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These “model” national guidelines for apprenticeship standards are an example of how to develop apprenticeship standards that will comply with 29 CFR §§ 29 and 30 when tailored to a sponsor’s apprenticeship program.  These model standards do not create new legal requirements or change current legal requirements.  The legal requirements related to apprenticeship that apply to registered apprenticeship programs are contained in 29 U.S.C. 50 and 29 CFR §§ 29 and 30.  Every effort has been made to ensure that the information in the model apprenticeship standards is accurate and up-to-date.
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National Guideline Standards









Section 1 – Foreword 

Experience has demonstrated that a practical and cost-effective method of preparing workers for employment in skilled occupations is through a planned apprenticeship – a training concept which provides for employment and training under actual job conditions supervised by skilled professionals and at wages commensurate with the Apprentice's skill. In addition, the Apprentice's knowledge and understanding of the occupation, through practical experience, is enhanced through participation in approved courses of related and supplemental instruction and education.



[bookmark: _Hlk500143799]Adecco Group NA is committed to empowering the next generation of talent in risk and people.  We want to hire the best, build the best, and be the best.  We recognize that Adecco’s success as a growing firm is directly linked to our continued ability to attract, engage and retain highly talented professionals around the world.    In doing this we will enable our business units to realize the full potential of their people.



The motivation behind Adecco Group NA’s global apprenticeship program is to further develop the next generation of talent and empower the business leaders of tomorrow.  Adecco’s clients deserve the best team at their service today and in to the future.   Adecco is deeply committed to the communities in which it operates and want to play an integral role in providing solutions to one of the largest challenges facing our economies.



The Adecco Group NA Apprenticeship Program recognizes the need for continuous training to maintain the high level of skill and competence expected by industry.  Recognizing the responsibility for training rests with those in the industry that are benefactors of a skilled workforce, The Adecco Group NA Apprenticeship Program has formulated and adopted these National Guideline Standards for the training of Apprentices in the profession(s) identified in these apprenticeship standards.



National Guideline Standards

The purpose of National Guideline Standards is to establish the basic training of apprentices to a common standard at Adecco Group NA facilities throughout the country.  These guidelines serve as a basis for local Adecco Group NA affiliates to register standards of apprenticeship locally with either federal DOL State Offices of Apprenticeship or State Apprenticeship Agencies (SAAs) recognized by the Federal DOL for federal purposes.  The advantages of local registration include access to local Workforce Development funds, Veterans benefits, local assistance for delivering job related (classroom) instruction, and potential local incentives for registering apprenticeship programs with a State Apprenticeship Agency.



These guideline standards, especially the work process schedule and related instruction outline identified in Appendix A will help to ensure that all Adecco Group NA apprentices are trained to a commonly identified skill level.





Section 2 – Provisional Registration					               [29CFR29.3(g)(1)&(2)

New apprenticeship regulations promulgated by the Department of Labor’s Office of Apprenticeship on December 29, 2008 require all new programs to receive provisional registration for one year prior to moving into active program status.  The provisional registration requires that the Office conduct a program quality assessment prior to the program’s anniversary to determine whether the program is following its registered training plan and operating in accordance with the federal apprenticeship regulations.  Pending the results of the quality assessment, the program will continue in provisional status, move to permanent active status, or be recommended for de-registration.  Technical assistance will be available to assist the sponsor in improving the quality of their training program.



Section 3 – Purpose									           [29 CFR 29.5 (a)]

A. To encourage careful selection of persons entering the profession with due regard to aptitude and attitudes. 

B. To provide an approved plan of training intended to equip such persons for profitable employment demands.

C. To assure that the Adecco Group NA Apprenticeship Programs may obtain the services of highly skilled professionals.

D. To provide the public with the highest possible service in conformity with approved practices of safety and skilled professionalism.





Section 4 – Duties and Responsibilities of the Apprentice

1. Upon reading these Standards and signing the apprenticeship agreement, each Apprentice shall be regarded as having voluntarily accepted all the responsibilities and obligations commonly recognized as a part of such apprenticeship, and such others as may be assigned to the Apprentice by the Committee and/or Program Sponsor as a means of facilitating the administration of the Apprenticeship Program.

2. Each Apprentice shall be responsible to fulfill the obligations of related instruction as set forth by the Program Sponsor and for maintaining an accurate record of all hours spent in training on-the-job. 

