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	PURPOSE:  To inform the staff of OA and the State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of new National Guidelines for Apprenticeship Standards for the WorkForce Technician Education Center (WTEC).  

BACKGROUND:  These new National Guidelines for Apprenticeship Standards, submitted by Mr. Don Langston, President and CEO of Aire Rite Air Conditioning and Refrigeration and Mr. Michael Winters, Educational Consultant for WTEC, were approved by the OA Administrator on March 9, 2018.  These National Guidelines for Apprenticeship Standards are a model for developing local apprenticeship programs registered with OA or an SAA for the occupation of Heating-Ventilation-Air Conditioning-Refrigeration Technician  (Existing Title: Heating, Ventilation, and Air Conditioning).  

ACTION:  The OA staff should familiarize themselves with this bulletin.  Copies 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 Mr. Ken Lemberg, Apprenticeship and Training Representative, at (202) 693-3836.  
NOTE:  This bulletin is being sent via electronic mail.  
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FOREWORD


These Workforce Technician Education Center (WTEC) apprenticeship standards have as their objective the training of Heating-Ventilation-Air Conditioning-Refrigeration (HVACR) Technician (Existing Title:  Heating, Ventilation, and Air Conditioning) skilled in all phases of the HVACR industry.  The WTEC recognizes that in order to accomplish this, there must be well-developed on-the-job learning (OJL) combined with related instruction.  This apprenticeship training is focused on HVACR and indoor environmental solutions related to HVACR.  It includes construction, installation, service, and maintenance in commercial and industrial settings. The focus is to reach the existing workforce that needs middle skill development to advance into a Journey level HVACR position, veterans, women, and minority underserved populations. Our focus is to help close existing apprenticeship gaps that deal with the HVACR optimization, service, and maintenance in the commercial segment that community college and specialty trade schools do not currently provide for their students to gain the OJL.  Additionally this apprenticeship will provide existing workforce individuals in HVACR that are in entry level positions a pathway to journey level related instruction and 8,500-10,000 hours of OJL in HVACR.

This recognition has resulted in the development of these standards of apprenticeship.  They were developed in accordance with the basic standards recommended by the U.S. Department of Labor, Office of Apprenticeship, as a basis from which the WTEC can work to establish an apprenticeship training program that meets the particular needs of the area.


SECTION I – PROGRAM ADMINISTRATION (EXAMPLES)


The WTEC is responsible for the administration of all aspects of a Registered Apprenticeship program.  WTEC encompasses (as per definition section) any person, association, committee, or organization operating an apprenticeship program and in whose name the program is (or is to be) registered or approved.  The WTEC, at its discretion, may establish an Apprenticeship and Training Committee (ATC) to carry out necessary responsibilities and duties required in these Standards of Apprenticeship.  If an ATC is established by the WTEC, a list of the membership and the areas of expertise they represent must be provided to the Registration Agency.  While the Office of Apprenticeship recommends that the Sponsor utilize the services of an ATC, the WTEC may also elect to administer the program without the services of an ATC.

Responsibilities of the WTEC

A. Cooperate in the selection of apprentices as outlined in this program.


B. Ensure that all apprentices are under written apprenticeship agreements.


C. Review and recommend apprenticeship activities in accordance with this program.


D. Establish the minimum standards of education and experience required of apprentices.


E. Register the local apprenticeship standards with the Registration Agency.


F. Hear and resolve all complaints of violations of apprenticeship agreements.


G. Arrange evaluations of apprentices' progress in manipulative skills and technical knowledge.


H. Maintain records of all apprentices, showing their education, experience, and progress in learning the occupation.


I. Certify to the Registration Agency that apprentices have successfully completed their apprenticeship program.


J. Notify, within 45 days, the Registration Agency of all new apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions and cancellations with explanation of causes 


K. Supervise all the provisions of the local standards and be responsible, in general, for the successful operation of the standards by performing the duties here listed.  Cooperate with public and private agencies, which can be of assistance in obtaining publicity to develop public support of apprenticeship.  Keep in contact with all parties concerned, including apprentices, employers, and journeyworkers.


L. Provide each apprentice with a copy of these standards, along with any applicable written rules and policies.  Require the apprentice to sign an acknowledgment receipt of same.  Follow this procedure whenever revisions or modifications are made to the rules and policies.

M. When notified that an apprentice’s related instruction or on-the-job progress is found to be unsatisfactory, the WTEC 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.  Should it be found in the course of this determination that the apprentice does not have the ability or desire to continue the training to become a journeyworker, the WTEC will, after the apprentice has been given adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR § 29. 7(h)(1)(2)(i) and (ii).

N. The WTEC, in conjunction with the employer, will provide each registered apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program.  If the Sponsor is unable to fulfill its training and/or employment obligation in conformance with these standards, the Sponsor will, per Section XXI of these standards and with the apprentice’s consent, make a good-faith effort to facilitate a transfer of the apprentice to another registered employer for completion of the apprenticeship. 

O. Provide apprentices with a copy of the written rules and policies and the apprentice will sign an acknowledgment receipt of same.  This procedure will be followed whenever revisions or modifications are made to the rules and policies.

If conditions of business make it necessary to temporarily suspend the period of apprenticeship, apprentices suspended for this reason will be given the opportunity to resume their active apprenticeships before any additional apprentices are employed.  The suspension and reinstatement of apprentices shall be done in relation to retention of the most advanced apprentice and in accordance with the company policy for breaks in seniority.


Suggested Structure of the Apprenticeship and Training Committee (ATC) - Optional

A. Members of the ATC will be selected by the groups they represent.


B. Membership will be composed of an equal number of representatives of the employer(s) and of the employees represented. Technical Assistance - such as that from the U.S. Department of Labor, Office of Apprenticeship, State Apprenticeship Agencies, and vocational schools - may be requested to advise the ATC.

Suggested Administrative Procedures


A. The ATC will elect a chairperson and a secretary and will determine the time and place of regular meetings.  Meetings will be held as frequently as needed to effectively manage the program.  Written minutes of the meetings will be kept.


B. The chairperson and secretary will have the power to vote on all questions affecting apprenticeship.


C. The offices of chairperson and secretary will rotate (insert frequency) among members of the ATC.


SECTION II - EQUAL OPPORTUNITY PLEDGE – 29 CFR §§ 29.5(b)(21) and 30.3(c)(1)

The WTEC 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.  The WTEC 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. 

SECTION III - AFFIRMATIVE ACTION PLAN AND SELECTION PROCEDURES – 29 CFR §§ 29.5(b)(21), 30.4, and 30.10

Sponsors are required to provide written selection procedures (Appendix D), which will become part of these standards of apprenticeship and those with 5 or more registered apprentices are required to adopt an affirmative action plan (Appendix C) by two years from the date of registration.  However, the Office of Apprenticeship encourages the development of these two plans for all programs regardless of apprentice numbers. For programs with fewer than 5 apprentices, these plans are not required, and the sponsor may continue to select apprentices in conformance with its current human resources and equal employment opportunity hiring policies.

SECTION IV - QUALIFICATIONS FOR APPRENTICESHIP – 29 CFR § 29.5(b)(10) 

Applicants will meet the following minimum qualifications.  These qualification standards, and the score required on any standard for admission to the applicant pool, must be directly related to job performance, as shown by a statistical relationship between the score required for admission to the pool and performance in the apprenticeship program: 


A.
Age 


Minimum age qualification required by the sponsor for persons entering the apprenticeship program must not be less than 16 years of age with parental consent or 18 years of age. Applicant must provide evidence of minimum age respecting any applicable State Laws or regulations.

B.
Education

A high school diploma, General Educational Development (GED) equivalency or other high school equivalency credential is required.  Applicant must provide an official transcript(s) for high school and any post-high school education.  Applicant must submit the GED certificate or other high school equivalency credential if applicable. 

Applicants that qualify must submit a DD-214 to verify military training and/or experience if they are a veteran and wish to receive consideration for such training/experience.

C.
Physical

Applicants will be physically capable of performing the essential functions of the duties   this occupation requires (as per the O*NET Department of Labor guidelines, Bureau of Labor Statistics (BLS) Occupational Outlook Handbook https://www.bls.gov/ooh/installation-maintenance-and-repair/heating-air-conditioning-and-refrigeration-mechanics-and-installers.htm).  Where possible the program sponsor will provide appropriate reasonable accommodations for individuals with disabilities. The apprenticeship program, when providing a reasonable accommodation, will not pose a direct threat to the health and safety of the individual or others. 


Applicants will pass a physical agility test, fitness test, or screen for the current illegal use of drugs on acceptance into the program and prior to being employed.


D. Skill Gap Assessments 

Applicants must complete the ASSET test of: Writing Skills, Reading Skills, and Numerical Skills; or the COMPASS test of: Writing Skills, Reading Skills, and Numerical Skills. 

Identified skills gaps will provide WTEC with the ability to assist the individual apprentices with a personal learning plan. Additional support will be provided in collaboration with educational partners for high school diploma completion or other academic remediation. 


Aptitude skills gaps will be identified and then added to the personal learning plan so instructors, mentors and coaches in the apprenticeship program can provide individualized attention for each as needed to meet the required skills in the related industry instruction.  

The applicant must complete a Department of Transportation drug test at the prescribed clinic determined by the WTEC-Sponsor with negative results. The test results must be within 15 days of application submission and must be submitted with the completed application.


Applicants must be interviewed and screened and/or referred by instructor from a partner Local Education Agency (LEA), or manager’s recommendation provided by journeyworker referral to the manager for the apprentice program.


SECTION V - APPRENTICESHIP AGREEMENT – 29 CFR §§ 29.3(d), 29.3(e), and 29.5(b)(11)


After an applicant for apprenticeship has been selected, but before employment as an apprentice or enrollment in related instruction, the apprentice will be covered by a written apprenticeship agreement (Appendix B) which can be submitted electronically through the Registered Apprenticeship Partners Information Data System, using the Apprentice Electronic Registration 

process by the WTEC and the apprentice and approved by and registered with the Registration Agency.  Such agreement will contain a statement making the terms and conditions of these standards a part of the agreement as though expressly written therein.  The WTEC shall provide a copy of the apprenticeship agreement to the apprentice, the Registration Agency, and the employer.  An additional copy will be provided to the veteran’s state approving agency for those veteran apprentices desiring access to any benefits to which they are entitled.


Prior to signing the apprenticeship agreement, each selected applicant will be given an opportunity to read and review these standards, the WTEC’s written rules and policies, and the apprenticeship agreement.  

The Registration Agency will be advised within 45 days of the execution of each apprenticeship agreement and will be given all the information required for registering the apprentice.

SECTION VI – SUPERVISION OF APPRENTICES AND RATIOS –29 CFR § 29.5(b)(14) and 29 CFR § 29.5(b)(7)

No apprentice shall work without proper or adequate supervision of the journeyworker.


For the purpose of these apprenticeship standards, adequate or proper supervision of the apprentice means the apprentice is under the supervision of a fully qualified journeyworker or supervisor at all times who is responsible for making work assignments, providing OJL, and ensuring safety at the worksite.


To adequately or properly supervise an apprentice does not mean the apprentice must be within eyesight or reach of the supervisor, but that the supervisor knows what the apprentice is working on; is readily available to the apprentice; and is making sure the apprentice has the necessary instruction and guidance to perform tasks safely, correctly, and efficiently. Supervision is the necessary education, assistance, and control provided by a journey- level employee that is on the same job site. The WTEC will assure that apprentices are under the supervision of competent and qualified journey-level workers on the job who are responsible for the work being performed, to ensure safety and training in all phases of the work. 


The supervisor of apprentice(s) designated by the employer will be responsible for the apprentice’s work assignments, and will ensure the apprentice is working under the supervision of a skilled journeyworker, evaluation of work performance, and completion and submittal of progress reports to the WTEC.

The WTEC has established a numeric ratio of one (1) apprentice to one (1) fully proficient worker (journeyworker) consistent with proper supervision, training, safety, and continuity of employment throughout the apprenticeship.  The ratio language must be specific and clearly described as to its application to the jobsite, workforce, department, or plant.  The ratio of apprentices to fully proficient workers (journeyworkers) will be as noted in Appendix A.


SECTION VII - TERM OF APPRENTICESHIP – 29 CFR § 29.5(b)(2)

The term of the occupation will be a hybrid with a Related Classroom Learning (RCL)/OJL total attainment of RCL 1300 hours and of OJL 8,500-10,000 hours equivalent which is full-time work for five (5) Years.  The specific details of the required hours of related instruction as stated are provided in the Work Process Schedule and Related Instruction Outline (Appendix A).  


