guidelines

		

		

		

		



		Notifies nurse, family member, or other team members of the resident of needed equipment or personal supplies

		

		

		

		



		Avoids the need for restraints if possible

		

		

		

		



		Is able to define abuse, neglect, assault, battery, and malpractice

		

		

		

		



		Identifies organization and professional standards related to the use of restraints

		

		

		

		



		Discusses resolving grievances and disputes.

		

		

		

		



		X. Perform Administrative Tasks

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Completes all required reports and documentation

		

		

		

		



		Understands and implements all policies and procedures, including new ones

		

		

		

		



		Participates in agency/staff/medical team meetings

		

		

		

		



		Maintains all professional licensing up to date, including requirements for vaccinations

		

		

		

		





SELECTION PROCEDURE

The sponsor, or through its local subcommittee, may modify the selection process. Apprentices will be selected from the incumbent workforce. Additionally, the sponsor may chose apprentices from applicants from educational institutions, Workforce partner referrals and other sources that will meet the needs of the facility.
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Program Registration and

Apprenticeship Agreement
Office of Apprenticeship

U.S. Department of Labor

Employment and Training Administration

APPRENTICE REGISTRATION — SECTION |l

OMB No. 1205-0223 Expires: 01/31/2020

Warning: This agreement does not constitute a certification under Title 29,
CFR, Part 5 for the employment of the apprentice on Federally financed or
assisted construction projects. Current certifications must be obtained
from the Office of Apprenticeship (OA) or the
Apprenticeship Agency shown below. (Item 24)

recognized State

The program sponsor and apprentice agree to the terms of the Apprenticeship
Standards incorporated as part of this Agreement. The sponsor will not discriminate
in the selection and training of the apprentice in accordance with the Equal

Opportunity Standards in Title 29 CFR Part 30

, and Executive Order 11246. This

agreement may be terminated by either of the parties, citing cause(s), with notification
to the registration agency, in compliance with Title 29, CFR, Part 29

PART A: TO BE COMPLETED BY APPRENTICE. NOTE TO SPONSOR: PART A SHOULD ONLY BE FILLED OUT BY APPRENTICE.

1. Name (Last, First, Middle) and Address *Social Security Number
Name

(No., Street, City, State, Zip Code, Telephone Number)

Address and Phone Number

2. Date of Birth (Mo., Day, Yr.) 3. Sex (Mark one)

Answer Both A and B (Voluntary)
(Definitions on reverse)

4. a. Ethnic Group (Mark one)
QO Hispanic or Latino

5. Veteran Status (Mark one)
O Non-Veteran
O veteran

O Not Hispanic or Latino

6. Education Level (Mark one)
Q sth grade or less

Male Female b. Race (Mark one or more)
Month D v ® © O American Indian or Alaska native O oth to 12th grade
ay ear O Asian OGED
[ Black or African American O High School Graduate or
[ Native Hawaiian or other Greater
Pacific Islander QO Post Secondary or Technical
O white Training

7a. Employment Status (Mark one) O New Employee
7b. Career Connection (Mark one) (Instructions on reverse) ONone

O Job Corps O YouthBuild O HUD/STEP-UP

QO Pre-Apprenticeship
Ocareer Center Referral

O Existing Employee

O Technical Training School

O Military Veterans

(O School-to-Registered Apprenticeship

8. Signature of Apprentice Date

9. Signature of Parent/Guardian (if minor)

Date

PART B: SPONSOR: EXCEPT FOR ITEMS 6, 7, 8, 10a. - 10c, REMAINDER OF ITEMS REPOPULATED FROM PROGRAM REGISTRATION.

1. Sponsor Program No.
Sponsor Name and Address (No. Street, City, County, State, Zip Code)

Sponsor Name

Sponsor Street Address

Sponsor City County
State Zip
Office Phone
Office Fax
Sponsor Website

2a. Occupation (The work processes listed in

the standards are part of this agreement).

Occupation

2b. Occupation Code:

2b.1. Interim Credentials
Only applicable to Part B,
3b. and 3c. (Mark one)

Oves ONo

4. Term
(Hrs., Mos., Yrs.)

3. Occupation Training
Approach (Mark one)

3a.QTime-Based

3b. QCompetency-Based
3c. QHybrid

Hrs., Mos., Yrs

5. Probationary Period
(Hrs., Mos., Yrs.)

. Hrs., Mos., Yrs.

6. Credit for Previous
Experience (Hrs., Mos., Yrs.)

7. Term Remaining
(Hrs., Mos., Yrs.)

8. Date Apprenticeship
Begins

9a. Related Instruction

(Number of Hours Per Year) QO Will Be Paid  QWill Not Be Paid

9b. Apprentice Wages for Related Instruction

9c. Related Training Instruction Source

RTI Provider(s) Name and Address

10. Wages: (Instructions on reverse)

10a. Pre-Apprenticeship Hourly Wage $

10b. Apprentice’s Entry Hourly Wage $

10c. Journeyworker’s Hourly Wage $

Check Box Period 1 2 3 4 5 6 7 8 9 10
10d. Term
Hrs. O Mos.Q or Yrs.O
10e. Wage Rate
(Mark one) %O or $O
11. Signature of Sponsor’s Representative(s) Date Signed 13. Name and Address of Sponsor Designee to Receive Complaints
(If applicable) Contact Name and Title
Sponsor Name
12. Signature of Sponsor’s Representative(s) Date Signed Sponsor Street Address

Sponsor City
Contact Phone

Contact Fax

State

Zip
Contact Email

PART C: TO BE COMPLETED BY REGISTRATION AGENCY

1. Registration Agency and Address

2. Signature (Registration Agency)

3. Date Registered

4. Apprentice Identification Number (Definition on reverse):
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Program Definitions and/or Instructions:

Part A
Item 4.a. Definition - Ethnic Group:
Hispanic or Latino. A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race. The

term, “Spanish origin,” can be used in addition to “Hispanic or Latino.”

Iltem 4.b. Definitions - Race:

American Indian or Alaska Native. A person having origins in any of the original peoples of North and South America (including Central America), and
who maintains tribal affiliation or community attachment.