3. Apprentices must develop safe working habits, and conduct one-self in a creditable and ethical manner.





Section 5 – Duties and Responsibilities of the Program Sponsor – Adecco Apprenticeship Program

1. Have the necessary facilities to assure effective training in all aspects of the profession.

2. Assure apprentices are under the supervision/mentoring of qualified professionals.

3. Exercise precaution for the health and safety of apprentices in the workplace.

4. Provide a positive learning environment and encourage training at all levels.

5. Provide fair and equitable treatment for all apprentices.

6. Provide the foundation for the apprenticeship training and the continuum for passing the skills on to the future.

7. Identify a point of contact to the US Department of Labor and provide the resources to resolve issues and facilitate modifications to program requirements where applicable  

8. Notify the registration agency within 45 days of any change in status of apprentices, including cancellation, suspension, and completions of apprenticeship. 





Section 6 – Duties and Responsibilities of the Mentor/Manager

1. Provide positive leadership and proper supervision/mentoring on the job.

2. Helps integrate the apprentices into the working environment and navigate within the enterprise.

3. Helps familiarize the apprentices with the office, key processes and systems and business partners.

4. Monitor the progress of apprentices and confirm competencies earned on the job.

5. Acts as the “go to” person for questions regarding the day-to-day work of the apprentices.

6. Provide honest and constructive feedback to the apprentice in a way that will assist in their growth and development.

7. Demonstrate best practices in the classroom and on the job.

8. Allow the apprentice to practice new skills or experiment with theories or ideas learned in the related instruction courses.

9. Provide fair and equitable treatment to all apprentices, recognize, and reward excellence.

10. Assist with paperwork required of the program (i.e., on-the-job learning records, related instruction records, and other record keeping as may be required).







Section 7 – Periodic Evaluation 						[29 CFR 29.5(b)(6)]

1. Each Apprentice shall be responsible for maintaining a record of his or her work experience/training on the job and in related instruction and for having this record verified by Adecco Group NA for inclusion in the Apprentice’s record folder.  This record will be included in each Apprentice’s file maintained by the local office of Adecco Group NA.

2. Before each period of advancement, or at any other time when conditions warrant, the Sponsor shall examine the Apprentices to determine whether they have made satisfactory progress.  If the Apprentices’ related instruction performance or work progress is found unsatisfactory, they may be required to repeat a process or series of processes in which they are deficient, before advancing to the next step or being recommended for completion.

3. Consistent with the terms of the registered Apprenticeship Agreement, should it be found that the Apprentice does not have the ability or desire to continue the training to become a professional, Adecco Group NA will, after the Apprentice has been given adequate assistance and opportunity for corrective action, terminate the Apprenticeship Agreement. 

4. Written records of progress evaluations and corrective and final actions shall be maintained for a period of 5 years from date of last action.  The Registration Agency will be notified of all cancellations. 





Section 8 – Safety and Health Training 							    [29 CFR 29.5(b)(9)]

1. All Apprentices shall receive continuous instruction in safe and healthful work practices both on-the-job and during related instruction.

2. Adecco Group NA shall instruct the Apprentice in safe and healthful work practices and shall ensure that 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.





Section 9 – Registered Apprenticeship Agreement		 [29 CFR 29.3 (d)&(e) - 29 CFR 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  signed by the Sponsor 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.  A copy of each Apprenticeship Agreement will be furnished to the apprentice, Adecco Group NA, and the Registration Agency.  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 Registered Apprenticeship Agreement, each selected applicant will be given an opportunity to read and review these Standards, Adecco Group NA’s written rules and policies and the Registered Apprenticeship Agreement form.



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 10 - Credit for Prior Experience 				   [29 CFR 29.5(b)(12)] and 30.3(a)(1)

Adecco Group NA may grant credit towards the term of apprenticeship to new apprentices who demonstrate previous acquisition of skills or knowledge equivalent to that which would be received under these Standards. 



1. Apprentice applicants seeking credit for previous experience gained outside the supervision of the Sponsor must submit the request at the time of application and furnish such records to Adecco Group NA 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 Adecco Group NA 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.



2. 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.



3. The granting of advanced standing will be uniformly applied to all apprentices.





Section 11 – 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 committee or program sponsors, and must comply with the following requirements:



i. The transferring apprentice must be provided a transcript of related instruction and on-the-job learning by the committee or program sponsor:

ii. Transfer must be to the same occupation; and

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





Section 12 – Supervision of Apprentices			    		                [29 CFR 29.5(b)(14)]

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.