The WTEC micro certifications function as accomplishment benchmarks that are industry, business or educationally recognized certifications that are transferable certifications or certificates to assist in each apprentice or journeyworker career pathway advancement in the organization, which may or may not include interim credentials leading to the Certificate of Completion of Apprenticeship. These certifications or certificates are stated in the Related Instruction Outline (Appendix A).

SECTION VIII - PROBATIONARY PERIOD – 29 CFR §§ 29.5(b)(8) and 29.5(b)(20)


Every applicant selected for apprenticeship will serve a probationary period.  The probationary period cannot exceed 25 percent of the length of the program or 1 year, whichever is shorter.  The probationary period shall be 12 months or 2,000 of OJL hours.


During the probationary period, either the apprentice or the WTEC may terminate the apprenticeship agreement, without stated cause, by notifying the other party in writing.  The records for each probationary apprentice will be reviewed prior to the end of the probationary period.  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 will be given full credit for the probationary period and continue in the program.


After the probationary period, the apprenticeship agreement may be cancelled at the request of the apprentice or may be suspended or cancelled by the WTEC for reasonable cause after documented due notice to the apprentice and a reasonable opportunity for corrective action.  In such cases, the WTEC will provide written notice to the apprentice and to the Registration Agency of the final action taken.


SECTION IX - HOURS OF WORK


Apprentices will generally work the same hours as fully proficient workers (journeyworkers), except that no apprentice will be allowed to work overtime if it interferes with attendance in related instruction classes.  Apprentices who do not complete the required hours of OJL during a given segment will have the term of that segment extended until they have accrued the required number of hours of training.


SECTION X - APPRENTICE WAGE PROGRESSION – 29 CFR § 29.5(b)(5)


Apprentices will be paid a progressively increasing schedule of wages and fringe benefits during their apprenticeship based on the acquisition of increased skill and competence on the job and in related instruction.  Before an apprentice is advanced to the next segment of training or to fully proficient or journey worker status, the WTEC will evaluate all progress to determine whether advancement has been earned by satisfactory performance in OJL and in related instruction courses.  In determining whether satisfactory progress has been made, the WTEC will be guided by the work experience and related instruction records and reports.


The progressive wage schedule and fringe benefits will be an increasing percentage of the fully proficient or journeyworker wage rate.  The percentages that will be applied to the applicable fully proficient or journeyworker rate are shown on the attached Work Process Schedule and Related Instruction Outline (Appendix A).  In no case will the starting wages of apprentices be less than that required by any minimum wage law that may be applicable. 


The WTEC may accelerate, by an evaluation process, the advancement of apprentices who demonstrate abilities and mastery of the occupation to the level for which they are qualified based on demonstrated competency. When the apprentice is granted advanced standing, the WTEC must notify the employer/training agent of the appropriate wage per the wage progression schedule specified in these Standards. 

SECTION XI - CREDIT FOR PREVIOUS EXPERIENCE – 29 CFR §§ 29.5(b)(12), and 30.3(a)(1)

The WTEC may grant credit toward the term of apprenticeship to new apprentices.  Credit will be based on demonstration of previous skills or knowledge equivalent to those identified in these standards.


Apprentice applicants seeking credit for previous experience gained outside the supervision of the WTEC must submit the request at the time of application and furnish such records, affidavits, official transcripts, and other course outline including the course syllabus to substantiate the claim. Applicants requesting such credit who are selected into the apprenticeship program will start at the beginning wage rate.  The request for credit will be evaluated and a determination made by the WTEC during the probationary period when actual on-the-job and related instruction performance can be examined.   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 applicant who is a veteran and who wishes to receive consideration for military training and/or experience must submit a DD-214.  Applicants requesting credit for previous experience who are selected into the apprenticeship program will start at the beginning wage rate.  The request for credit will be evaluated and a determination made by the WTEC during the probationary period, when actual on-the-job and related instruction performance can be examined.  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 will be advanced to the wage rate designated for the period to which such credit accrues.  The Registration Agency will be advised of any credit granted and the wage rate to which the apprentice is advanced.  The granting of advanced standing will be uniformly applied to all apprentices.


SECTION XII - WORK EXPERIENCE – 29 CFR § 29.5(b)(3) 


During the apprenticeship, the apprentice will receive OJL and related instruction in all phases of the occupation necessary to develop the skill and proficiency of a skilled journeyworker.  The OJL will be under the direction and guidance of the apprentice’s supervisor.

SECTION XIII - RELATED INSTRUCTION – 29 CFR § 29.5(b)(4)


Every apprentice is required to participate in coursework related to the job as outlined in Appendix A.  A minimum of 260 hours of related instruction is recommended for each year of the apprenticeship.  Apprentices agree to take such courses as the WTEC deems advisable.  The WTEC will 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 WTEC may require apprentices to complete the related instruction requirement through electronic media or other instruction approved by the Registration Agency.

Apprentices will not be paid for hours spent attending related instruction classes.


If applicable the WTEC will inform each apprentice of the availability of college credit.  

Any apprentice who is absent from related instruction will satisfactorily complete all coursework missed before being advanced to the next period of training.  In cases of failure of an apprentice to fulfill the obligations regarding related instruction without due cause, the WTEC will take appropriate disciplinary action and may terminate the apprenticeship agreement after due notice to the apprentice and opportunity for corrective action.


To the extent possible, related instruction will be closely correlated with the practical experience and training received on the job.  The WTEC will monitor and document the apprentice’s progress in related instruction classes.


The WTEC will secure competent instructors whose knowledge, experience, and ability to teach will be carefully examined and monitored.  The WTEC may require the instructors to attend instructor training to meet the requirements of 29 CFR § 29.5(b)(4)(i)(ii) or state regulations.

SECTION XIV - SAFETY AND HEALTH TRAINING – 29 CFR § 29.5(b)(9)


All apprentices will receive instruction in safe and healthful work practices both on the job and in related instruction that are in compliance with the Occupational Safety and Health Administration standards promulgated by the Secretary of Labor under 29 U.S.C. 651 et seq., as amended, or state standards that have been found to be at least as effective as the federal standards. 


Apprentices will be taught that accident prevention is very largely a matter of education, vigilance, and cooperation and that they should strive at all times to conduct themselves in their work to ensure their own safety and that of their fellow workers.

SECTION XV - MAINTENANCE OF RECORDS – 29 CFR §§ 29.5(b)(6), 29.5(b)(23), and 30.12(d)

The WTEC is 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;


· records pertaining to interview;

· the original application;

· records of each apprentice’s OJL;


· related instruction reviews and evaluations;


· progress evaluations; 


· record of job assignments, promotions, demotions,



layoffs, or terminations, rates of pay; and


· any other actions pertaining to the apprenticeship


The WTEC will also maintain all records relating to apprenticeship applications (whether selected or not), including, but not limited to, the WTEC’s outreach, recruitment, interview, and selection process.  Such records will clearly identify minority and female (minority and nonminority) applicants and must include, among other things, the basis for evaluation and for selection or rejection of each applicant.  For a complete list of records that the WTEC is required to maintain under 29 CFR § 30, please refer to 29 CFR § 30.12.


All such records are the property of the WTEC. The  WTEC  will maintain for a period of five (5) years from the date of last action, all records relating to apprentice applications (whether selected or not), the employment and training of apprentices, and any other information relevant to the operation of the apprenticeship program.  This includes, but is not limited to, records on the recruitment, application and selection of apprentices, and records on the apprentice’s job assignments, promotions, demotions, layoffs, terminations, rate of pay, or other forms of compensation, hours of work and training, evaluations, and other relevant data.  The records will permit identification of minority and female (minority and non-minority) participants.  These records will be made available on request to the Registration Agency.

Each apprentice will be responsible for maintaining a record of his/her work experience/training on-the-job and in related instruction and for having this record verified by his/her supervisor at the end of each week.  The WTEC will coordinate and validate the apprenticeship record with the employer’s coordination and work order system to verify the apprentices records match the work and hours recorded in the apprentice’s record book. 


The apprentice will authorize an effective release of his/her completed related instruction records from the local school authorities to the WTEC. The record cards and all data, written records of progress evaluations, and corrective and final actions pertaining to the apprenticeship, will be maintained by and will be the property of the WTEC.  This record will be included in each apprentice’s record file maintained by the WTEC. 


Before each period of advancement, or at any other time when conditions warrant, the WTEC will evaluate the apprentice’s record to determine whether he/she has made satisfactory progress.  If an apprentice’s related instruction or on-the-job progress is found to be unsatisfactory, the WTEC may determine whether the apprentice will continue in a probationary status, or require the apprentice 

to repeat a process or series of processes before advancing to the next wage classification.  In such cases, the WTEC will initiate a performance improvement plan with the apprentice.


Should it be found that the apprentice does not have the ability or desire to continue the training to become a journey worker, the WTEC will, after the apprentice has been given adequate assistance and opportunity for corrective action, terminate the Apprenticeship Agreement. 

SECTION XVI - CERTIFICATE OF COMPLETION OF APPRENTICESHIP – 29 CFR § 29.5(b)(15), and Circular 2015-02

Upon satisfactory completion of the requirements of the apprenticeship program as established in these Standards, the WTEC will so certify to the Registration Agency and request the awarding of a Certificate of Completion of Apprenticeship to the completing apprentice(s).  Such requests may be completed electronically using the Registered Apprenticeship Partners Information Data System 2.0 (RAPIDS 2.0) or in writing using the supplied U. S. Department of Labor, ETA, Office of Apprenticeship, Application for Certification of Completion of Apprenticeship Form in (Appendix B), accompanied by the appropriate documentation for both on-the-job learning and the related instruction as may be required by the Registration Agency.

SECTION XVII - NOTICE TO REGISTRATION AGENCY – 29 CFR §§ 29.3(d), 29.3(e), and 29.5(b)(19)


The Registration Agency must be notified within 45 days of any apprentice action - e.g., registered, reinstated, extended, modified, granted credit, completed, transferred, suspended, canceled - and a statement of the reasons therefore.


SECTION XVIII - REGISTRATION, CANCELLATION, AND DEREGISTRATION – 29 CFR §§ 29.5(b)(18), 29.8(a)(2), and 29.8(b)(8)

These standards will, upon adoption by the WTEC, be submitted to the Registration Agency for approval.  Such approval will be acquired before implementation of the program.


The WTEC reserves the right to discontinue at any time the apprenticeship program set forth herein.  The WTEC will notify the Registration Agency within 45 days in writing of any decision to cancel the program.


The Registration Agency may initiate deregistration of these standards for failure of the WTEC to abide by the provisions herein.  Such deregistration will be in accordance with the Registration Agency’s regulations and procedures. 

The WTEC will notify each apprentice of the cancellation of the program and the effect of same.  If the apprenticeship program is cancelled at the WTEC’s request, the WTEC will notify the apprentice(s) within 15 days of the date of the Registration Agency’s acknowledgment of the WTEC’s request.  If the Registration Agency orders the deregistration of the apprenticeship program, the WTEC will notify the apprentice(s) within 15 days of the effective date of the order.  This notification will conform to the requirements of 29 CFR § 29.8.


SECTION XIX - AMENDMENTS AND MODIFICATIONS – 29 CFR § 29.5(b)(18)


These standards may be amended or modified at any time by the WTEC provided that no amendment or modification adopted will alter any apprenticeship agreement in force at the time without the consent of all parties.  Such amendment or modification will be submitted to the Registration Agency for approval and registration prior to being placed in effect.  A copy of each amendment or modification adopted will be furnished to each apprentice to whom the amendment or modification applies.


SECTION XX - ADJUSTING DIFFERENCES; COMPLAINT PROCEDURE – 29 CFR §§ 29.5(b)(22), 29.7(k), and 30.14

The WTEC will have full authority to enforce these standards.  Its decision will be final and binding on the employer, the sponsor, and the apprentice, unless otherwise noted below.