Asian. A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example,
Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American. A person having origins in any of the Black racial groups of Africa. It includes people who indicate their race as "Black or
African American," or report entries such as African American, Kenyan, Nigerian, or Haitian.

Native Hawaiian or Other Pacific Islander. A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

White. A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

Item 7b. Instructions:
Indicate any career connection (definitions follow). Enter “None” if no career connection applies.

Pre-Apprenticeship. A program or set of strategies designed to prepare individuals to enter and succeed in a Registered
Apprenticeship program which has or have a documented partnership(s) with a Registered Apprenticeship program(s).

Technical Training School. Graduates trained in an occupation from a technical training school related to an occupation

registered by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

Military Veterans. Veterans that completed a military technical training school and/or elect to participate in the Building and
Construction Trades Helmets to Hardhats Program or trained in an occupation while in the military related to an occupation
registered by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

Job Corps. Graduates trained in an occupation from a federally funded Job Corps center related to an occupation registered

by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

YouthBuild. Graduates trained in an occupation from a federally funded YouthBuild program related to an occupation registered

by the sponsor and who meet the minimum qualifications for Registered Apprenticeship.

HUD/STEP-UP. Applicants who successfully participated in the U.S. Department of Housing and Urban Development Step-Up
program and received an apprenticeship experience which meets the minimum qualifications for Registered Apprenticeship.

Career Center Referral. Includes career center participants referred to the Registered Apprenticeship Program and/or apprentice(s)
that receive workforce system funded services that support their participation in a Registered Apprenticeship program. This may
Include the use of individual training accounts and/or on-the-job training reimbursements.

School-to-Registered Apprenticeship. Program designed to allow high school youth ages 16 - 17 to enter a Registered Apprenticeship
program and continue after graduation with full credit given for the high school portion.

Part B

Iltem 2.b.1. Interim Credentials. Based on program standards that utilize the competency-based or hybrid training approach, and, upon request of the
program sponsor, the credentials are issued as certificates by the Registration Agency. Interim credentials provide certification of
competency attainment by an apprentice.

Item 3. Occupation Training Approach. The program sponsor decides which of the three training methods to use in the program as follows:

3.a. Time-Based Training Approach - apprentice required to complete a specific number of hours of on-the-job learning (OJL) and related training
instruction (RTI).

3.b. Competency-Based Training Approach - apprentice required to demonstrate competency in defined subject areas and does not require any
specific hours of OJL or RTI; or

3.c. Hybrid-Training Approach - apprentice required to complete a minimum number of OJL and RTI hours and demonstrate competency in the

defined subject areas.

Item 4. Term (Hrs., Mos., Yrs.). Based on the program sponsor’s training approach. See Part B, Item 4. Available in the terms of the
Apprenticeship Standards.

Item 5. Probationary Period (Hrs. Mos., Yrs.) Probation period cannot exceed 25 percent of the length of the program or one year, whichever is
shorter.
Item 7. Term Remaining (Hrs., Mos., Yrs.). Under Part B, ltem 6., Credit for Previous Experience (Hrs., Mos., Yrs.) is determined by the program

sponsor. The Term Remaining (Hrs., Mos., Yrs.) in Part B, Item 7., for the apprentice to complete the apprenticeship is based on the
training approach indicated in Part B, Item 3. The term remaining is available in the terms of the Apprenticeship Standards.

Item 10. Wage Instructions:

10a. Pre-Apprentice hourly wage: sponsor enters the individual’s hourly wage in the quarter prior to becoming an apprentice.

10b. Apprentice’s entry hourly wage (hourly dollar amount paid): sponsor enters this apprentice’s entry hourly wage.

10c. Journeyworker’s wage: sponsor enters wage per hour.

10d. Term: sponsor enters in each box the apprentice schedule of pay for each advancement period based on the program sponsor’s
training approach. See Part B, Item 3., and is available in the terms of the Apprenticeship Standards.

10e. Percent or dollar amount: sponsor marks one.

Note: 10c. If the employer is signatory to a collective bargaining agreement, the journeyworker’'s wage rate in the applicable collective bargaining
agreement is identified. Apprenticeship program sponsors not covered by a collective bargaining agreement must identify a minimum
journeyworker’s hourly wage rate that will be the basis for the progressive wage schedule identified in Item 10e,of this agreement.
10d. The employer agrees to pay the hourly wage rate identified in this section to the apprentice each period of the apprenticeship based on the
successful completion of the training approach and related instruction outlined in the Apprenticeship Standards. The period may be
expressed in hours, months, or years.
10e. The wage rates are expressed either as a percent or in dollars and cents of the journeyworker’'s wage depending on the industry.
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2018 Master Boilerplate Employer Group Guideline Standards

Example (Time-based approach) - 3 YEAR APPRENTICESHIP PROGRAM

Term Period 1 Period 2 Period 3 Period 4 Period 5 Period 6
Hrs., Mos., Yrs. 1000 Hrs. 1000 Hrs. 1000 Hrs. 1000 Hrs. 1000 Hrs. 1000 Hrs.
% 55 60 65 70 80 90

Example (Time-based approach) - 4 YEAR APPRENTICESHIP PROGRAM

Term Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8
Hrs., Mos., Yrs. 6 Mos. 6 Mos. 6 Mos. 6 Mos. 6 Mos. 6 Mos. 6 Mos. 6 Mos.
% 50 55 60 65 70 75 80 90

Iltem 13. Identifies the individual or entity responsible for receiving complaints (Code of Federal Regulations, CFR, Title 29 part 29.7(k)).

Part C.
Item 4. Definition: The Registered Apprenticeship Partners Information Data System (RAPIDS) encrypts the apprentice’s social security number and
generates a unique identification number to identify the apprentice. It replaces the social security number to protect the apprentice’s privacy.