Section 13 – Certificate of Completion of Apprenticeship        [29 CFR 29.5(b)(15)] and Circular 2015-02

1. Upon satisfactory completion of the requirements of the Apprenticeship Program as established in these Standards, the Local Committee or authorized Adecco Group NA representative shall so certify in writing to the Registration Agency and request that a Certificate of Completion is awarded for completion of the Apprenticeship.

2. Programs that choose to issue interim credentials must clearly identify the interim credentials, how these credentials link to the components of the apprenticeship program, and establish the process for assessing an individual apprentice’s demonstration of competency associated with the interim credential

3. Such requests may be completed electronically using the Registered Apprenticeship Partners Information Data System (RAPIDS) or in writing using the supplied U. S. Department of Labor, ETA, Office of Apprenticeship, Application for Certification of Completion of Apprenticeship Form accompanied by the appropriate documentation for both on-the-job learning and the related instruction as may be required by the Registration Agency.





Section 14 – Program Registration, Cancellation, Amendments, Modifications, and Deregistration

[29CFR 29.5(b)(18), 29.8 (a)(2), 29.8 (b)(8)]

1. These Apprenticeship Standards will, upon adoption by Adecco Group NA, be submitted to the Registration Agency for approval.  Such approval will be required before implementation of the Apprenticeship Program.

2. Adecco Group NA reserves the right to discontinue or cancel, at any time, the Program set forth herein.  The Registration Agency shall be notified promptly of any decision to cancel the Apprenticeship Program.

3. The sponsor will notify the Registration Agency within 45 days in writing of any decision to cancel the program.

4. The sponsor will notify each apprentice of the cancellation of the program and the effect of same.  If the apprenticeship program is cancelled at the sponsor’s request, the sponsor will notify the apprentice(s) within 15 days of the date of the Registration Agency’s acknowledgment of the sponsor’s request.  If the Registration Agency orders the deregistration of the apprenticeship program, the sponsor 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.

5. Deregistration of these Standards of Apprenticeship may be initiated by the Registration Agency for failure of Adecco Group NA to abide by the provisions herein.  Such deregistration will be in accordance with the Registration Agency’s regulations and procedures.

6. These Standards of Apprenticeship may be modified or amended at any time by Adecco Group NA.

7. A copy of each amendment adopted shall be furnished to each Apprentice employed by Adecco Group NA.

8. All modifications and amendments must be approved by the Registration Agency prior to implementation.  



Section 15 – Notice to Registration Agency	  				[29CFR 29.3 (d)(e), 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 therefor.








Section 16 – Equal Employment Opportunity in Apprenticeship 	 [29 CFR 29.5(b) (21)] and 30.3(c)(1)]

Pledge: “Adecco Group NA will not discriminate against apprenticeship applicants or apprentices based 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.” Adecco Group NA will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under Title 29, Code of Federal Regulations, Part 30.





[bookmark: _Toc389212609][bookmark: _Toc389211757]Section 17 – Affirmative Action Plan and Selection Procedures       [29 CFR 29.5(b)(21)], 30.4, and 30.10

Sponsors are required to provide a 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) two years after program 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 18 – Adjustment of Differences and Complaint Procedure [CFR 29.5(b)(22) and 29 CFR 29.7(k)] and 30.14



The sponsor 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:



Discrimination Complaints 	(29 CFR Part 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, or sex 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 complaint with the Registration Agency or, at the apprentice or applicant’s election, with the private review body established by the program sponsor (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 sponsor 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, for good cause shown, 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 sponsor shall provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices. 







Non-Discrimination Complaints 	 

Any complaints should be received, processed, and disposed of by the following (local registration will identify the local person responsible for these complaints): 

Name:  			Ms. Tyra Tutor, SVP, Corporate Development and Social Responsibility

Address: 			10151 Deerwood Park Blvd, Building 200, Suite 400

			Jacksonville, FL  32256		

Telephone Number:	904.360.2522

Email Address: 		tyra.tutor@adeccogroup.com



29 CFR 29.7(k) 



The sponsor 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 sponsor 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.  