If an applicant or an apprentice believes an issue exists that adversely affects his/her participation in the apprenticeship program or violates the provisions of the apprenticeship agreement or standards, the applicant or apprentice may seek relief through one or more of the following avenues, based on the nature of the issue:


29 CFR § 29.7(k) 

The WTEC will hear and resolve all complaints of violations concerning the apprenticeship agreement and the registered apprenticeship standards for which written notification is received within 15 days of the alleged violations.  The WTEC will make such rulings as it deems necessary in each individual case within 30 days of receiving the written notification.  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.  The name and address of the appropriate authority to receive, process, and dispose of complaints is:

Mr. Michael Winters, or WTEC Apprenticeship Liaison, or Employer Apprenticeship Liaison

15122 Bolsa Chica Street


Huntington Beach, CA 92649


Phone: 1-626-319-6776 

Email: michael.winters@wtec.training

29 CFR § 30.14

Any apprentice or applicant for apprenticeship who believes that he/she has been discriminated against on the basis of: 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 forty years old or older with regard to apprenticeship or that the equal opportunity standards with respect to his/her selection have not been followed in the operation of an apprenticeship program may, personally or through an authorized representative, file a written complaint with the Registration Agency, at the apprentice or applicant’s election, with the private review body established by the WTEC (if applicable).  

The complaint shall be in writing and shall be signed by the complainant.  It must include the name, address, and telephone number of the person allegedly discriminated against, the program WTEC involved, and a brief description of the circumstances of the failure to apply the equal opportunity standards provided in 29 CFR § 30.


The complaint must be filed not later than 300 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.  However, the time may be extended by the Registration Agency for good cause shown.


Complaints of discrimination and failure to follow equal opportunity standards in the apprenticeship program may be filed and processed under 29 CFR § 30 and the procedures set forth above.  The WTEC shall provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices.


SECTION XXI - TRANSFER OF AN APPRENTICE AND TRAINING OBLIGATION – 29 CFR § 29.5(b)(13) 


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 WTEC and must comply with the following requirements:


i. The transferring apprentice must be provided a transcript of related instruction and OJL by the committee or program WTEC;


ii. Transfer must be to the same occupation; and

iii. A new apprenticeship agreement must be executed when the transfer occurs between the program WTEC.


The apprentice must receive credit from the WTEC for the training already satisfactorily completed.


SECTION XXII - RESPONSIBILITIES OF THE APPRENTICE 

Apprentices, having read these standards formulated by the WTEC, agree to all the terms and conditions contained herein and agree to abide by the WTEC’s rules and policies, including any amendments, and to serve such time, perform such manual training, and study such subjects as the WTEC may deem necessary to become a skilled journey worker in HVACR . 

In signing the apprenticeship agreement, apprentices assume the following responsibilities and obligations under the apprenticeship program:


A. Drugs and Alcohol 

a. The WTEC is committed to providing a training and learning experience free from the influence of drugs and alcohol. Apprentices are prohibited from reporting to school, work, WTEC Committee meetings, orientation, or any school WTEC education community service project under the influence of drugs or alcohol. Apprentices who violate this policy are subject to discipline, up to and including, possible cancellation of their apprenticeship. 

b. Any apprentice who fails to pass a drug or alcohol test administered as a condition of employment by a training agent will be brought before the Committee for possible disciplinary action. Submitting a cold sample or in any way altering, diluting, or adulterating a sample will qualify as a failure to pass. Whether the apprentice passed the test will be determined based on the criteria used by the drug testing laboratory.

B. Perform diligently and faithfully the work of the occupation and other pertinent duties assigned by the WTEC and the employer in accordance with the provisions of these Standards.


C. Respect the property of the employer and abide by the working rules and regulations of the employer.


D. Attend and satisfactorily complete the required hours in the OJL and in related instruction in subjects related to the occupation as provided under these Standards.


E. Maintain and make available such records of work experience and training received on-the-job and in related instruction as may be required by the WTEC.


F. Develop and practice safe working habits and work in such a manner as to assure his/her personal safety and that of other fellow workers.


G. Work for the employer to whom the apprentice is assigned for the completion of apprenticeship, unless reassigned to another employer or the Apprenticeship Agreement is terminated by the WTEC.

H. Apprentices must have a valid State driver's license.


I. Apprentices must contact the WTEC office within 24 hours of any change in address and/or phone number. 


J. Apprentices must appear before the Committee when notified to do so. 


K. Apprentices must conduct themselves in a professional and responsible manner. Apprentices must avoid conduct that a reasonable person would understand to be clearly wrong and unacceptable. Examples of such conduct include, but are not limited to, dishonesty, fighting, threats, theft, and falsification of documents, harassment, and the willful destruction of property. 


L. All apprentices are required to comply with all policies adopted by the WTEC. Policies shall be posted at the WTEC Learning Centers. 


M. Failure to maintain employment as an apprentice with the WTEC will result in cancellation of the apprenticeship agreement, with due notice given to those having completed the probationary period.


N. Advanced standing or credit for previous experience will be evaluated by the WTEC and Employers with recommendations forwarded for action by the WTEC Apprenticeship Committee and the Employer Apprenticeship Committee as coordinated through the WTEC Apprenticeship Liaison and the Employer Apprenticeship Liaison.

O. It is the responsibility of each apprentice to be punctual, hardworking, respectful, safe, and dependable. Apprentices may be called before the WTEC Committee for disciplinary action for poor work evaluations, problems with mechanical ability and/or work habits, poor attitude, safety issues, and/or failure to perform the job in a satisfactory manner.


SECTION XXIII - TECHNICAL ASSISTANCE


Technical assistance, such as that from the U.S. Department of Labor’s Office of Apprenticeship, recognized state apprenticeship agencies, and vocational schools, may be requested to advise the WTEC.


The WTEC is encouraged to invite representatives from industry, education, business, private organizations, and public agencies to provide consultation and advice for the successful operation of its training program.

SECTION XXIV - CONFORMANCE WITH FEDERAL LAWS AND REGULATIONS

No Section of these Standards of Apprenticeship shall be construed as permitting violation of any Federal Law or Regulation.

SECTION XXV - DEFINITIONS


Some of these definitions may not apply to all registered apprenticeship programs – employers may add or delete definitions depending on their needs.


APPRENTICE:  Any individual employed by the employer meeting the qualifications described in the standards of apprenticeship who has signed an apprenticeship agreement with the local WTEC-Sponsor providing for training and related instruction under these standards and who registers with the Registration Agency.


APPRENTICE ELECTRONIC REGISTRATION (AER):  An electronic tool that allows for instantaneous transmission of apprentice data for more efficient registration of apprentices and provides program WTEC-Sponsors with a faster turnaround on their submissions and access to their apprenticeship program data.


APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and the WTEC setting forth the responsibilities and obligations of all parties to the apprenticeship agreement with respect to the apprentice’s employment and training under these standards.  Each apprenticeship agreement must be registered with the Registration Agency.


APPRENTICESHIP COMMITTEE (COMMITTEE):  Those persons designated by the WTEC to act as agents for the WTEC-Sponsor in the administration of the program.  A non-joint committee, which may also be known as a unilateral committee or (if it includes workers’ representatives) a group non-joint committee, has employer representatives but does not have a bona fide collective bargaining agent as a participant. 

APPENTICESHIP SUPPORT: The Employer designated apprenticeship program individuals who will assist apprentices through the apprenticeship in the classroom and on the worksites. 

Apprenticeship Journeyworker Coach


The Journeyworker Coach is the individual that witnesses and signs the Field Skill Verification related to the semester and skill outlined that the apprentice is to demonstrate complete competency. This individual is a part of a selected set of pre-qualified journey- workers that are evaluated by the employer as representing the best skill sets in the area the competency verification is required.  

Apprenticeship Instructor


The selected and trained journeyworker designated to teach and train a specific module in a semester. Each of these journeyworker instructors will gain instructor training certification from NCCER as the first level of training as an instructor. If the state the employer is located has a K-12/adult education designated vocational credential, the third level will be a completion training in conjunction with a university with an HVACR instructor training program. 

Apprenticeship Liaison


WTEC has geographical liaisons to provide employers in regions a direct person to work with in providing support and communication between WTEC and the employers. Additionally each employer will designate a person within their organization to provide oversight and management of the apprenticeship program who will be the contact person with the WTEC liaison. 

The employer liaison will provide information to the employer senior management, facilitate the employer apprenticeship committee, and work with issues associated with apprentices.  

Apprenticeship Mentor


The apprenticeship mentor is an appointed employer individual who will work with apprentices that need additional support in the related classroom instruction, on the job learning skill application, intrapersonal, and interpersonal skill development to become an effective employee during their apprenticeship program. 

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


COMPETENCY-BASED LEARNING (CBL):  Is an approach to teaching and learning more often used in learning concrete skills than abstract learning. It differs from other non-related approaches in that the unit of learning is extremely fine grained. Often CBL is kinetic learning where the instructor is likely to demonstrate a skill a few times and then the apprentices would perform guided practice followed by independent practice until they can demonstrate their mastery.


CBL requires mastery of every individual learning outcome, making it very well suited to learning credentials in which safety is an issue. In subject matter that could affect safety, it would be usual to expect complete learning that can be repeated every time. It is important to understand that this learning methodology is common in many kinetic and/or skills-based learning applications


COMPETENCY-BASED PERFORMANCE (CBP): Is about apprentices demonstrating the information learned in class as it transforms into knowledge and can be implemented in work practices achieving results in a manner that is consistent with HVACR work practices expectations. HVACR Technicians are integrating competencies within the performance of their daily activities and tasks. The apprenticeship OJL work process supports the provision of feedback to apprentices not only on "what" they have accomplished, but also "how" the work was performed, using competencies for providing feedback. Assessing competencies as a part of CBP is an important means of assisting apprentices in understanding required skills as an HVACR technician.


ELECTRONIC MEDIA:  Media that utilize electronics or electromechanical energy for the end user (audience) to access the content.  Includes, but is not limited to, electronic storage media, transmission media, the Internet, extranets, lease lines, dial-up lines, private networks, and the physical movement of removable/transportable electronic media and/or interactive distance learning.  

EMPLOYER:  Any person or organization employing an apprentice, whether or not such person or organization is a party to an apprenticeship agreement with the apprentice.  A person, business, or company signatory to this WTEC-Sponsor’s standards that is responsible for providing hours of work, supervision, wages, and/or benefits to apprentices in its employ as registered under these standards.


Hybrid OCCUPATION:  An occupation using an apprenticeship approach that measures the individual apprentice’s skill acquisition through a combination of a specified minimum number of hours of on-the-job learning and the successful demonstration of competency as described in a work process schedule.

JOB CORPS CENTER:  Any of the federally funded Job Corps centers throughout the U.S. and Puerto Rico.  Job Corps serves youths and young adults 16-24 years of age.  WTEC-Sponsors that wish to hire Job Corps graduates who are trained in any occupation covered under these standards and who meet the minimum qualifications for apprenticeship may do so via the direct entry provision described in Appendix D:  Qualifications and Selection Procedures.

JOURNEYWORKER:  A worker who has attained a level of skills, abilities, and competencies recognized within an industry as mastery of the skills and competencies required for the occupation.  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.

LEARNING LAB: The learning lab is part of the related classroom learning process where the students put into practices aspects of the current curriculum in their semester and the lab work. The learning lab is a real application of currently learned information to apply into and on the building where the classroom is located and or on a designated site that is a struggling business, non-profit, or community based organization. 

MICRO CERTIFICATION (MICRO CERT): A Micro Certification is nationally recognized industry, safety, personal and professional standards for business etiquette, or work practices. The Certificates are provided through recognized national and international organizations and not from WTEC, local or regional providers, or individual employers. 

O*NET-SOC CODE:  The Occupational Information Network (O*NET) codes and titles are based on the new Standard Occupational Classification (SOC) system mandated by the federal Office of Management and Budget for use in collecting statistical information on occupations.  The O*NET classification uses an 8-digit O*NET-SOC code.  Use of the SOC classification as a basis for the O*NET codes ensures that O*NET information can be readily linked to labor market information such as occupational employment and wage data at the national, state, and local levels.


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. 


PROVISIONAL REGISTRATION:  The 1-year initial provisional approval of newly registered programs that meet the required standards for program registration, after which program approval may be made permanent, continued as provisional, or rescinded following a review by the Registration Agency, as provided for in 29 CFR §§ 29.3(g) and (h).

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.


REGISTRATION AGENCY and FIELD REPRESENTATIVE:  The U.S. Department of Labor’s Office of Apprenticeship or a recognized State Apprenticeship Agency that has responsibility for registering apprenticeship programs and apprentices, providing technical assistance, conducting reviews for compliance with 29 CFR §§ 29 and 30, and conducting quality assurance assessments.  