*The submission of your social security number is requested. The apprentice’s social security number will only be used to verify the apprentice’s periods of employment and
wages for purposes of complying with the Office of Management and Budget related to common measures of the Federal job training and employment programs for measuring
performance outcomes and for purposes of the Government Performance and Results Act. The Office of Apprenticeship will use wage records through the Wage Record
Interchange System and needs the apprentice’s social security number to match this number against the employers’ wage records. Also, the apprentice’s social security number
will be used, if appropriate, for purposes of the Davis Bacon Act of 1931, as amended, U.S. Code Title 40, Sections 276a to 276a-7, and Title 29 CFR 5, to verify and certify to
the U.S. Department of Labor, Wage and Hour Division, that you are a registered apprentice to ensure that the employer is complying with the geographic prevailing wage of
your occupational classification. Failure to disclose your social security number on this form will not affect your right to be registered as an apprentice. Civil and criminal
provisions of the Privacy Act apply to any unlawful disclosure of your social security number, which is prohibited.

The collection and maintenance of the data on ETA-671, Apprentice Registration — Section Il Form, is authorized under the National Apprenticeship Act, 29 U.S.C. 50, and CFR
29 Part 29.1. The data is used for apprenticeship program statistical purposes and is maintained, pursuant to the Privacy Act of 1974 (5 U.S.C. 552a.), in a system of records
entitled, DOL/ETA-4, Registered Apprenticeship Partners Information Management Data System (RAPIDS) at the U.S. Department of Labor, Office of Apprenticeship. Data may
be disclosed to a State Apprenticeship Agency to determine an assessment of skill needs and program information, and in connection with federal litigation or when required by
law.

Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. Public reporting burden for this collection of
information is estimated to average five minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data
needed, and completing and reviewing the collection of information. The obligation to respond is required to obtain or retain benefits under 29 USC 50. Send comments
regarding this burden or any other aspect of this collection of information including suggestions for reducing this burden to the U.S. Department of Labor, Office of
Apprenticeship, 200 Constitution Avenue, N.W., Room N-5311, Washington, D.C. 20210 (Paperwork Reduction Project 1205-0023.)
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U.S. DEPARTMENT OF LABOR
OFFICE OF APPRENTICESHIP

APPLICATION FOR CERTIFICATION OF COMPLETION OF APPRENTICESHIP
(If Required please type or print all information, attach additional apprentices on separate sheet)
(This Application is optional, for Sponsor utilizing Electronic Registration)

Sponsor Information

Sponsor: Program #:
Address: Contact Name:
City, State, Zip: Phone:

Apprentice Information

Full Name of

Apprentice: (Print the name as indicated on the ETA 671 or in RAPIDS)

Apprentice
Registration
Number:

Occupation: Occupation

Term: Hrs., Mos., Yrs.

Registration Date:

Date of Completion:

Completion Wage:

Related Instruction Certification

Related Instruction Hours completed:

Related Instruction Furnished By:

Teacher(s) or Director(s) of Related Instruction Certifying to above information:

Name: Name Address:

Request for Certificate

On behalf of the above-named sponsor, I hereby certify that the apprentice named in the
application has satisfactorily completed and is working at the Journeyworker Level of
his/her apprenticeship program as registered with the Office of Apprenticeship and hereby

recommend the issuance of the Certificate of Completion of Apprenticeship

Sponsor's Signature: Date:

Title:

Office of Apprentice use only:

Date Entered in RAPIDS (if required):

Date Certificate Sent:
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U.S. DEPARTMENT OF LABOR
OFFICE OF APPRENTICESHIP
APPLICATION FOR CERTIFICATION OF COMPLETION OF APPRENTICESHIP

(If Required please type or print all information, attach additional apprentices on separate sheet)
(This Application is optional, for Sponsor utilizing Electronic Registration)

Authentication of Requests for Certificate of Completion of Apprenticeship

Where the Office of Apprenticeship is the Registration Agency, issuance of a Certificate of Completion of
Apprenticeship to apprentices upon satisfactory completion of the requirements of the apprenticeship
program as established in these Standards, the sponsor certifies to the Registration Agency and requests the
awarding of a Certificate of Completion of Apprenticeship to the completing apprentice(s). Such requests are
completed either electronically using the Registered Apprenticeship Partner Information System (RAPIDS) or
in writing using this form from the sponsor to the appropriate field office.

General Guidance

The sponsor will verify that the apprentice has completed all requirements of apprenticeship including a
signed copy of transcripts from the sponsor, provider or sponsor of the related instruction. The field office
representative shall have in evidence an electronic or written Application for Certification of Completion of
Apprenticeship.

When a large number of apprentices are completing at the same time from the same occupation, one
application form from the sponsor can be used with an attached list of pertinent information for the
completing apprentices. When the sponsor has more than one occupation or more than one employer, the
sponsor should complete separate forms for each occupation and employer, following the procedure above.

The occupation identified, must be the occupation title as listed in the most current List of Officially
Recognized Apprenticeable Occupations. For sponsors who use a slightly different occupational title, OA staff
may use the sponsor’s title as long as the officially recognized occupational title is included in parenthesis
under the sponsor’s occupational title. Please see attached “sample” for reference.

The term “journeyman, journeyworker, journeyperson, etc.” should not be included in the occupational title.
These terms are used to describe a level of competency rather than an occupational title.

In rare instances where a program sponsor may utilize such a term above in their occupational title and that
terminology is consistently used within their organization and training materials, OA staff may use that
terminology on the sponsor’s occupational title as long as the officially recognized occupational title is listed
in parenthesis under the sponsor’s title. The practice of using a level of competency in the occupational title
should be discouraged when possible.

The sponsor’s name on the Certificate of Completion of Apprenticeship shall be as it is registered and
approved in their apprenticeship standards.

The date completed shall be the date of completion as indicated on the request form.

Issuance of Replacement OA Certificate of Completion of Apprenticeship

Replacement certificate requests shall be verified with undeniable proof that an original certificate was either
issued or requested by the sponsor. This shall be verified through OA’s records or the program sponsor’s
records. In the event a field office has no proof, yet a program sponsor does, or vice versa, a copy of that proof
shall be sent to the field office and included in the program folder. The term “Replacement Certificate” shall
be printed in 12 pt. font size on the replacement certificate in the space centered between the last line of type
and the U.S. Department of Labor seal.