Section 19 – Maintenance of Records 		[29 CFR 29.5(b)(6), 29.5 (b)(23), and 30.12 (a-d)]

Program sponsors (local) are responsible for maintaining, at a minimum, the following records:



· summary of the qualifications of each applicant;

· basis for evaluation and for selection or rejection of each applicant;

· 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



Program sponsors will also maintain all records relating to apprenticeship applications (whether selected or not), including, but not limited to, the sponsor’s outreach, recruitment, interview, and selection process.  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 each sponsor is required to maintain under 29 CFR § 30, please refer to 29 CFR § 30.12.



All such records are the property of the sponsor and will be maintained for a period of 5 years from the date of last action.  The records shall be made available upon request by the Registration Agency for inspection at Adecco USA Apprenticeship Program, 10151 Deerwood Park Blvd, Building 200, Suite 400, Jacksonville, FL  32256 or where the program is locally registered.





Section 20 – Consultants/Technical Assistance 

Advice and assistance in the successful operation of this Apprenticeship Program will be available at any time, upon request by Adecco Group NA, from representatives of the U.S. Department of Labor, Office of Apprenticeship, a DOL recognized State Apprenticeship Agency, or other consultants identified by the program sponsor.







The sponsor 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 21 – 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 22 – Contact Information							

Contact information for the appropriate individual with authority under the program to receive, process, and make disposition of complaints. 



Name:  			Ms. Tyra Tutor, SVP, Corporate Development and Social Responsibility

Address: 			10151 Deerwood Park Blvd, Building 200, Suite 400

			Jacksonville, FL  32256		

Telephone Number:	904.360.2522

Email Address: 		tyra.tutor@adeccogroup.com






Section 23 – Official Adoption of Apprenticeship Standards



The Adecco Group NA hereby adopts these standards of apprenticeship on this _____ day of (Insert Month/Year).



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







						

Signature of Sponsor (designee)





						

Printed Name




Key Components and Terms

Definitions



[bookmark: _Hlk504144282]APPRENTICE:  Any individual employed by the employer meeting the qualifications described in the Standards of Apprenticeship who has signed an Apprenticeship Agreement with Adecco Group NA for training and related instruction under these Standards, and who is registered with the Registration Agency.



APPRENTICESHIP AGENT/INTERMEDIARY:  An individual identified by Registration Agency whose role it is to engage and support the Program Sponsor effort in creating, maintaining, reporting and monitoring their Apprenticeship Program.



APPRENTICE ELECTRONIC REGISTRATION (AER):  Is an electronic tool that allows for instantaneous transmission of apprentice data for more efficient registration of apprentices and provides the Adecco Group NA with a faster turnaround on their submissions and access to their apprenticeship program data.



APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and Adecco Group NA 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): Apprenticeship Committee (Committee) means those persons designated by the sponsor to act as an agent for the sponsor in the administration of the program.  A non-joint committee which may also be known as a unilateral or group non- joint (may include workers) committee has employer representatives but does not have a bone fide collective bargaining agent as a participant.



APPRENTICESHIP SPECIALIST:  An employee of a State Workforce Development system designated by the system to promote and develop registered apprenticeship program standards and submit them to the local Office of Apprenticeship.  Apprenticeship Specialists have received training on standards development from the US Department of Labor, Office of Apprenticeship and are so authorized to act as designees of the Office of Apprenticeship for this purpose.



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



COMPETENCY-BASED OCCUPATION:  An occupation using an apprenticeship approach that requires the attainment of manual, mechanical, or technical skills and knowledge, as specified by an occupation standard and demonstrated by an appropriate written and hands-on proficiency measurement.



DIRECTOR OF APPRENTICE(S):  An individual designated by the Program Sponsor to supervise or have charge and direction of Program Sponsor’s apprenticeships. Primary contact with the Apprenticeship Agent, Registration Agency and additional third parties where appropriate.

 

ELECTRONIC MEDIA:  Media that utilize electronics or electromechanical energy for the end user (audience) to access the content; and includes, but is not limited to, electronic storage media, transmission media, the Internet, extranet, 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 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.



AMERICAN JOB CENTERS:  Connecting Americans to online resources from across the federal government, nearly 3,000 brick-and-mortar American Job Centers, and hundreds of local training programs and job resources funded through federal grants, the proud partners of the American Job Center Network provide an easily-identifiable source for the help and services individuals and businesses need.  Veterans engaged with the American Job Centers and who can graduate covered under these Standards.