The field representative shall mean the person designated by the Office of Apprenticeship to service this program:  Ken Lemberg or otherwise assigned national office representative.

RELATED INSTRUCTION:  An organized and systematic form of instruction designed to provide the apprentice with 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 Registration Agency.

STANDARDS OF APPRENTICESHIP:  This entire document, including all appendices and attachments hereto, and any future modifications and additions approved by the Registration Agency.


SUPERVISOR OF APPRENTICE(S):  An individual designated by the program WTEC to supervise or have charge and direction of an apprentice.

TRANSFER:  A shift of apprenticeship registration from one program to another or from one employer within a program to another employer within that same program, where there is agreement between the apprentice and the affected apprenticeship committees or program WTEC-Sponsors.


WTEC-SPONSOR:  Any person, association, committee, or organization that operates an apprenticeship program and in whose name the program is registered and that assumes the full responsibility for administration and operation of the apprenticeship program.

YOUTHBUILD:  A youth and community development program that addresses core issues facing low-income communities: housing, education, employment, crime prevention, and leadership development.  In YouthBuild programs, low-income young people ages 16-24 work toward their high school diploma or General Educational Development (GED) equivalency, learn job skills and serve their communities by building affordable housing, and transform their own lives and roles in society.  

SECTION XXVI - OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS


The WorkForce Technician Education Center 501(C)(3) WTEC-Sponsor hereby adopts these standards of apprenticeship on this day _______ of ______________.

WTEC-Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf.

Signature of WTEC-Sponsor 


Printed Name


�Fill out
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FOREWORD

The WorkForce Technician Education Center (WTEC) recognizes the need for structured training programs to maintain the high level of skill and competence demanded in the Heating Ventilation Air Conditioning Refrigeration (HVACR) industry.  Registered apprenticeship is the most practical and sound training system available to meet that need, to develop individuals into skilled journeyworkers, and to ensure industry an adequate supply of skilled workers.

Title 29, Code of Federal Regulations (CFR), § 29, outlines the requirements for registration of acceptable apprenticeship programs for Federal purposes, and sets forth labor standards that safeguard the welfare of apprentices.  Such registration may be by the U. S. Department of Labor, Office of Apprenticeship, or by a State Apprenticeship Agency recognized by the Office of Apprenticeship as the appropriate body in that State for approval of local apprenticeship programs for Federal purposes.  29, CFR § 30 sets forth the requirements for equal employment opportunity in apprenticeship to which all registered apprenticeship programs must adhere.


The purpose of these National Guidelines for Apprenticeship Standards (National Guideline Standards) is to provide policy and guidance to local sponsors in developing these Standards for Apprenticeship for local approval and registration.  These National Guideline Standards developed by the sponsor are certified by the U. S. Department of Labor, Office of Apprenticeship as substantially conforming to the requirements of 29, CFR §§ 29 and 30.  State Apprenticeship Agencies recognized by the Office of Apprenticeship to register local programs, and/or local laws and regulations, may impose additional requirements that must be addressed in the local apprenticeship standards.


Local Standards of Apprenticeship must be developed and registered by each Sponsor that undertakes to carry out an apprenticeship-training program.  The local Standards of Apprenticeship will be the sponsor’s written plan outlining all terms and conditions for the recruitment, selection, employment, training, and supervision of apprentices as subscribed by the sponsor, and must meet all the requirements of the Registration Agency.


The establishment of local apprenticeship programs under these National Guideline Standards will provide the sponsor with a skilled and versatile work force at each of its locations by providing apprentices the opportunity to become journeyworkers through an organized and properly supervised program of training, practical experience and related instruction.


DEVELOPMENT OF AFFIRMATIVE ACTION PLAN AND SELECTION PROCEDURES


Equal employment opportunity is required of every registered apprenticeship program.  Such requirements apply to the recruitment, selection, employment, and training of apprentices throughout their apprenticeship.


All local Standards of Apprenticeship require the submission and approval of selection procedures, and are attached for submission to the Registration Agency. Those programs with five (5) or more apprentices must have written Affirmative Action Plans 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.

Representatives of the Registration Agency are available to assist the local sponsor in developing its Standards of Apprenticeship and Selection Procedures using the samples attached to these National Guideline Standards.  Once developed, these documents should be submitted to the Registration Agency for approval and registration.  Company Affirmative Action Plans and Selection Procedures (hiring process) may be considered in lieu of utilizing the samples provided if they meet all of the requirements of Title 29 CFR § 30.

OFFICIAL ADOPTION OF NATIONAL GUIDELINES FOR APPRENTICESHIP STANDARDS

The WorkForce Technician Education Center (WTEC) hereby adopts these Standards of Apprenticeship on this 9th day of March, 2018.

Sponsor(s) may designate the appropriate person(s) to sign the Standards on their behalf.

Signature of Sponsor
Signature of Sponsor 


Printed Name
Printed Name
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Appendix B

WorkForce Technician Education Center 


(WTEC)


ETA-671 APPRENTICESHIP AGREEMENT 


AND


U.S. DEPARTMENT OF LABOR, OFFICE OF APPRENTICESHIP


Program Registration – Section I

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

		A.  PROGRAM SPONSOR INFORMATION



		1.  Employer Identification Number

		2.  Program Number



		3.  Name of Organization



		4.  Address



		5.  City

		6.  State

		7.  Zip Code



		



		B.   PROGRAM SPONSOR’S RELATED CONTACT INFORMATION



		1.  Name of Sponsor Contact/Coordinator



		2.  Telephone Number

		3.   Extension

		4.  Fax Number

		5.  E-Mail Address



		



		C.  JOURNEYWORKERS EMPLOYED



		1.  Sponsor’s Occupational Title (If different from O*NET Title)



		2.  Total

		3.  Female

		4.  Minority

		5.  Youth



		



		D.  RELATED TECHNICAL INSTRUCTION (RTI) INFORMATION



		1.  Occupation Training Approach (See Definitions) Check Appropriate Boxes 



		1.a  Time-Based Approach                               FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No



		1.b  Competency-Based (CB) Approach         FORMCHECKBOX 
  Yes    FORMCHECKBOX 
 No

		CB Interim Credentials            FORMCHECKBOX 
 Yes   FORMCHECKBOX 
   No



		1.c  Hybrid (HY) Approach                                FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

		HY Interim Credentials            FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No



		2.  Wages Paid During RTI                                FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No



		3.  Hours of RTI Instruction Provided  Per Year Only                                          



		4.  RTI Hours and On-the-Job Learning Length of Program                                                                     



		4.a  Time-Based                  

		4.b  Competency-Based                   

		4.c  Hybrid                           



		



		E.  RTI SOURCE INFORMATION



		1.  Name of Primary RTI provider

		9.  Name of Secondary RTI provider (Optional)



		2.  Type of Instruction provider (See Examples)

		10.  Type of Instruction provider (See Examples)



		3.  Instruction Method (See Examples)

		11.  Instruction Method (See Examples)



		4.  Contact Person

		12.  Contact Person



		5.  Address of Source

		13.  Address of Source



		6.  City

		7.  State

		8.  Zip Code

		14.  City

		15.  State

		16.  Zip Code





		F.  PROGRAM SPONSOR



		1.  Signature

		2.  Title

		3.  Program Registration Date (MO/DD/YYYY)





THIS PAGE TO BE COMPLETED BY 

THE APPRENTICESHIP AND TRAINING REPRESENTATIVE

		G.  APPRENTICESHIP AND TRAINING REPRESENTATIVE (ATR)



		1.  ATR Name



		2.  ATR’s RAPIDS Identification Number





		H.  PROGRAM REGISTRATION INFORMATION        



		1.  Bargaining Agency Name 

		2.  National Affiliation



		3.  Program Type (Check Box)

		1  =  INJ        FORMCHECKBOX 


		2  =  IJ         FORMCHECKBOX 


		3  = GJ         FORMCHECKBOX 


		4  = GNJ         FORMCHECKBOX 




		4.  Number of Participating

    Employers           

		5.  Employers: If GNJ Program, Attach Employer Acceptance Agreements.  (Check Box)


     FORMCHECKBOX 
  Yes, Agreement is attached.                               FORMCHECKBOX 
  No, Agreement is not attached.



		6.  Waiver (Check Box)             FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No

		7.  Size of Workforce (includes all employees)            



		8.  Bargaining Agency Contact Name

		9  Title



		10  Street Address



		11.  City

		12.  State

		13.  Zip Code



		14.  Telephone Number

		15.  Cell Phone Number

		16.  Fax Number



		17.  E-Mail Address

		18.  Web-Site Address



		19.  Employer NAICS Code

		20.  NAICS 2 Digit Category

		21.  Products/Services



		22.  Apprenticeship Committee Exists  (Check Box)                                       FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No                                                             



		23.  Membership List Is Attached  (Check Box)                                               FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No



		24.  Occupational Title

		25.  RAPIDS Code



		26.  Probation Length in Hours (See Instructions.)                                                  



		27.  Written School-To-Apprenticeship Agreement  (STA) (Check Box)        FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No 



		28.  Prison Indicator (Check Box)                                                                      FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No



		29.  Affirmative Action Plan (Check Box)                                                          FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No



		30.  Selection Procedures                                                                                   FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No



		31.  WAGE RECORD (Includes Four Wage Schedules)



		31.a  Wage


Schedule

		31.b  Increment


Type

		31.c  Start Date


MO/DD/YYYY

		31.d  Apprentice Entry Wage Rate


(Hour, Month, Year)

		31.e  Journeyworker


Wage Rate

		31.f  Number of

   Periods

(See Instructions.)



		1.)

		

		

		

		

		



		2.)

		

		

		

		

		



		3.)

		

		

		

		

		



		4.)

		

		

		

		

		



		32.  Program Registration Date (MO/DD/YYYY) 



		33.  Last Program Revision Date (MO/DD/YYYY)





		I.  APPRENTICESHIP AND TRAINING REPRESENTATIVE (ATR)



		1.  Signature

		2.  State (2 Digit Alpha)

		3.  Date (MO/DD/YYYY)





Program Definitions and/or Instructions:  Unless otherwise indicated below, the program sponsor responds to fields A1. – F3. and the ATR responds to fields G1. – H31. and I1. - I3.

A1.
Employer Identification Number (EIN) - is an Internal Revenue Service Federal Tax Identification Number that is used to identify a business entity.  The submission of your EIN is voluntary.  The employer who enters this number is verifying that the business is legitimate with intentions of maintaining a registered apprenticeship program and training apprentices.  This quality assurance check protects the welfare of the apprentice.


A2.
Program Number - a program generated number assigned to a sponsor program when the program is registered in the Registered Apprenticeship Partners Information Data System (RAPIDS), the Office of Apprenticeship database.

A3. - 7.
Self-explanatory.


B1. - 5.

Self-explanatory.


C1.

Sponsor’s Occupational Title – Specific title of an occupation that may or may not be the same as that designated by the O*NET data system (www.onetonline.org).

C2.

Total - the number of total journeyworkers in this occupation.


C3.

Female - the number of female journeyworkers in this occupation.


C4.

Minority - the number of minority journeyworkers in this occupation.


C5.

Youth - the number of workers between the ages of 16 and 21 in this occupation.

D1.

Occupation Training Approach – There are three training methods as follows: 




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



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



c.  Hybrid Approach – apprentice required to complete a minimum number of OJL and RTI hours and demonstrate competency in the defined subject areas



The training method, obtained from the Program’s Standards of Apprenticeship, is subject to approval of the Registration Agency as appropriate to the apprenticeable occupation for which program standards are registered.


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.

D2.

Wages paid during RTI - Are apprentices paid while attending classes? (Yes or No)

D3.

Hours of RTI Provided Per Year – The hours of related instruction provided per year.

D4.

RTI Hours and On-the-Job Learning (OJL) Length of Program = The hours of instruction (related classroom) and the length of on-the-job learning during the program which will depend on the type of training method.  See D1.

E1. - 16.
RTI Source Information – Enter primary RTI provider information in E1 – 8 and if there is secondary RTI provider (optional) enter information in E9 – 16.

E1.

RTI Provided By – name of college, adult education, or sponsor.


E2.

Type of Instruction Provider – examples:  community college, adult education, sponsor, etc.


E3.

Instruction Method – examples:  classroom, correspondence, self paced; electronic media (technology-based instruction and distance learning).


E4. - 8.

Self-explanatory.

E9 - 16.