The Certificate of Completion of Apprenticeship shall not be used for any other purpose than completion of a
Registered Apprenticeship program.
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		6 Credit for Previous Experience Hrs Mos Yrs: 

		7 Term Remaining Hrs Mos Yrs: 

		8 Date Apprenticeship Begins: 

		10a PreApprenticeship Hourly Wage: 

		10b Apprentices Entry Hourly Wage: 

		10c Journeyworkers Hourly Wage: 

		Sponsor: 

		Program: 

		Address: 

		Contact Name: 

		City State Zip: 

		Phone: 

		Apprentice Registration Number: 

		Registration Date: 

		Date of Completion: 

		Completion Wage: 

		Related Instruction Hours completed: 

		Related Instruction Furnished By: 

		Address_2: 

		Title: 

		Date Entered in RAPIDS if required 1: 

		SSN1: 

		SSN2: 

		SSN3: 

		Group2: Off

		American Indian or Alaskan native: Off

		Asian: Off

		Black or African American: Off

		Native Hawaiian or other Pacific Islander: Off

		White: Off

		Group1: Off

		Group3: Off

		Group4: Off

		Group5: Off

		Name: 

		Address and Phone Number: 

		Month: 

		Day: 

		Year: 

		Group6: Off

		Date: 

		County: 

		Office Phone: 

		Office Fax: 

		Sponsor Website: 

		Occupation: 

		Occupation Code: 

		Group7: Off

		Group8: Off

		Term: 

		Probationary Period: 

		Related Instruction Number of Hours Per Year: 

		Group9: Off

		Related Training Instruction Source: 

		Group10: Off

		Period 1 Term: 

		Period 2 Term: 

		Period 3 Term: 

		Period 4 Term: 

		Period 5 Term: 

		Period 6 Term: 

		Period 7 Term: 

		Period 8 Term: 

		Period 9 Term: 

		Period 10 Term: 

		Period 1 Wage: 

		Period 2 Wage: 

		Period 3 Wage: 

		Period 4 Wage: 

		Period 5 Wage: 

		Period 6 Wage: 

		Period 7 Wage: 

		Period 8 Wage: 

		Period 9 Wage: 

		Period 10 Wage: 

		Date Signed - Sponsor: 

		Date Signed - Sponsor 2: 

		Contact Name and Title: 

		Sponsor Name: 

		Contact Phone: 

		Contact Fax: 

		Contact Email: 

		Sponsor Address: 

		Sponsor City: 

		State: 

		Zip: 

		Registration Agency and Address: 

		Date Registered: 

		Group11: Off

		Apprenticeship ID Number: 

		Full Name of Apprentice: 

		Date Cetificate Sent: 
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Requirements for Apprenticeship Sponsors
Reference Guide

This document accompanies and supplements the “Apprenticeship Standards” developed by the U.S.
Department of Labor Office, Employment and Training Administration, Office of Apprenticeship.
Sponsors are required to comply with the requirements in Title 29 Code of Federal Regulations
(“CFR”) parts 29 and 30 at all times, and parts 29 and 30 shall control in the event of conflict or
ambiguity with this document. In addition to the requirements listed in the Apprenticeship Standards,
sponsors should be aware of and must comply with the additional requirements listed in this
document. There are two types of Boilerplate Standards, one for the programs jointly operated with
a union, and one for those programs operating without a union.

SECTION I - STANDARDS OF APPRENTICESHIP

Page 1 of the Boilerplate Standards should be left blank. National Guidelines for
Apprenticeship Standards are certified by the OA Administrator, and the National
Apprenticeship Standards are registered by the OA Administrator. Local standards are
registered by the Regional or State Director.

A. RESPONSIBILITIES OF THE SPONSOR:

Apprenticeship Agreement: Prior to signing the apprenticeship agreement, each selected
applicant must be given an opportunity to read and review the sponsor’s Apprenticeship Standards
approved by the Office of Apprenticeship, the sponsor’s written rules and policies, the
apprenticeship agreement, and the sections of any collective bargaining agreement (CBA) that
pertain to apprenticeship. After an applicant for apprenticeship has been selected, but before
employment as an apprentice or enrollment in related instruction, the apprentice must be covered
by a written apprenticeship agreement which must be submitted to the Office of Apprenticeship.
Such submission can be done electronically through the Registered Apprenticeship Partner
Information System (“RAPIDS”), using the Apprentice Electronic Registration process, or on ETA
Form 671. Sponsors will receive their username and login information for RAPIDS upon
registration. The Office of Apprenticeship must be advised within 45 days of the execution of each
new apprenticeship agreement. The sponsor also must provide a copy of the completed
apprenticeship agreement to the apprentice, the employer, and the union, if any. The sponsor must
provide the Office of Apprenticeship a signed copy of ETA Form 671 indicating that the employer (if
not the sponsor), the union (if applicable), and the apprentice have received the completed
apprenticeship agreement. An additional copy should be provided to a veteran’s state approving
agency for any veteran apprentice desiring access to benefits to which they are entitled.

Safety and Health Training: All apprentices must receive instruction in safe and healthful work

practices. Both on the job and in related instruction are to be in compliance with the Occupational
Safety and Health Administration standards promulgated by the Secretary of Labor under 29 U.S.C.
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651 et seq., or State standards that have been found to be at least as effective as the Federal
standards.

Maintenance of Records: Program sponsors are responsible for maintaining, at a minimum, the
following records: summary of the qualifications of each applicant; basis for evaluation and for
selection or rejection of each applicant, including applications, tests, and test results; records
pertaining to interviews; the invitation to self-identify as an individual with a disability; records of
each apprentice’s On-the-Job Learning (“OJL”); related instruction reviews and evaluations; progress
evaluations; record of job assignments, including job assignments in components of the occupation;
records pertaining to the promotion, demotion, transfer, layoff, termination, rates of pay, other
forms of compensation, conditions of work, hours of work, hours of training provided, and any
personnel records relevant to equal employment opportunity (“EE0”) complaints filed with the
Office of Apprenticeship or with other enforcement agencies. The sponsor must maintain all records
related to compliance with EEO standards required by 29 CFR § 30.3. Program sponsors must also
maintain all records relating to apprenticeship applications (whether selected or not), including, but
not limited to, the sponsor’s outreach, recruitment, interview, and selection process. Sponsors must
also retain records related to reasonable accommodations.