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. 



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



PROGRAM DIRECTOR: The Program Sponsor’s delegate that will represent the program and lead the administration of the program. 



PROVISIONAL REGISTRATION:  Means 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 the criteria describe in §29.3 (g) and (h).



REGISTERED APPRENTICESHIP PARTNERS INFORMATION DATA SYSTEM (RAPIDS):  AFederal system which 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 Office of Apprenticeship to service this program.



The Registration Agency and field representative identified are the U.S. Department of Labor, Office of Apprenticeship, (Insert Region #, Name of Apprenticeship & Training Representative, Mailing Address; E-mail; and telephone number).





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



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



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



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



TRANSFER: A shift of apprenticeship agreement 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 committee or program sponsor.
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On-the-Job Learning and Education Outline

Career Development Technician



		O*Net-SOC Code

		RAPIDS Code



		[bookmark: _Hlk213565155]13-1071.00

		1057CB







Description: Utilize proven methods to source and recruit candidates to fill job positions. Assist with building and maintaining a comprehensive candidate pipeline that addresses employer/client needs. Assesses job readiness and personal growth goals, assists the candidate/associate with job search, maintains personnel records, programs data and other statistical records. Monitors on-the-job performance of associates. Establishes agreements with client businesses to provide job placement and on-the-job learning, partner with non-profit agencies or post secondary institutions to provide recruitment sources for employment of associates.



Section 1 – On-the-Job Learning						[29 CFR 29.5(b)(2)]

1. During the Apprenticeship, the Apprentice shall receive work experience and job related education in all phases of the occupation, including safe work practices, necessary to develop the skill and proficiency of a skilled professional. 

2.	The program sponsor or its designated apprenticeship committee must ensure Apprentices are rotated throughout the various work processes to ensure a well-rounded professional upon completion of the Apprenticeship, and identify what methodology will be used to track progression of experience on-the-job. 

3.	Such on-the-job learning shall be carried on under the direction and guidance of a qualified professional. 



The following identifies the major work processes in which Apprentices will be trained. 



		Work Process Category

		Or Demonstrated Competency:



		Communicate Professional Knowledge

		Supervisor’s Initials:                    Date:



		Communicate with client directly and through the Expression of Attitude

		Supervisor’s Initials:                    Date:



		Assessment/Individual Planning

		Supervisor’s Initials:                    Date:



		Program Design and Delivery

		Supervisor’s Initials:                    Date:



		Relationship to Community

		Supervisor’s Initials:                    Date:



		Administrative Skills

		Supervisor’s Initials:                    Date:



		Workforce Preparation

		Supervisor’s Initials:                    Date:



		Career Exploration

		Supervisor’s Initials:                    Date:



		Resource Development

		Supervisor’s Initials:                    Date:



		Employer Relations

		Supervisor’s Initials:                    Date:
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Apprentice – Technology – Task Verification (or Competency) Checklist



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

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

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.

		Compentencies

		Place a check mark or date in each box when complete.

		



		Communicate Professional Knowledge

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Apply basic principles of group work and facilitation cooperative learning, conflict resolution and behavior management.

		

		

		

		



		Apply "best practices" from a workforce development approach.

		

		

		

		



		Communicate with candidates also referred to as associates directly and through the  Expression of Attitude

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Effectively communicate with associates and facilitate discussion one-on-one and in groups

		

		

		

		



		Demonstrate effective listening skills by listening to what other people are saying and asking appropriate questions

		

		

		

		



		Apply skills helping skills principles (e.g., confidentiality, problem solving, and conflict resolution and referrals).

		

		

		

		



		Demonstrate concern about the well-being of others interest in feelings and experiences of others; support the self-esteem of others.

		

		

		

		



		Demonstrate a belief in the potential and empowerment of all associates.

		

		

		

		



		Demonstrate awareness of commonalities and differences (such as gender, race, ethnicity, class and religion) among associates of diverse backgrounds and appreciation of differing talents, sexual orientation, and faith.

		

		

		

		



		Demonstrate knowledge of negotiating skills by

addressing associates concerns and arriving at a win-win solution.

		

		

		

		



		Maintain appropriate "boundaries" (such as roles responsibilities, relationships and confidentiality) with associates.

		

		

		

		



		Demonstrate leadership qualities.

		

		

		

		



		Assessment/Individual Planning

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 





		Observe and talk with associates to assess individual goals, interests, concerns and competencies, and to do so with an appreciation of their community context.