See instructions E1 – 8 above.

F1. - 3.

Self-explanatory.


BE COMPLETED BY THE APPRENTICESHIP AND TRAINING REPRESENTATIVE

G1.

Apprenticeship and Training Representative (ATR) Name – Self-explanatory.


G2.

ATR’s RAPIDS Identification Number – alpha-numerical code that identifies the ATR in the RAPIDS database.


H1.

Bargaining Agency Name – name of local union, if applicable.


H2.

National Affiliation – Union acronym, example:  IBEW, SMWIA, etc.

H3.
Program Type - Enter appropriate numerical code:



1 = INJ   (Individual, non joint = single employer not covered by collective bargaining


agreement.)



2 = IJ     (Individual, joint = single employer covered by a collective bargaining


agreement.)



3 = GJ   (Group, joint = multi employer association, covered by a collective bargaining 


agreement.)



4 = GNJ (Group, non joint = multi employer association not covered by a collective





bargaining agreement.)


H4.

Number of Participating Employers – Number of employers who are signatories to the standards of apprenticeship for training of apprentices.

H5.

Self-explanatory.

H6.

Waiver - Under a joint program (IJ or GJ) where one of the sponsoring parties under a collective bargaining agreement does not wish to participate in the operation of the program and has elected to “Waiver” any rights and privileges under that program.

H7.

Size of Workforce - Includes all employees, workers, management, clerical, etc.


H8. – 18.
Self-explanatory.

H19.

Employer North American Industrial Classification System (NAICS) Code, NAICS Two-Digit Category, Products/Services.

H21.

Products/Services – a short written description of the products/services that the sponsor provides.

H22.

Apprenticeship Committee Exists (Yes/No).

H23.

Membership List Attached (Yes/No).

H24.

Occupational Title -  example:  carpenter, plumber, sheet metal worker, etc.


H25.

RAPIDS Code – alpha-numeric code of occupation in RAPIDS database.

H26.

Probation Length in Hours, Number of Hours - length of probation in hours, (example: 3 months equals 500 hours; 6 months equals 1,000 hours).  Probation period cannot exceed 25 percent of the length of the program or one year, whichever is shorter.

H27.

Written School-to-Apprenticeship (STA) Agreement – Sponsor has an agreement that would be signed by the high-school student, parent, school, employer or employer's agent. 

H28.

Prison Indicator (Yes /No) – Sponsor has an agreement with a prison system for training inmates.

H29.

Affirmative Action Plan (Yes /No).

H30.

Selection Procedures (Yes /No).

H31.

Wage Record (Includes Multiple Wage Schedules) - Multiple wage schedules may apply to a program that has the same occupation in different geographic localities.  The wages are based on the prevailing wage rates and fringe benefits determined by the Secretary of Labor for inclusion in covered contracts.




a.  Wage Schedule – The wage rates an apprentice is to be paid over the length of the training. 



b.  Increment Type – Is wage advancement based on percent or hours of journeyworker’s wage.



c.  Start Date – Date program is registered.  Enter today’s date.



d.  Apprentice Entry Wage Rate (Hour, Month, Year) – Apprentice’s current wage today.



e.  Journeyworker Wage Rate – Wage in hours, monthly, or annually at apprentice completion of program obtained from Program’s Standards of Apprenticeship




f.  Number of Periods – Based on the program sponsor’s occupation training approach and available in the program’s apprenticeship standards.


H32.

Program Registration Date – the date the program was officially registered 

H33.

Last Program Revision Date (Significant Date) – RAPIDS database generates this data.

I1. - 3.

Self-explanatory.



Public Burden Statement – 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 twelve 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 (1205-0223).
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Apprentice Signatures


Journeyman Signatures


1st attempt 2nd Attempt 3rd Attempt


YES NO


1st attempt


YES NO YES NO


2nd Attempt 3rd Attempt





Did the tech prompt the customer if the mgr. was non-responsive?


Did the tech follow any safety requirements?


Did the tech contact the mgr. as quickly as possible?


Did the gretting set a positive tone?


Did the tech clearly state his tentions or purpose of visit?


Did the tech ask for feedback and take notes if there were any issues raised?


Report status


Give estimate of repair costs if requested


Check out and thank customer for their business


Stage personal tool in safe location


Make eye contact or verbal contact with highest ranking manager


Check personal appearance


Take notes if there are multiple requests


If non-responsive, use gentle prompt.  Ex. (Any prduct temp or AC control issues?)


Date





Acknowledge any other leadership personally


Identify yourself as an Aire Rite technician


Demonstrate the Following:


0


Date





Date





State the pupose for your visit


Let the manager take control of the conversation if they choose.  We work for them.


Again listen to manager and note concerns


If no response, tell the mgr you will check back after a short period of time (not during checkout)


Check out any concern or repair requests


Did the tech clearly state the nature of required repairs?


Did the tech checkout and end on a positive note with the customer?


Did the tech listen carefully to customer concerns or service requests?


Di the tech understand the customer requests?


Did the tech check back with the customer in a timely manner?


Date


Date


Date


Date


Date


Date
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Appendix A

WORK PROCESS SCHEDULE


HEATING-VENTILATION-AIR CONDITIONING-REFRIGERATION (HVACR) TECHNICIAN

O*NET-SOC CODE:  49-9021.01   RAPIDS CODE:  0637HY

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


1. TYPE OF OCCUPATION




Competency-based

Time-based

Hybrid


2. TERM OF APPRENTICESHIP

The term of the occupation is 5 years with an OJL attainment of 8,500 to 10,000 hours, supplemented by the minimum required 1,300 hours of related instruction.


3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  one (1) Apprentice to one (1) Journey- worker.

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, which is: $31.00.


5-Year Term Example:


1st
6 months + 130 hours= 50%
2nd
6 months + 130 hours = 55%

3rd
6 months + 130 hours = 60%
4th
6 months + 130 hours = 65%

5th
6 months + 130 hours = 70%
6th
6 months + 130 hours = 75%

7th
6 months + 130 hours = 80%
8th
6 months + 130 hours = 85%

9th
6 months + 130 hours= 90%
10th
6 months + 130 hours = 95%

5. WORK PROCESS SCHEDULE (See attached Work Process Schedule)


The sponsor may modify the work processes to meet local needs prior to submitting these Standards to the appropriate Registration Agency for approval.


6. RELATED INSTRUCTION OUTLINE (See attached Related Instruction Outline)

WORK PROCESS SCHEDULE
Heating-Ventilation-Air Conditioning-Refrigeration Technician
O*NET-SOC CODE:  49-9021.01 RAPIDS CODE: 0637HY

1. General trade orientation
325-395


a. Use and care of tools


b. Test and measurement devices


c. Types and sizes of piping, tubing, and fittings


d. Introduction to refrigeration system components


e. Safety procedures and first aid


f. Equipment records and reports


2. Fabrication of system components
525-629


a. Cut, thread, flare, bend, and shape piping and tubing


b. Install fittings


c. Solder, braze, and tin fittings and components


d. Care and use of oxy-acetylene and air-acetylene torches


e. Silver and soft soldering


3. System installation and connection
1550-1842


a. Electrical supply lines and cables


b. Electrical connections


c. Water service lines


d. Air supply lines


e. Steam lines


f. Steam return lines


g. Steam traps and strainers


h. Pressure reduction, expansion, evaporator, stop valves


i. Suction and discharge lines


j. Gauges


k. Dehydrators


l. Filters and strainers


m. Controls


4. Equipment installation
900-1082


a. Install condensers


b. Prepare compressor and motor bases


c. Install and align compressors and motors


d. Install evaporators and other cooling coils


e. Install and align centrifugal pumps and bases


f. Safe equipment moving - slings, lines, blocks and falls, chain hoists, rollers, dollies, and skids


5. System maintenance
1100-1199


a. Troubleshoot field systems


b. Test pressure, flow, etc.


c. Check liquid levels


d. Check repair leaks (refrigerants, liquids)


e. Purge, dehydrate, and charge systems


f. Repair, align, and adjust fans and blower sections


g. Align pulleys, bearing blocks, belt tension


6. Equipment repair
2850-3363


a. Disassemble and clean, repair, perform shop tests and run-in compressors


b. Repair, pressure test, dehydrate evaporators


c. Repair, acidize condensers, and roll condenser tubes


d. Remove, replace, disassemble, test, clean, calibrate, and renew defective parts on controls of all types including: pneumatic, electrical, electro-pneumatic, thermostatic, humidity, pressure, vacuum


7. Energy Efficiency 
300-350

a. Demand controlled ventilation


b. Dedicated outdoor air systems—conditioning outdoor makeup air separately from indoor return air. 


c. Displacement ventilation—uses a low velocity stream of fresh, cold air at floor level to displace stale air near the ceiling 


d. Electronically commutated motors—variable-speed HVACR Blower 


e. Energy recovery ventilation (ERV)—captures energy from exhausted air and uses it to precondition incoming makeup air. 


f. Zero-degree heat pumps


g. Duct sealing


h. Adaptive logic control—adapting to HVACR systems with a wide range of operating states. 


i. Desiccant dehumidification—absorbs moisture with a liquid desiccant solution and then evaporates it using heat. 


j. Micro channel heat exchangers


k. Micro environments—create a virtual zone for occupant environmental control. 


l. Thermal energy storage—provides cooling capacity by extracting heat from storage material, such as ice or chilled water. 


m. Chilled beam cooling—uses natural convection and radiative heat transfer. 


n. Adjustable speed drives (ASD) reducing motor speed to accommodate varying HVACR loads.


o. Variable flow volume (VFV) systems—are ductless systems with multiple compressors to provide part-load performance and zoned temperature control.


8. Installation and maintenance of steam and hydronic heating systems
950-1,140 


a. Power and industrial process piping 


b. High and low pressure boilers 

c. Estimating 


d. Supervisory training 

e. Business administration

f. Solar 


TOTAL HOURS
 8,500-10,000 

RELATED INSTRUCTION OUTLINE
HEATING, VENTILATION, AIR CONDITIONING, AND REFRIGERATION TECHNICIAN 
O*NET-SOC CODE: 49-9021.01    RAPIDS CODE: 0637HY

HVACR Apprenticeship Related Training Program
1300 (or more) instructional hours


This is the only ANSI Accredited apprenticeship training program and its unique online–convenient quality education of its type in the country. Courses align with the US Department of Labor Apprenticeship Guidelines and HVACRedu.net is a Registered Apprenticeship Training Provider.  This online program is the related training/educational component of registered apprenticeship programs.  [Note: Employment and on-the-job-learning are not included.]  Courses include Refrigeration Service Engineers Society (RSES) tutorials.  Many employers find it a valuable way to provide on-the-job-learning to new employees whether or not it is part of a registered apprenticeship program.  All courses are scheduled and guided by qualified industry experts in a cohort setting.  Courses are available on a revolving schedule so students may enter the program at the beginning of any course.  We are happy to offer assistance registering your apprenticeship program with our online training in your state - please contact us.  Also, please check out the Tool List at the back of this catalog.


Field Skills Verification-Competency Attainment


WTEC-Sponsor as a multi-employer sponsor works closely with each employer’s executive management team, field management team and the apprenticeship support team.  This is a vital aspect of the WTEC-Sponsor apprenticeship program in meeting the employer expectations for their employees enrolled in the WTEC-Sponsor Apprenticeship program.  WTEC-Sponsor works with the instructors and employer field management team toward coordination of current semester related classroom learning, and the on-the-job learning with field skill verification of competency attainment is critical for apprentices’ development. 

The focus of this field skills verification and competency attainment is based on the employer’s commitment to ensuring that the apprentices minimally be on task 25%-33% related to the content of their current semester.  The work performed by the apprentice is to be directly related to the course content studied, class demonstrations, class activities, lab work and learning lab work.  Specific journeyworkers are designated as journeyworker coaches that will be specifically assigned to those field work tasks to monitor and verify competency attainment. 

The process includes:

Sign-off 

Signature of the sponsor/employer of record or an individual, to whom that sponsor or employer has delegated signing authority, indicating an apprentice’s achievement of competence. 


Skill 

Individual skill described in the Training Standard (note: does not mean the larger skill groups referred to in the Training Standard as Skill Sets, Training Units, or General Performance Objective, but the individual skills that make up those groups). 


Skill Sets 

Group of individual skills found in the Training Standard (may also be called Training Unit or General Performance Objective). 


Skill Set Completion Form 

Lists all skill sets and includes space for sign-off by sponsor/employer of record. 