All records retained pursuant to part 30 must clearly identify the race, sex, ethnicity (Hispanic or
Latino/non-Hispanic or Latino), and when known, disability status of each apprentice, and where
possible, the race, sex, ethnicity, and disability status of each applicant for apprenticeship. Each
sponsor required under 29 CFR § 30.4 to develop and maintain an affirmative action program must
retain both the written affirmative action plan and documentation of its component elements set
forth in 29 CFR §§ 30.5, 30.6, 30.7, 30.8, 30.9, and 30.11. All such records are the property of the
sponsor and must be maintained for a period of five (5) years from the date of the making of the
record or the personnel action involved, whichever occurs later. Records must be made available to
the Office of Apprenticeship upon request in such form as the Office of Apprenticeship may
determine is necessary to ascertain whether the sponsor has complied or is complying with its
obligations.

Transfer: The transfer of an apprentice between apprenticeship programs and within an
apprenticeship program must be based on agreement between the apprentice and the affected
apprenticeship committees or program sponsors and must comply with the following requirements:
(1) The transferring apprentice must be provided a transcript of related instruction and OJL by the
committee or program sponsor; (2) Transfer must be to the same occupation; and (3) A new
apprenticeship agreement must be executed when the transfer occurs between the program sponsors.
The apprentice must receive credit from the new sponsor for the training already satisfactorily
completed.

Registration, Cancellation, Suspension, and Deregistration: The Office of Apprenticeship may
initiate deregistration of a sponsor’s standards upon request of the sponsor or for failure of the
sponsor to abide by the provisions herein and those contained in its Apprenticeship Standards. Such
deregistration actions will be in accordance with the Office of Apprenticeship’s applicable
regulations and procedures.
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The sponsor must notify each apprentice of the cancellation of the program and its effect on active
apprentices. If the Office of Apprenticeship requests the deregistration of the apprenticeship
program, the sponsor will notify active apprentice(s) within 15 days of the effective date of the
deregistration. The sponsor’s notification to its apprentices must specify (1) the effective date of
deregistration; (2) that such cancellation automatically deprives apprentices of individual
registration; (3) that the deregistration removes the apprentice from coverage for Federal purposes,
and; (4) that all apprentices may contact the Office of Apprenticeship for information regarding
potential transfer to other registered apprenticeship programs.

Where the Office of Apprenticeship, as a result of a compliance review, complaint investigation, or
other reason, determines that the sponsor is not operating its apprenticeship program in
accordance with part 30, the Office of Apprenticeship must notify the sponsor in writing of the
specific violation and offer technical assistance or suspend the sponsor’s right to register new
apprentices if the sponsor fails to implement a compliance action to correct the specific violation.

Amendments and Modifications: A sponsor must submit a request to its Office of Apprenticeship
to amend its Apprenticeship Standards or an apprenticeship agreement. Amendments may be
requested by contacting the Office of Apprenticeship using its preferred contact information as
listed in Section K of the Apprenticeship Standards and must be agreed upon by all parties to the
original Standards (i.e., the employer, committee, and union—note that individual apprentices are
not parties to the Standards). Amendments and modification may include notice of transfers,
suspensions, and cancellations of apprenticeship agreements and a statement of the reasons
therefore. A copy of each amendment or modification adopted must be furnished by the sponsor to
each apprentice, the Office of Apprenticeship, union (if applicable), and the apprentice to whom the
amendment or modification applies.

Compliance with Federal Law: The sponsor and all entities must comply with all applicable
Federal law and regulations in operating the apprenticeship program.

B. MINIMUM QUALIFICATIONS:

An apprentice must be atleast 16 years old unless a higher age is required by applicable law. Sponsors
may note additional minimum qualifications in Section B of their apprenticeship standards where
appropriate. Sponsors are prohibited from using discriminatory minimum qualifications.

C. APPRENTICESHIP APPROACH AND TERM:
The term of the occupation will be stated in Appendix A of the work process schedule and standards
as time-based, hybrid, or competency-based with an OJL attainment of either hours or years, as

applicable, supplemented by the required hours of related instruction. Sponsors that wish to register
multiple occupations should attach a completed Appendix A for each occupation.
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Requests for Certificate of Completion of Apprenticeship: The sponsor must certify the
completion to OA and request a Certificate of Completion of Apprenticeship for the completing
apprentice(s). Such requests are completed either electronically or in writing using the Application
for Certification of Completion of Apprenticeship Form in Appendix B.

Request for a Certificate of Training: A Certificate of Training (Interim Credential) may be
requested from OA, only for a registered apprentice who has been certified by the sponsor as having
successfully met the requirements to receive an interim credential as identified in the sponsor’s
standards. OA requires that a record of completed OJL and related instruction for the apprentice
accompany such requests. Insert interim credentials in Work Process Schedule and Related
Instruction Outline at Appendix A.

D. WORK PROCESS SCHEDULE AND RELATED INSTRUCTION OUTLINE:

1. Work Process Schedule. As part of Appendix A, all sponsors must include a statement setting
forth a schedule of the work processes in the occupation or industry divisions in which the apprentice
is to be trained and the approximate time to be spent at each process. Sponsor(s) with multiple
occupations must complete an Appendix A for each occupation. The sponsor may modify the work
processes to meet local needs prior to submitting these Standards to the Office of Apprenticeship for
approval. For free technical assistance in compiling a work process schedule, including numerous
templates and examples, visit: www.apprenticeship.gov.

Related Instruction Outline. As part of Appendix A, all sponsors must include an outline of an
organized and systematic form of instruction designed to provide the apprentice with the knowledge
of the theoretical and technical subjects related to the apprentice’s occupation. A minimum of 144
hours for each year of apprenticeship is recommended. This instruction may be accomplished
through media such as classroom, occupational or industry courses, electronic media, or other
instruction. Generally, a Related Instruction Outline should include a list of the anticipated courses,
the learning objectives, and the estimated number of hours that each course will last. For free
technical assistance with compiling a Related Instruction Outline visit: www.apprenticeship.gov.