		

		

		

		



		Prepare next steps with associates in achieving individual career goals.

		

		

		

		



		Select, administer and interpret standardized assessment 

instruments for assessing individual interests and competencies.

		

		

		

		



		Demonstrate ability to recognize individual strengths and barriers which may affect career activities.

		

		

		

		



		

Demonstrate knowledge and awareness of usefulness of formal assessments.

		

		

		

		



		Qualify candidates against pre-determine standard requirements.

		

		

		

		



		Program Design and Delivery

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Apply "best practices" models to the design, implementation 

continuous improvement and evaluation of organizational 

programs and practices to make it more effective.

		

		

		

		



		Enters and tracks assignments and associate information in 

Applicant Tracking System (ATS).

		

		

		

		



		Completes the hiring/onboarding process in accordance with client/employer requirements.

		

		

		

		



		Initiate, enable, and sustain group interactions and relationships through the completion of an ongoing activity or project.

		

		

		

		



		Foster and promote multi-cultural understanding.

		

		

		

		



		Relationship to Community

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Demonstrate a willingness to search for and retain information about communities with cultural and economic backgrounds different from their own.

		

		

		

		



		Maintain relationships and demonstrate working knowledge of

non-center partner organizations.

		

		

		

		



		Demonstrate an awareness of the array, mission and referral processes of community agencies and organizations that serve associates and families.

		

		

		

		



		Administrative Skills

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Maintain records (e.g., case notes, program data and 

other statistical records related to job placement and retention.

		

		

		

		



		Demonstrate ability to write effective reports, case studies, notes and letters.

		

		

		

		



		Demonstrate knowledge of time management strategies.

		

		

		

		



		Demonstrate knowledge of team development (e.g. identifying roles of team members.)

		

		

		

		



		Demonstrate knowledge and application of appropriate technologies to the task at hand (e.g., specific computer applications, internet).

		

		

		

		



		Demonstrate knowledge and application of program objectives.

		

		

		

		



		Workforce Preparation

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Assess career interests through the use of appropriate instruments, e.g., interest inventories, personality measures multiple aptitude or achievement batteries combined instruments.

		

		

		

		



		Assess job readiness of candidates through the evaluation of interview skills, job keeping skills, and social skills.

		

		

		

		



		Demonstrate ability to recognize strengths and barriers which may affect career training activities.

		

		

		

		



		Career Exploration

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Utilize current labor market information, and other post-secondary information materials which assist business clients identify individual preferences and skills.

		

		

		

		



		

Begin to build and maintain knowledge of target industries, employers, potential clients, and roles.

		

		

		

		



		Apply knowledge of education, training and resources that provides information about job functions, salaries, requirements and future outlooks.

		

		

		

		



		Resource Development

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Create and maintain relationships with the educational systems,

(e.g., secondary, post secondary and others).

		

		

		

		



		Administers job postings in various systems.

		

		

		

		



		Conduct community assessments and identify under used 

resources to assist in providing employment, training and support services resources.

		

		

		

		



		Coordinate client/employer outreach with other workforce development agencies in the community and utilize employer advisory councils for education and workforce preparation programs.

		

		

		

		



		Client Relations

		Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date 



		Coordinate job search activities with employment service staff, clients, and associates. Creates and maintains relationships with clients to insure associate job retention.

		

		

		

		



		Builds and maintains relationships with clients. Conducts intake

calls. Field and address client requests.

		

		

		

		



		Demonstrate conflict resolutions skills to resolve problems between clients and associates to increase client job retention.

		

		

		

		



		Have working knowledge of client needs and concerns.

		

		

		

		



		Monitor on the job performance to ensure associates's succession the workplace.

		

		

		

		











Section 2 – Minimum Education and Qualification Requirements		[29 CFR 29.5(b)(10)]

Applicants shall meet the following minimum qualifications: 

1. Age: Shall be at least 16 years of age.

2. Education: High School graduate or concurrently enrolled in High School in good standing. 

3. Physical/Mental:  Shall be physically capable of performing the essential functions of the occupation without endangering the health and safety of themselves and/or fellow workers.  Applicants shall be allowed to request reasonable accommodation for a disability to meet this standard when applicable.

or

4. Pass the Adecco Group interview and selection process

or

5. Current employee of the Adecco Group





Section 3  – Apprentice Wage Progression  					[29 CFR 29.5(b)(5)]

1. Apprentices shall be paid, in accordance with the employer’s annual performance cycle, a progressively increasing schedule of wages based on the acquisition of increased skill and competence as the training progresses.