Sponsor/Employer 

Means a person that has entered into a registered training agreement under which the person is required to ensure that an individual is provided with workplace-based training in a trade, other occupation, or skill set as part of an apprenticeship program approved by the Director. 


Sponsor/Employer of Record

Refers to the sponsor or employer documented as the signatory to the current training agreement or contract.  In order for a sponsor/employer to be considered for the training of apprentices, they must identify that the workplace has qualified journeyworkers or equivalent on site and can identify that the workplace has the tools, equipment, materials, and processes which have been identified to be required for the HVACR occupation.


Competency-based Performance is the OJL portion of the WTEC-Sponsor HVACR Technician occupation (O*NET-SOC CODE: 49-9021.01 RAPIDS Code: 0637HY) Registered Apprenticeship program. Each Competency-based Learning (CBL) outcome ties into Competency-based Performance (CBP).  To fulfill the CBP, apprentices will have minimally three OJL experiences per CBP.  It is not until the third OJL experience that a journeyworker can sign the apprentice off for accomplishment of the CBP.  


Process of Field Skills Verification and Competency Attainment

The employer dispatch coordinators will work with the apprenticeship liaison to coordinate placement of a designated journeyworker who is trained as a journeyworker coach to observe, and provide input in assisting apprentices to effectively, efficiently, accurately and precisely complete the skill and competency on a worksite where the skill and competency needs to be demonstrated to complete the work order, job or task at a customer location.  This process requires multiple attempts to receive a completion of the Field Skill Verification and Competency Attainment.  The first two attempts are designed for journeyworker coaches to share wisdom and more effective, efficient, accurate, or precise actions, problem solving, systems thinking, set-up, completion and verification of the work being done.  Optimally there will be two or three journeyworker coaches involved in the sign off process to provide various input in regards to effectiveness, efficiency, accuracy and precision in performing quality workmanship on the job. 

Matrix for Verification of Competency


The sequence for this verification is the first time that the apprentice attempts the skill, the journeyworker coach will provide input and suggestions related to how to accomplish the skills as the apprentice is performing the work.  The journeyworker coach will provide some input and feedback to the apprentice related to how they can improve in performing the task and rate them through a number sequence of 6-8.  The skill and competency will be signed, yet the apprentice needs a score of 10 to be signed off. The first 2 attempts are not able to be signed off with a score of 10 so that a journeyworker coach can provide feedback and input twice.  The third attempt the apprentice can be signed off if the journeyworker coach does not intervene and provide assistance. When the apprentice can independently perform the skill and competency then a score of 10 can be obtained. 


Process for Successful Signature of Field Skills Verification and Competency Attainment


The employer journeyworker coach in the field will be provided by each apprentice the Field Skills verification signoff sheet that will include either and/or both a narrative of the skill and competency and/or checklist of skills and competencies related to the work being performed on the job in the field. 


Competency-based Performance is the OJL portion of the WTEC-Sponsor HVACR occupation (O*NET-SOC CODE: 49-9021.01 RAPIDS Code: 0637HY) Registered apprenticeship. Each Competency based Learning outcome ties into Competency-based Performance.  To fulfill the CBP, apprentices will have minimally three OJL experiences per CBP. It is not until the third OJL experience that a journeyworker can sign the apprentice off for accomplishment of the CBP.  
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		10



		

		

		

		

		

		6

		7

		8

		9

		10



		

		

		

		

		

		6

		7

		8

		9

		10







Related Classroom Learning (RCL) is segmented into ten sections. Each of the ten sections are considered a semester which WTEC-Sponsor has labeled A1-A10.  Each semester is 130 hours of instructional time with additional “homework” performed through online content delivery.  The total RCL is 260 hours as two semesters per year are taught, each year is designated as Year 1 - Year 5 in tracking apprentice completion of RCL.  RCL class time consists of Review of online content, instructor demonstration, class and lab activities, “Learning Labs”, repair and refurbish, and a culminating project each semester.  The learning lab uses the building where the classes are being taught or a designated site where the apprentices will perform work on the building equipment that is related to the current class RCL content being utilized.  The repair and refurbish is a process of taking actual equipment that apprentices and journeyworkers have recovered from replacing old equipment at customer sites that have been reviewed and determined that the equipment can be repaired and or refurbished and placed into service again either in nonprofit institutions or sell to small businesses.  The culminating project is created by the instructor, apprenticeship liaison, owners and managers each semester to incorporate many if not all of the content learned in the RCL as a group cooperative learning to demonstrate application of how the content relates to actual implementation into customer locations.  Group work, teamwork and corporative learning are all learning strategies that are incorporated in all of the class and lab activities to provide greater information transition into knowledge that can be implemented in actions and provide evidence of application for skills and competencies required in the HVACR technician profession.

Segments and Semesters A1-A10

The semester tables are designated as A1-A10. The “A” represents apprenticeship and the “1-10” represents the semester related to the 5 year RCL. A1 and A2 represent year 1 of the apprenticeship program.  A3 and A4 year 2 and the corresponding sequence follows the RCL until A9 and A10 for year 5.  The occupational hours are bolded and italicized with a number above the title of the section of the semester description.  The number represents the total hours of RCL corresponding with the course title.  The 130 represents the total number of hours for that semester of RCL.  The WTEC-Sponsor A1.000 represents the semester reference and the WTEC-Sponsor A1.010 represents each section of RCL that is in the semester.  This WTEC-Sponsor A1.010 also is used to coordinate the Field Skills Verification and competency attainment.  Each sign-off either narrative and/or checklist uses the WTEC-Sponsor A1. Number related to which semester the apprentice is performing the Field Skill Verification.  This ties the Field Skills Verification to RCL to ensure information is transformed into knowledge that is translated into implementation in/of the RCL learning during the required competencies necessary for mastery as a journeyworker in this occupation.  The Micro Certification “Micro Certs” are the cert of completion provided as incremental achievement as the apprentice progresses through the RCL, and some Micro Certifications during an RCL semester might be an industry recognized national certification obtained during that semester.  OSHA 30, NFPA 70E, Crane Rigging and Hoisting, and First Aid, CPR and AED are some yet not all of the industry recognized Micro Certification apprentices will obtain throughout the 5 year 1300 hours of related classroom instruction.

A1 RCL Semester Year 1 - 50%

		Occupational Skills Hours

		2

		30

		9

		9

		4



		130

		Apprenticeship 101

		OSHA 30 and ladders

		Hand and power tools Instruments

		Lifting. Rigging and hoisting

		Read Interpret and comprehend Codes and regulations Specifications



		WTEC A1.000

		WTEC A1.010

		WTEC A.020

		WTEC A1.030

		WTEC A1.040

		WTEC A1.050



		Certifications

OSHA 30, Rigging, 7 Habits,

5 Choices, Trust, Business writing, First Aid CPR, Fire Extinguishers

		3

		6

		12

		6

		6



		

		Personal customer Relations

		Graphic communications

		Applied Math and Physics conversions

		Workplace Safety           Near miss House keeping

		Air Filtration Belt sizing



		

		WTEC A1.060

		WTEC A.070

		WTEC A1.080

		WTEC A1.090

		WTEC A1.100



		

		6

		21

		8

		8

		0



		

		Energy      Energy sources Efficiency

		7 Habits                    5-Choices           Trust

		Fire Extinguisher hot work and Fire safety

		First Aid/CPR Health Fitness

		EPA 608



		

		WTEC A1.110

		WTEC A.120

		WTEC A1.130

		WTEC A1.140

		WTEC A1.150





A2 RCL Semester Year 1 55%

		Intro HV Hours

		22

		24

		6

		3

		3



		130

		Piping Design and installation

		Piping Soldering and brazing

		Valve design and functions

		Gas fittings

		Compression fittings



		WTEC A2.1000

		WTEC A2.1010

		WTEC A.1020

		WTEC A2.1030

		WTEC A2.1040

		WTEC A2.1050



		Micro Certifications


Brazing and Soldering


Vacuum and Recovery Pump


Pipe fitting layout and installation practices


Air handling and ventilation


Leak detection


Evap Coolers


Economizers


Fluid and gas lock out tag out




		6

		3

		21

		6

		6



		

		Natural Disaster  Gas codes

		Gas Properties Principles of Combustion

		Ventilation and air handling Systems

		Evap Coolers

		Economizers



		

		WTEC A2.1060

		WTEC A.1070

		WTEC A2.1080

		WTEC A2.1090

		WTEC A2.1100



		

		12

		6

		6

		6

		



		

		Vapor Principles Compression Cycle

		Leak Detection

		Vacuum recovery pump

		Recover and Charge Systems

		



		

		WTEC A2.1110

		WTEC A.1120

		WTEC A2.1130

		WTEC A2.1140

		





A3 RCL Semester Year 2 - 60%

		Intro Electrical Theory Hours 

		3

		9

		6

		6

		12



		130

		Intro to NEC Codes

		Current Voltage Resistance

		Series Resistive circuits

		Parallel Resistive circuits

		Series and parallel resistive circuits



		WTEC A3.2000

		WTEC A3.2010

		WTEC A.2020

		WTEC A3.2030

		WTEC A3.2040

		WTEC A3.2050



		

		6

		6

		6

		12

		8



		Micro Certifications                    NFPA 70E


NEC Codes


AC Electrical


DC Electrical


Electric Meters


Pumps


Electrical lock out tag out




		EMF and Magnetism

		Fundamentals of Alternating current

		Work technology and documentation

		Math-meters and Measuring devices

		NFPA 70E NEC



		

		WTEC A3.2060

		WTEC A.2070

		WTEC A3.2080

		WTEC A3.2090

		WTEC A3.2100



		

		6

		4

		3

		3

		4



		

		Setting system settings

		Class 1 Class 2 Circuits

		Repairs Inspections and corrections

		Manufacturer specifications Warranty Repair

		Temperature Temp Sensing controls



		

		WTEC A3.2110

		WTEC A.2120

		WTEC A3.2130

		WTEC A3.2140

		WTEC A3.2150



		

		9

		6

		6

		6

		3



		

		Operating procedures and Start up

		DC Electricity

		Intro to Control System

		Energy Conservation and indoor Air quality

		Decommission and demolition



		

		WTEC A3.2160

		WTEC A.2170

		WTEC A3.2180

		WTEC A3.2190

		WTEC A3.2200



		

		6

		

		

		

		



		

		Staging and work strategies

		

		

		

		



		

		WTEC A3.2210

		

		

		

		





A4 RCL Semester Year 2 - 65%

		Basic Electrical Motors and  Controls Hours

		6

		3

		4

		12

		4



		130

		Building system Controls

		Control components

		Transformers

		Electronic Ignition system

		Pneumatic Controls



		WTEC A4.3000

		WTEC A4.3010

		WTEC A.3020

		WTEC A4.3030

		WTEC A4.3040

		WTEC A4.3050



		Micro Certifications


Building control systems


AC motors


DC motors


Electrical Diagnostics




		6

		9

		16

		16

		12



		

		Diagrams

		Motor Sizing

		Single Phase motors

		DC motors

		Motor installations



		

		WTEC A4.3060

		WTEC A.3070

		WTEC A4.3080

		WTEC A4.3090

		WTEC A4.3100



		

		8

		8

		6

		8

		6



		

		Variable speed drives

		System Wiring identification metering trouble shooting

		Three phase

		Trouble shooting Electrical

		Intro 3 phase motors



		

		WTEC A4.3110

		WTEC A.3120

		WTEC A4.3130

		WTEC A4.3140

		WTEC A4.3150



		

		6

		

		

		

		



		

		Pumps

		

		

		

		



		

		WTEC A4.3160

		

		

		

		





A5 RCL Semester Year 3 - 70%

		Air Handling Hours

		12

		15

		3

		6

		12



		130

		HVACR Load Calculation and Design

		Air flow properties and indoor air quality

		Humidity

		Environmental building system controls

		Air instruments System Balance Zone Systems



		WTEC A5.4000

		WTEC A5.4010

		WTEC A.4020

		WTEC A5.4030

		WTEC A5.4040

		WTEC A5.4050



		Micro Certifications


HVACR design and load calculation


Air properties, air flow and HVACR system Balance


Air Instrumentation


Duct design, fabrication, and installation

		24

		12

		6

		6

		6



		

		Duct Design and sheet metal

		Graphic communication single line and schematics

		HVACR installation

		Technical communication and Tech Support

		CFM



		