In addition to the OJL, during the apprenticeship, the apprentice must receive related instruction
in all phases of the occupation necessary to develop the skill and proficiency of a journeyworker.
Every apprentice is required to participate in related instruction in technical subjects related to the
job as outlined as in Appendix A of the Apprenticeship Standards. Sponsors are not obligated to
compensate apprentices for time spent in related instruction. Sponsors must specify in Section D of
the Standards whether related technical instruction will be compensated. Sponsor's payment or
agreement to pay apprentices for time spent in related instruction must comply with all applicable
Federal, State, and local laws and regulations related to apprentice wages.

The sponsor must secure the instructional aids and equipment it deems necessary to provide quality
instruction. In cities, towns, or areas having no vocational schools or other schools that can furnish
related instruction, the sponsor may require apprentices to complete the related instruction
requirement through electronic media or other instruction approved by the Office of Apprenticeship.
The sponsor must inform each apprentice of the availability of college credit, if applicable.
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To the extent possible, related instruction should be closely correlated with the practical
experience and training received on the job. The sponsor must monitor and document the
apprentice’s progress in related instruction classes. The sponsor must ensure that related
instruction providers meet the State Department of Education’s requirements for a vocational-
technical instructor in the State of registration, or be a subject matter expert, such as a
journeyworker. All related instruction providers must have training in teaching techniques and adult
learning styles which may occur before or after the apprenticeship instructor has started to provide
the related technical instruction.

E. CREDIT FOR PREVIOUS EXPERIENCE:

Sponsors that provide apprentice applicants seeking credit for previous experience gained outside
the supervision of the sponsor must accept the request at the time of application and request
appropriate records and documentation to substantiate the claim. Prior to completion of the
probationary period, the amount of credit to be awarded will be determined after review of the
apprentice’s previous work and training/education record and evaluation of the apprentice’s
performance and demonstrated skill and knowledge during the probationary period. An apprentice
granted credit must be advanced to the wage rate designated for the period to which such credit
accrues. The sponsor may grant credit toward the term of apprenticeship to new apprentices. The
Office of Apprenticeship must be advised of any credit granted and the wage rate to which the
apprentice is advanced within 45 days. Such notifications can be made in RAPIDS. The granting of
advanced standing must apply to all applicants equally. If the sponsor plans to establish specific
requirements for an apprentice to receive advanced standing the sponsor should use the additional
lines in Section E of the Apprenticeship Standards.

F. PROBATIONARY PERIOD:

During the probationary period, either the apprentice or the sponsor may terminate the
apprenticeship agreement, without stated cause, by notifying the other party in writing. The records
for each probationary apprentice will be kept by the sponsor. Records may consist of periodic
reports regarding progression made in both the OJL and related instruction, and any disciplinary
action taken during the probationary period. Any probationary apprentice evaluated as satisfactory
after a review of the probationary period must be given full credit for the probationary period and
continue in the program.

When notified that an apprentice’s related instruction or on-the-job progress is found to be
unsatisfactory, the sponsor will determine whether the apprentice should continue in a probationary
status and may require the apprentice to repeat a process or series of processes before advancing to
the next wage classification.

After the probationary period, the apprenticeship agreement may be cancelled at the request of the
apprentice or may be suspended or cancelled by the sponsor for reasonable cause after documented
due notice to the apprentice and a reasonable opportunity for corrective action. For all
cancellations, the sponsor must provide written notice to the apprentice and, within 45 days, notice
to the Office of Apprenticeship of the action taken.
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G. RATIO OF APPRENTICES TO JOURNEYWORKERS:

In Appendix A, the prospective sponsor must establish a ratio of apprentice(s) to one or more
journeyworker(s), except where such ratios are expressly prohibited by a CBA. The sponsor must
comply with the registered ratio at all times.

H. APPRENTICE WAGE SCHEDULE:

Apprentices must be paid a progressively increasing schedule of wages during their apprenticeship
based on the acquisition of increased skill and competence on the job and in related instruction. The
progressive wage schedule, which may include fringe benefits, will be an increasing percentage of the
fully proficient or journeyworker wage rate as provided for in Section H and Appendix A of the
Apprenticeship Standards. The journeyworker wage rate will serve as the terminal wage that an
apprentice will receive upon completion of the apprenticeship program. The entry wage must not be
less than the minimum wage set by the Fair Labor Standards Act (including overtime), where
applicable, unless a higher wage is required by other Federal or State law or regulation, or by
collective bargaining agreement. The number of steps in the progressive wage scale, as depicted in
Appendix A, may vary based on the length and complexity of the registered apprenticeship. The
schedule of wages must increase consistent with the skills acquired by the apprentice.

I. EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION PROGRAM:

Equal Employment Opportunity Affirmative Obligations. Sponsors are required to comply

with the equal opportunity pledge in Section 1.1 and 2 of the Apprenticeship Standards. Sponsors with
five or more registered apprentices must develop an affirmative action plan within two years of
registration as required by 29 CFR § 30.4 and update the plan upon the completion of workforce
analyses required by 29 CFR §§30.5(b) and 30.7(d)(2), unless it is exempt from doing so under §
30.4(d)(2). In particular, Federal agencies and Federal contractors should consult with OA to see if
they qualify for an exemption or if their current Affirmative Action Plans are applicable under the Part
30 requirements.

All sponsors have a duty to take affirmative steps to provide equal opportunity in apprenticeship
according to 29 CFR § 30.3(b). The sponsor will designate an individual or individuals responsible for
overseeing the sponsor’s commitment to equal opportunity in registered apprenticeship, for
monitoring apprenticeship activity to ensure compliance with EEO requirements, to maintain
required records, and to generate reports. In addition to providing apprentices with the Equal
Opportunity Pledge contained in Section 1., sponsors must: post the pledge so that it is accessible to
all apprentices and applicants, including posting through electronic media; conduct orientation and
periodic information sessions (including anti-harassment training) for individuals involved in the
apprenticeship program, including apprentices and journeyworkers who regularly work with
apprentices; and maintain records to demonstrate compliance. Sponsors must engage in universal
outreach and recruitment, including developing and updating an annual list of recruitment sources
that will generate referrals from all demographic groups within the relevant recruitment area, identify
a contact person, mailing address, telephone number and email address for each recruitment source,
and provide recruitment sources with advanced notice of apprenticeship openings. Sponsors must
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maintain apprenticeship programs free from harassment, intimidation and retaliation, including
providing required anti-harassment training and addresses the right of apprentices to file a
harassment complaint under 29 CFR § 30.14. Sponsors must make all facilities and apprenticeship
activities available without regard to race, color, religion, national origin, sex, sexual orientation, age
(40 or older), genetic information, or disability except that if the sponsor provides restrooms or
changing facilities, the sponsor must provide separate or single-user restrooms and changing facilities
to assure privacy between the sexes. Sponsors must establish and implement procedures for handling
and resolving complaints about harassment and intimidation. Sponsors must comply with Federal
and State EEO laws.

Discrimination/Retaliation Prohibited. It is unlawful for a sponsor of a registered apprenticeship
program to discriminate against an apprentice or applicant for apprenticeship on the basis of race,
color, religion, national origin, sex, sexual orientation, age (40 or older), genetic information, or
disability with regard to: recruitment, outreach and selection procedures, hiring and/or placement,
upgrading, periodic advancement, promotion, demotion, transfer, layoff, termination, right of return
from layoff, and rehiring. Additionally, sponsors are prohibited from discrimination in rotation among
work processes; imposition of penalties or other disciplinary action; rates of pay or any other form of
compensation and changes in compensation; conditions of work; hours of work and hours of training
provided; job assignments; leaves of absence, sick leave, or any other leave; and any other benefit,
term, condition, or privilege associated with apprenticeship. The Office of Apprenticeship will look to
the legal standards and defenses applied under the Federal laws listed at 29 CFR § 30.3(a)(2) in
determining whether a sponsor has engaged in an unlawful discriminatory practice.

It is also unlawful to intimidate, threaten, coerce, retaliate against, or discriminate against a
participant in an apprenticeship program because the individual has: (1) filed a complaint alleging a
violation of 29 CFR part 30; (2) opposed a practice prohibited by the provisions of 29 CFR part 30 or
any other Federal or State equal opportunity law; (3) furnished information to, or assisted or
participated in any manner, in any investigation, compliance review, proceeding, or hearing under 29
CFR part 30 or any Federal or State equal opportunity law; or (4) otherwise exercised any rights and
privileges under the provisions of 29 CFR part 30.

Selection Procedures. Sponsors are prohibited from using discriminatory selection procedures. The
Office of Apprenticeship will review the selection procedures provided in Section I to ensure
compliance with 29 CFR § 30.10. Selection Procedures are required no matter how many apprentices
are registered in the program. In sum, selection procedures must: (1) comply with the Uniform
Guidelines on Employee Selection Procedures, including the requirements to evaluate the impact of
the selection procedure on race, sex, and ethnic groups and, if any selection procedure results in an
adverse impact against one of those groups, demonstrating that the procedure is job related and
consistent with business necessity; (2) be uniformly and consistently applied to all applicants and
apprentices within each selection procedure utilized; (3) comply with title I of the ADA and the EEOC'’s
implementing regulations at part 1630, which includes that procedures must not screen out or tend
to screen out individual(s) with disabilities unless the selection criteria is job related and consistent
with business necessity; and (4) be facially neutral in terms of any protected category under part 30.
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J. COMPLAINT PROCEDURES:

Section ] of the Apprenticeship Standards addresses four types of complaints; complaints covered by
a CBA, complaints not covered by a CBA, complaints to the appropriate Office of Apprenticeship, and
complaints alleging discrimination. Space is provided for the sponsor to fill-in the appropriate
contact information for the contact person the sponsor wishes to designate to resolve disputes not
governed by a CBA. The Office of Apprenticeship is responsible for resolving complaints that allege
discrimination, or, that could not be resolved by the sponsor and do not involve a matter covered by
a CBA. Space is provided for the Office of Apprenticeship to fill-in its preferred contact information.
Nothing in these complaint procedures precludes an apprentice from pursuing any other remedy
authorized under another Federal, State, or local law.

EEO Complaint Procedures (29 CFR § 30.14). An apprentice, applicant for apprenticeship, or
authorized representative of an apprentice or applicant may file a complaint with the Registration
Agency if the apprentice if the apprentice or applicant believes that:

e The apprentice or applicant has been discriminated against or harassed on the basis of race,
color, religion, national origin, age (40 or older), genetic information, disability, sex or sexual
orientation with regard to apprenticeship.

e The apprentice or applicant has been retaliated against for the following:

o Filing a complaint alleging a violation of 29 CFR § 30;

o Opposing a practice prohibited by 29 CFR § 30 or federal or state equal opportunity
law;

o Furnishing information to, or assisting or participating in, an investigation or
proceeding under 29 CFR § 30 or federal or state equal opportunity law;

o Exercising any rights and privileges under 29 CFR § 30; or

o Equal opportunity standards with respect to the apprentice’s selection or any other
benefit, term, condition, or privilege associated with apprenticeship have not been
followed in the operation of an apprenticeship program.

Complaints regarding discrimination. Sponsors must provide written notice to all applicants for
apprenticeship and all apprentices of their right to file a discrimination complaint and the procedures
for doing so. The notice must include the address, phone number, and other contact information for
the Registration Agency that will receive and investigate complaints filed under this part. The notice
must be provided in the application for apprenticeship and must also be displayed in a prominent,
publicly available location where all apprentices will see the notice. The notice must contain the
specific wording set forth at 29 CFR § 30.14(b).