		WTEC A5.4060

		WTEC A.4070

		WTEC A5.4080

		WTEC A5.4090

		WTEC A5.4100



		

		6

		6

		6

		6

		4



		

		Trouble shooting make up air

		HVACR Control Circuits

		HVACR Roof top Systems

		Insulation

		Title 24



		

		WTEC A5.4110

		WTEC A.4120

		WTEC A5.4130

		WTEC A5.4140

		WTEC A5.4150





A6 RCL Semester Year 3 - 75%

		Basic Heating and Ventilation Hours

		12

		9

		12

		9

		6



		130

		Advanced  graphic communication and building design

		Natural and fan draft assist

		Intro to make up air and heating alternative methods

		Advanced mechanical fan drives

		Draft burner gas consumption



		WTEC A6.5000

		WTEC A6.5010

		WTEC A.5020

		WTEC A6.5030

		WTEC A6.5040

		WTEC A6.5050



		Micro Certifications


Heat pumps


Technical and graphic communication


Gas Fired Equipment

		6

		6

		6

		9

		6



		

		Pilot burner thermocouple

		Pressure Regulator Orifices

		Flues draft hoods venting

		Trouble shooting gas fired equipment

		Auto heating and cooling



		

		WTEC A6.5060

		WTEC A.5070

		WTEC A6.5080

		WTEC A6.5090

		WTEC A6.5100



		

		6

		6

		6

		9

		18



		

		Gas fired forced air

		Combustion Analysis

		Mid-high efficiency gas forced air systems

		Flow Controls and applications

		Basic Heat pump



		

		WTEC A6.5110

		WTEC A.5120

		WTEC A6.5130

		WTEC A6.5140

		WTEC A6.5150



		

		3

		1

		

		

		



		

		Hot water heat systems

		Advisory Network

		

		

		



		

		WTEC A6.5160

		WTEC A.5170

		

		

		





A7 RCL Semester Year 4 - 80%

		Basic Air Conditioning  & Refrigeration Hours

		15

		24

		15

		12

		6



		130

		Evaporator Refrigeration Effect

		Refrigeration and Air Conditioning Codes


Refrigeration and oil handling, AC Systems designs and operation

		Refrigeration Principals

		Compressors

		Evaporators and condensers



		WTEC A7.6000

		WTEC A7.6010

		WTEC A.6020

		WTEC A7.6030

		WTEC A7.6040

		WTEC A7.6050



		Micro Certifications

Refrigeration Principals


AC Systems


Ice Machines


Air flow diagnostics


Refrigeration Load Calculations


Compressors




		21

		18

		9

		10

		



		

		Refrigeration System load Calculations, design, and analysis

		Economizer controls and Accessories

		Air flow diagnostics

		Ice Machines

		



		

		WTEC A7.6060

		WTEC A.6070

		WTEC A7.6080

		WTEC A7.6090

		





A8 RCL Semester Year 4 - 85%

		Intermediate Air Conditioning and Refrigeration Hours

		6

		18

		15

		9

		30



		130

		Back Flow and Circulating pumps

		System Design Equipment Selection

		Refrigeration retrofitting and conversions

		Defrosting  Circuits and controls

		Trouble shooting Refrigeration and HVACR



		WTEC A8.7000

		WTEC A8.7010

		WTEC A8.7020

		WTEC A8.7030

		WTEC A8.7040

		WTEC A8.7050



		Micro Certifications


Circulating pumps


Split systems


Backflow


Defrosting operations




		21

		6

		16

		9

		



		

		Refrigeration Enthalpy and Gas laws

		Split systems

		Refrigeration Accessories

		Workplace set-up and staging

		



		

		WTEC A8.7060

		WTEC A.7070

		WTEC A8.7080

		WTEC A8.7090

		WTEC A8.7100





A9 RCL Semester Year 5 - 90%

		Advanced HVACR Hours

		4

		9

		9

		33

		12



		130

		Hot taping

		Multiplex systems

		Advanced Air Properties

		System install Commissioning

		Complex HVACR Systems



		WTEC A9.8000

		WTEC A9.8010

		WTEC A9.8020

		WTEC A9.8030

		WTEC A9.8040

		WTEC A9.8050



		Micro Certifications

Hot Taping


Multiplex systems


System Commissioning


Ultra-low compression cycle

		18

		18

		15

		12

		



		

		Advanced Make Up Air Mechanical Drives

		Trouble Shooting Complex HVACR

		Advanced        Heat pump

		Ultra-Low Compression Systems

		



		

		WTEC A9.8060

		WTEC A.8070

		WTEC A9.8080

		WTEC A9.8090

		





A10 RCL Semester Year 5 - 95%

		Advanced Refrigeration

Hours

		21

		12

		21

		12

		16



		130

		Chillers

		Compressor Electrical Circuits

		Industrial Refrigeration Systems

		Refrigeration control circuits

		Advanced Electrical Trouble shooting



		WTEC A10.9000

		WTEC A10.9010

		WTEC A10.9020

		WTEC A10.9030

		WTEC A10.9040

		WTEC A10.9050



		

		12

		6

		18

		12

		



		

		Industrial Refrigeration

		Evaporator condenser cooling tower

		Specialized Electronic Controls

		Electromechanically Controls

		



		

		WTEC A10.9060

		WTEC A.9070

		WTEC A10.9080

		WTEC A10.9090

		





SKILL SET COMPLETION FORM

		SKILLS SETS

		TITLE

		SIGNING AUTHORITY



		WTEC


A1. 000

		Occupational Skills




		



		WTEC


A2. 1000

		Intro to HVACR

		



		WTEC


A3. 2000

		Intro Electrical Theory

		



		WTEC


A4. 3000

		Basic Electrical Motors and  Controls

		



		WTEC


A5. 4000




		Air Handling




		



		WTEC


A6. 5000

		Basic HVACR

		



		WTEC


A7. 6000

		Basic AC & R

		



		WTEC


A8. 7000

		Intermediate AC&R

		



		WTEC


A9. 8000

		Advanced HVACR

		



		WTEC


A10. 9000

		Advanced Refrigeration

		





Program Learning Objectives:


Competency-based Education and Performance of the classroom learning objectives will be demonstrated through activities and test with a scoring grade of 85% or better on related classroom learning.  Apprentices must perform what they have learned and demonstrate their competencies in practice during their 1,000 hours of on-the-job learning witnessed and signed off on by journeyworkers after demonstrating their ability to independently complete understanding without guidance or coaching the prescribed task or skill matrix.


A1. Occupational skills:


1. Demonstrate and practice a culture of safety based on OSHA 30 implemented in the daily activities of each apprentice.


2. Use relevant codes, regulations, and requirements in; hazardous materials communication, EPA608, OSHA, NFPA, building codes, Manufacturer specifications, Company procedures,  in handling materials (construction materials, chemicals,  and gases including chain of custody requirements), construction practices, and HVACR related skill duties. 


3. Utilize time management, effective habits and build a culture of trust with coworkers, and customers. 


4. Read, understand, think critically, and implement systems understanding from specifications, tables, simple schematics, pictograms, symbols, and basic HVACR mechanical drawings.


5. Know, understand and implement proper tool selection and use of common hand and power tools in HVACR.


6. Practice and perform hot work related job activities in HVACR setting up proper hot work environments.   Know and handle any issues related to recognizing symptoms of fire, location of fire area, and procedures to eliminate fire threat.


7. Perform field calculations using intro mathematics commonly used in HVACR.


A1-Micro Certifications


OSHA 30, Rigging,


7 Habits, 5 Choices, Trust


Business Writing


First Aid/CPR, Fire Extinguishers


A2. Intro to Heating and Ventilation


1. Design and layout piping with appropriate math calculations and takeoff to ensure proper fit of piping. 


2. Perform repetitious identical piping and/or tubing configurations.


3. Complete brazing and soldering that does not over heat the raw material or adjacent parts of the object being worked on that requires brazing and soldering. 


4. Place appropriate volume of bonding material to not create leaks or excess material build up on connections requiring brazing or soldering.


5. Safely perform brazing and soldering work to not damage any items or create excess heat or file related to the brazing and soldering work.


6. Use and install appropriate fittings and valves that are prescribed in written or visual graphic representation. 


7. Be sure all codes and regulations are adhered to in the work related to gas energized equipment. 


8. Review systems and diagnose air movement or ventilation issues in buildings.


9. Understand and optimize installed evaporative coolers and economizers. Perform system analysis to determine issues involving evaporative coolers or economizes issues in optimal performance.


10. Evaluate and optimize compression cycle with the understanding of vapor principals related to equipment that has vapor and liquid elements in the equipment operations. 


11. Perform system analysis and check for leaks using various materials and instruments needed for the types of fluids or gases flowing through or to the equipment. 


12. Use recovery and vacuum pumps to discharge and charge systems that require movement of material under pressure. 


13. Perform appropriate shut down procedures of walking piping system source of gas or fluid main connection to shutoff valve into equipment.  


14. Perform and use appropriate strategies for isolating, lock out tag out of fluid or gas to ensure proper safe working conditions while working on equipment, devices or systems.


A2-Micro Certifications


Pipe fitting layout and installation practices


Brazing and Soldering


Air handling and ventilation


Leak detection


Vacuum and Recovery Pump


Evap Coolers


Economizers


Fluid and gas lock out tag out


A3. Intro to electrical theory:


1. Know how to find, understand, and implement appropriate National Electrical Codes when working with all aspects of equipment that utilizes electricity in its operation. 


2. Measure and ensure current, voltage, and resistance are appropriate to the specifications of the equipment or system.


3. Know and recognize series, parallel, and combo series and parallel circuits for proper voltage or amperage.


4. Know, understand, and work with in a safe manner with alternating current electricity equipment, tools, or devices. 


5. Use math principles as related to calculating electricity related variables.


6. Know, understand, and use meter appropriate meter functions related to working on and with electricity.  


7. Learn, understand, obtain, and use in work practices National Fire Protection Agencies 70e.


8. Set up equipment systems for optimized functions in each install environmental conditions that comply with manufacturer specifications. Know and work appropriately to adhere to manufacturer warranty requirements.


9. Know, understand, and work in a safe manner with direct current electricity equipment, tools or devices.


10. Identify, address, and resolve through inspection, operating procedures of electrical systems in equipment being serviced or repaired. 


11. Stage and set up work area in a safe manner that is organized takes minimal space, and minimizes exposure of co-workers, customers or general public to work being performed during service, maintenance, repair or installation of equipment.


12. Understand and use system controls for startup and temperature sensing.


13. Perform in a safe and efficient manner with minimal work area and impact decommissioning and or commissioning of items during the course of work activities.


14. Use appropriate lock out tag out devices and procedures for individual and multiple person lock out of systems, equipment and or devices being serviced, maintained, repaired, removed, or installed. 


A3-Micro Certifications


NFPA 70E


NEC Codes


AC Electrical


DC Electrical


Electric Meters


Pumps


Electrical lock out tag out


A4. Basic Electric Motors and controls:


1. Install, set-up, and trouble shoot building system controls, both electronic and pneumatic.


2. Read, understand and use graphic information diagrams to set up, service, maintain, commission, decommission, trouble shoot and repair items encountered during work operations. 


3. Understand the role of transformers, diagnose, size, uninstall and install safely and properly. 


4. Identify, know, understand, and diagnose AC motor characteristics, features, form factor, motor size, rotation, and phase. Perform diagnostic test, determine size and cross reference alternative motor manufacture for replacement. 


5. Identify, know, understand, and diagnose DC motor characteristics, features, form factor, motor size, rotation, and phase. Perform diagnostic test, determine size and cross reference alternative motor manufacture for replacement.


6. Follow manufacturer equipment specification and motor specifications of proper shutdown, removal, install, systems inspection of mounting, electrical connections, wiring configuration, and follow safe prescribe manufacturer specified start up procedures. 


7. Monitor motor operation of sound, temperature, visual inspection with use of meters to measure electrical volts and amperage to ensure motor is operating manufacturer specified optimal operating ranges. 


8. Electrical system analyzation to diagnose electrical issues in wiring, and all component parts related to the electrical operations of the equipment.


9. Know, understand, safely work with single phase and three phase systems and components. 


10. Perform appropriate shut down procedures of walking electrical system from electrical panel, disconnect and system verification with electrical meter. 


A4-Micro Certifications


Building control systems


AC motors


DC motors


Electrical Diagnostics


A5. Air Handling:


1. Evaluate and understand HVACR system components and design features from technical graphic documents and specifications from manufacturers, engineered designed construction drawings and written notes.


2. Know and calculate system load calculations, equipment capacity and delivered capacity expectations to each location the equipment is installed provide indoor conditioned air.


3. Understand air properties and air flow under of intake and output with consideration of external and internal environmental conditions, of temperature and humidity. 


4. Use tools for measuring environmental conditions, air flow, motor electrical draw, and register for air flow.


5. Be able to properly install HVACR units and roof curbs properly for fit and seal.


6. Design, calculate and verify perform system sizing related to equipment capacity, CFM, and required delivery of air to each location of required conditioned air. 


7. Work safely and use appropriate tools for bending, cutting sheet metal.


8. Measure accurately ducting and perform proper installation and assembly of ducting, fittings and duct components with proper fasteners and hangers.


9. Insulate and proper seal connections with code and engineered required materials to ensure proper seal.      


10. Read, understand, and utilize appropriate specifications, graphic designs, tables, charts and schematics related to air flow, duct design HVACR equipment technical specifications.


11.  Perform programing, and adjustments of HVACR equipment controls for optimal system operational performance per manufacturer specifications, delivered engineered building requirements stated on construction drawings. 


12. Know and apply title 24 codes and specification in installation of ducting, and HVACR systems at filed locations where daily work duties are performed. 


A5-Micro Certifications


HVACR design and load calculation


Air properties, air flow and HVACR system Balance


Air Instrumentation


Duct design, fabrication, and installation


A6. Basic heating and ventilation:


1. Perform service, maintain, and install makeup air equipment.


2. Know, understand, and install, service, repair, and optimize at site location natural, draft assist, draft and flues systems.


3. Know, understand, demonstrate by installation, service, trouble shoot, and repair pilots, burners, thermocouples pressure regulators, 


4. Perform service, maintenance, repair, or installing of devices, equipment, or systems which are gas fired equipment to trouble shoot and optimize operating conditions to manufacturer and building engineered construction specifications. 


5. Know, demonstrate and perform service, maintenance, repair, and installation of heat pump systems.

6. Perform service, maintenance, trouble shooting, repair, and installation on auto heating and air equipment.


7. Perform service, maintenance, trouble shooting, repair, and installation on hot water heat systems.


8. Know, understand, demonstrate, and use combustion analysis and flow control analysis during service, maintenance, repair and installation of systems which use these functions during operations. 


9. Perform service, maintenance, trouble shooting, repair, and installation on mid-high efficiency gas forced air systems.


A6-Micro Certifications


Heat pumps


Technical and graphic communication


Gas Fired Equipment

A7. Basic Air Conditioning and Refrigeration:


1. Know and use the principals of refrigeration evaporative effect while servicing, maintenance, repair, and installation of refrigeration equipment, devices, and/or systems.


2. Know and apply refrigeration and air conditioning codes, standards, manufacturer specifications during service, maintenance, repair, and installation


3. Know and use the principals of refrigeration and air conditioning systems; design, airflow diagnostics, and operation while servicing, maintenance, repair, and installation of refrigeration or air conditioning equipment, devices, or systems.


4. Perform design analysis, load calculations, trouble shooting, in service, maintenance, repair and installation of refrigeration equipment, devices, or systems.


5. Perform service, maintenance, repair, and installation on ice machines.    


6. Know and perform optimization using economizer controls with air conditioning systems design, with airflow diagnostics, and manufacturer specifications for operation while servicing, maintenance, repair, and installation of air conditioning equipment, devices, or systems.


7. Know and use the principals of refrigeration role of compressor while servicing, maintenance, repair, and installation of refrigeration equipment, devices, and/or systems.


8. Perform installation/retrofit and warranty procedures of compressor change out in refrigeration and air conditioning equipment, devices, or systems.


A7-Micro Certifications

Refrigeration Principals


AC Systems


Ice Machines


Air flow diagnostics


Refrigeration Load Calculations


Compressors

A8. Intermediate Air Conditioning and Refrigeration:


1. Know and use the principals of refrigeration enthalpy gas laws in system design, related to diagnostics and troubleshooting while servicing, maintenance, repair, installation retrofitting and conversion of refrigeration or air conditioning equipment, devices, or systems.


2. Perform service, maintenance, repair, and installation on circulating pumps.


3. Perform service, maintenance, repair, and installation on backflow preventers.


4. Troubleshoot, review system design, identify accessories of refrigeration and HVACR equipment devices, and systems. 


5. Perform service, maintenance, repair, and installation on split system HVACR systems.


6. Perform proper and appropriate defrost procedures using defrost controls per standard operating procedures, manufacturer specifications, with no damage to system components in the service, maintenance, or repair for various refrigeration or air conditioning equipment, devices, or systems.


A8-Micro Certifications

Circulating pumps


Split systems


Backflow


Defrosting operations

A9. Advanced HVACR:


1. Perform in the service, maintenance, repair, or installation safely and correctly use hot tap skills in existing systems of refrigeration and HVACR.


2. Know, understand and perform service, maintenance, repair, and installation of multiplex Systems


3. Troubleshoot complex; air properties, air flow, makeup air mechanical drives, heat pump and HVACR systems in the service, maintenance, repair and installation of HVACR equipment, components, air handling systems, or devices. 


4. Perform service, maintenance, repair, and installation of Ultra Low Compression systems.


5. Perform system commissioning on HVACR systems after completing system installation


A9-Micro Certifications

Hot Taping


Multiplex systems


System Commissioning


Ultra-low compression cycle


A10. Advanced Refrigeration:


1. Know and use the principal chiller systems of system design, operations and functions to diagnose and troubleshooting chillers during servicing, maintenance, repair, installation of refrigeration or air conditioning equipment, devices, or systems.

2. Diagnose and determine electronic circuit systems of compressors related equipment operation issues or faults in the service, maintenance, and repair of refrigeration or HVACR equipment, devices, or systems. 


3. Know, understand, and perform work on industrial refrigeration systems during the service, maintenance, repair, and installation of large scale industrial refrigeration systems, equipment, and devices. 


4. Understand and use the principals of cooling tower systems design, operations and functions to diagnose and troubleshoot cooling towers during service, maintenance, repair or installation. 


5. Perform advance diagnostics, and control functions on specialized electronic controls, electromechanically controls, and refrigeration controls in the set-up, trouble shooting, and diagnosing of issues in Refrigeration or HVACR equipment devices, and systems. 


A10-Micro Certifications

Chillers


Cooling towers


Industrial refrigeration systems


Apprentice entered into customer location introduced himself and greeted the staff and or manager. Apprentice shared that he/she was at the location to perform the regularly scheduled maintenance. The apprentice asked the manager if there were any urgent items that had not yet been called in for a service or repair. The apprentice said hello to each of the staff members as they walked through the kitchen as the apprentice passed the customer’s staff members in route to determine the layout of the inside of the kitchen area to determine where equipment on the Preventative Maintenance (PM) are located at that store location. After completing the visual inspection, the apprentice sought out the manager to inquire about roof access. The manager provided the apprentice with the information needed to access the roof. The apprentice thanked the manager and proceeded to stage and start PM work. After completing the PM work on the roof, the apprentice found the manager and inquired which piece of equipment they would like to have done first due to the activity in the kitchen. The apprentice continued the dialog to have the complete order to perform work with the manager. As the apprentice worked, he/she was mindful of the kitchen staff providing clear paths, and delineated work areas for customer staff safety. After completing the PM, the apprentice thanked the manager, and said good bye to kitchen staff as he/she exited the store location. 
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Appendix D


QUALIFICATIONS AND SELECTION


PROCEDURES


ADOPTED BY


WorkForce Technician Education Center

(WTEC)


DEVELOPED IN COOPERATION WITH THE


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP


APPROVED BY:  _______________________________________


REGISTRATION AGENCY


DATE APPROVED:  ____________________________________

The certification of this selection procedure is not a determination that, when implemented, it meets the requirements of the Uniform Guidelines on Employee Selection Procedures (41 CFR § 60-3) or 29 CFR § 30.  Note that selection procedures may need to be modified to provide reasonable accommodations to qualified individuals with disabilities.

This Page Intentionally Left Blank

SECTION I - MINIMUM QUALIFICATIONS 


Applicants will meet the following minimum qualifications.  These qualification standards, and the score required on any standard for admission to the applicant pool, must be directly related to job performance, as shown by a statistical relationship between the score required for admission to the pool and performance in the apprenticeship program: 


A.
Age 


Minimum age qualification required by the sponsor for persons entering the apprenticeship program must not be less than 16 years of age with parental consent or 18 years of age. Applicant must provide evidence of minimum age respecting any applicable State Laws or regulations.

B.
Education

A high school diploma, General Educational Development (GED) equivalency or other high school equivalency credential is required.  Applicant must provide an official transcript(s) for high school and any post-high school education.  Applicant must submit the GED certificate or other high school equivalency credential if applicable. 

Applicants that qualify must submit a DD-214 to verify military training and/or experience if they are a veteran and wish to receive consideration for such training/experience.

C.
Physical

Applicants will be physically capable of performing the essential functions of the duties this occupation requires (as per the O*NET Department of Labor guidelines, Bureau of Labor Statistics (BLS) Occupational Outlook Handbook https://www.bls.gov/ooh/installation-maintenance-and-repair/heating-air-conditioning-and-refrigeration-mechanics-and-installers.htm).  Where possible the program will provide appropriate accommodations for individuals with disabilities.  The apprenticeship program, when providing a reasonable accommodation, will not pose a direct threat to the health and safety of the individual or others.


Applicants will pass a physical agility test, fitness test, or screen for the current illegal use of drugs on acceptance into the program and prior to being employed.


D. Skill Gap Assessments 

Applicants must complete the ASSET test of: Writing Skills, Reading Skills, and Numerical Skills; or the COMPASS test of: Writing Skills, Reading Skills, and Numerical Skills. 


Identified skills gaps will provide WTEC with the ability to assist the individual apprentices with a personal learning plan. Additional support will be provided in collaboration with educational partners for high school diploma completion or other academic remediation. 


Aptitude skills gaps will be identified and then added to the personal learning plan so instructors, mentors and coaches in the apprenticeship program can provide individualized attention for each as needed to meet the required skills in the related industry instruction.  

The applicant must complete a Department of Transportation drug test at the prescribed clinic determined by the WTEC-Sponsor with negative results. The test results must be within 15 days of application submission and must be submitted with the completed application.


Applicants must be interviewed and screened and/or referred by instructor from a partner LEA, or manager’s recommendation provided by journeyworker referral to the manager for the apprentice program.


SECTION II - APPLICATION PROCEDURES 


A.
Applicants will be accepted throughout the year.  Every person requesting an application will have one made available upon signing the applicant log.


B.
All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.


C.
Before completing the application, each applicant will be required to review the Apprenticeship Standards and will be provided information about the program.  If the applicant has any additional questions on the qualifications or needs additional information to complete the application, it will be provided by the sponsor.


D.
Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.


E.
Completed applications will be checked for minimum qualifications.  Applicants deficient in one or more qualifications or requirements or making false statements on their applications will be notified in writing of their disqualification and of the appeal rights available to them.  No further processing of such applications will be taken.


F.
Applicants meeting the minimum qualifications and submitting the required documents will be notified where and when to appear for an interview (if applicable).


SECTION III - SELECTION PROCEDURES 


The sponsor has adopted the following selection procedures, consistent with the requirements set forth in 29 CFR § 30.10(b):  


The Sponsor may select apprentices by any method, including its present selection method that includes incumbent employees initially, provided that the sponsor meets the requirements listed in 29 CFR § 30.10(b).

An individual who has completed a structured pre-apprenticeship training program that meets the requirements outlined in Training and Employment Notice 13-12, Defining a Quality Pre-Apprenticeship Program and Related Tools and Resources, in any occupational area covered in these standards of apprenticeship and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program.  The candidate shall provide official documentation confirming that he or she fulfilled the specific requirements of the pre-apprenticeship program, such as completion/graduation certificates, transcripts, notarized letters of confirmation, and sworn statements.

SECTION VII - OFFICIAL ADOPTION OF SELECTION PROCEDURES


The WorkForce Technician Education Center (WTEC-SPONSOR) hereby officially adopts these selection procedures on this this 15th day of February, 2018.

WTEC-Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf.



Signature of WTEC-Sponsor 


Don Langston





Printed Name
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