Other general complaints. ].2 addresses complaints concerning issues covered by the
apprenticeship agreement or standards, but not covered by a CBA or concerning discrimination or
other equal opportunity matter. Either party to the apprenticeship agreement may consult with the
Registration Agency for an interpretation of any provision of these standards over which differences
occur.
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Such complaints must be in writing and signed by the complainant or the authorized representative
and must be submitted within 60 days of any final sponsor decision. The complaint must set forth the
specific matter(s) complained of and state the relevant facts and circumstances. Copies of any
pertinent documentation must accompany the complaint.

K. OFFICE OF APPRENTICESHIP GENERAL CONTACT INFORMATION:

The Registration Agency is either the National Office of Apprenticeship or the local OA representative
in which the standards are registered. General Contact information will be provided as part of the
registration process.

SECTION II - APPENDICES AND ATTACHMENTS

Appendix A - Work Process Schedule, Related Instruction Outline, Apprentice Wage Schedule, Ratio of
Apprentices to Journeyworkers, Type of Occupation, Term of Apprenticeship, Selection Procedures and
Probationary Period: See Sections D, F, G, H, and I of this Reference Guide. Sponsor(s) with multiple
occupations must complete an Appendix A for each occupation.

Appendix B (ETA Form 671 - Apprenticeship Agreement and Application for Certification of Completion
of Apprenticeship: May be completed in RAPIDS after program registration.

Appendix C (Affirmative Action Plan (AAP): Sponsors are required to develop an AAP within two
years of registration for programs with 5 or more registered apprentices. Information and technical
assistance materials relating to the creation and maintenance of an affirmative action plan will be
made available on the Office of Apprenticeship’s website.

Appendix D (Employer Acceptance Agreement): A sample agreement has been provided for
employers who choose to sign on under the sponsor’s approved standards. Please use Appendix D
when developing standards for multiple employers.

SECTION II PART 1 - COLLECTIVE BARGAINING PROVISIONS (IF APPLICABLE)

Section II Part 1 is for sponsors registering a program where the apprentices will be covered by a
CBA. Such sponsors must furnish to the appropriate union a copy of its completed Apprenticeship
Standards as well as all attachments. Normally, the appropriate union officials should sign in the
designated spaces. However, if the union elects not to participate in the registration process, the
Office of Apprenticeship will allow 45 days to receive union comments before registering the
program.

SECTION III - SIGNATURES

The Program Sponsor(s) may designate the appropriate person(s) to sign the Standards on their
behalf.
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SECTION IV - DISCLOSURE AGREEMENT (optional)

Program Sponsors may indicate their preference and authorization for OA staff to share the Work
Process Schedule and Related Instruction Outline in Appendix A with other entities seeking to
establish Apprenticeship Programs.

GLOSSARY OF TERMS

1.

2,

3.

APPRENTICE: Means a worker at least 16 years of age, except where a higher minimum age
standard is otherwise fixed by law, who is employed to learn an apprenticeable occupation as
provided in §29.4 under standards of apprenticeship fulfilling the requirements of §29.5.

APPRENTICESHIP AGREEMENT: Means a written agreement, complying with §29.7, between
an apprentice and either the apprentice’s program sponsor, or an apprenticeship committee
acting as agent for the program sponsor(s), which contains the terms and conditions of the
employment and training of the apprentice.

APPRENTICESHIP APPROACHES:

COMPETENCY-BASED APPROACH: Measures skill acquisition through the individual
apprentice’s successful demonstration of acquired skills and knowledge, as verified by the
program sponsor. Programs utilizing this approach must still require apprentices to complete
an on-the-job learning component of Registered Apprenticeship. The program standards must
address how on-the-job learning will be integrated into the program, describe competencies,
and identify an appropriate means of testing and evaluation for such competencies.

HYBRID APPROACH: Measures the individual apprentice’s skill acquisition through a
combination of specified minimum number of hours of on-the-job learning and the successful
demonstration of competency as described in a work process schedule.

TIME-BASED APPROACH: Measures skill acquisition through the individual apprentice’s
completion of at least 2,000 hours of on-the-job learning as described in a work process
schedule.

CERTIFICATE OF COMPLETION OF APPRENTICESHIP: The credential issued by the Office of
Apprenticeship to those registered apprentices certified and documented as having
successfully completed the apprentice training requirements outlined in these standards of
apprenticeship.

EMPLOYER: Means any person or organization employing an apprentice whether or not such
person or organization is a party to an Apprenticeship Agreement with the apprentice.

EMPLOYER ACCEPTANCE AGREEMENT: Means an agreement between the sponsor and an
undersigned participating employer which agrees to carry out the intent, purpose, rules and
decisions of the sponsor established under an approved set of Registered Apprenticeship
Standards.

JOURNEYWORKER: Means a worker who has attained a level of skill, abilities and
competencies recognized within an industry as having mastered the skills and competencies
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required for the occupation. (Use of the term may also refer to a mentor, technician, specialist
or other skilled worker who has documented sufficient skills and knowledge of an occupation,
either through formal apprenticeship or through practical on-the-job experience and formal
training.)

TRAINING REQUIREMENTS:

ON-THE-JOB LEARNING (OJL): Tasks learned on-the-job in which the apprentice must
become proficient before a completion certificate is awarded. The learning must be through
structured, supervised work experience.

RELATED INSTRUCTION: Means an organized and systematic form of instruction designed to
provide the apprentice with the knowledge of the theoretical and technical subjects related to
the apprentice’s occupation. Such instruction may be given in a classroom, through
occupational or industrial courses, or by correspondence courses of equivalent value,
electronic media, or other forms of self-study approved by the Office of Apprenticeship.

WORK PROCESS SCHEDULE: An outline of the tasks in which the apprentice will receive
supervised work experience and training on the job, and the allocation of the approximate
amount of time to be spent in each major process.

REGISTERED APPRENTICESHIP PARTNERS INFORMATION DATA SYSTEM (RAPIDS): A
Federal system that provides for the automated collection, retention, updating, retrieval, and
summarization of information related to apprentices and apprenticeship programs.

SPONSOR: Means any person, association, committee, or organization operating an
apprenticeship program and in whose name the program is (or is to be) registered or approved.
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