2. The wage schedule is stated on this "Work Process Schedule" attached to and made a part of these Standards.  At no time will the starting wage rate be less than that required by any minimum wage law which may be legally applicable.

3. To qualify for the next level the apprentice must have completed the necessary on-the-job learning (OJL) hours and the related education component, as listed on the On-the-Job Learning and Education Outline related to this occupation. 



		Level

		Starting Wage

		Approximate On-the-Job Hours

		On-the-Job Learning Benchmark

		Education Benchmark



		1

		$10.30 hourly

or 63% of full performance wage

		2,080 hours

		Completion of Level One OJL to the satisfaction of Adecco Group

		Satisfactory Progress



		2

		$13.08 hourly or 80% of full performance wage

		2,420 hours

		Completion of Level Two OJL to the satisfaction of Adecco Group

		Satisfactory Progress





 

The current Wage Rate for an employee at the full performance level for this occupation is $16.35per hour – updated annually 





Section 4 – Term of Apprenticeship						[29 CFR 29.5(b)(2)]

1. The term of Apprenticeship shall be a period of reasonably continuous employment, subject to their employee at will status, including the probationary period as stated on this “Work Process Schedule” attached to and made a part of these Standards; plus the required hours per year of related education.

2. The program is premised on competencies demonstrated in lieu of time considerations.  However, Title 29, CFR Part 29 requires that time considerations be addressed in the Standards. 

3. The term of apprenticeship shall be compentency-based of reasonably continuous employment and training on the job, supplemented by approximately 648 hours of job related instruction for completion of the Apprenticeship program for this occupation.





Section 5 – Probationary Period 				              	[29 CFR 29.5(b)(8)} and 29.5(b)(20)

1. The first 180 days (6 months) as a registered apprentice shall be considered a Probationary Period if the apprentice is a new hire, as consistent with Employer/sponsor’s policy. 

2. During or after this Probationary Period, either party may terminate the Apprenticeship Agreement and/or the apprentice from the program, and their employment with or without cause and without advance notice by either the apprentice or the Adecco Group NA 





Section 6 – Apprentice to Journeyworker Ratio				 [29 CFR 29.5(b)(7)]

1. The sponsor shall establish a numeric ratio of apprentices to fully proficient workers (journeyworkers) 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.  

2. The ratio of apprentices employed (on the job site, department, plant, or employer’s total workforce) to fully skilled professionals will typically be 1:1. 





Section 7 – Apprenticeship Instructor Qualifications			[29 CFR 29.5(b)(4 (i) (ii))]

Every Apprenticeship Instructor shall:

1) Meet the State Department of Education’s requirements for a vocational technical instructor in the State of Registration;

2) Be a subject matter expert which is defined as an individual who is recognized within an industry as having expertise in a specific occupation. And

3) Have training in teaching techniques and adult learning styles, which may occur before or after the apprenticeship instructor has started to provide the Job Related Instruction (RI).





Section 8 – Related Instruction Outline 					[29 CFR 29.5(b)(4)]

Provider(s):	 	Adecco University

Method:  		Classroom, Labs, On-line, and Vendor Demonstration		



1. During the term of apprenticeship, each Apprentice is required to complete approximately 144 hours of related instruction for each year of the Apprenticeship. 

2. Each Apprentice’s attendance and progress in related education must be tracked and appropriate records maintained.

3. Courses may be taken during or outside the regular working hours. All time spent in such classes after regular working hours shall not be considered as hours of work. If required to attend classes or work through on-line courses, the apprentices shall be compensated at their regular hourly rate. 

4. Time devoted to the job related education shall not be considered as part of the on-the-job learning (OJL).  

5. Failure on the part of the Apprentice to fulfill their obligation as to the related education and/or attendance, or their failure to maintain passing grades therein, shall constitute adequate cause for cancellation of their Apprenticeship Agreement.



The course listings outline the related education that supplements the on-the-job learning. It is through the combination of both the on-the-job learning and the related education that the apprentice can reach the skilled level of the occupation. The following is the required course curriculum during the term of apprenticeship.






		Job Related Instruction

		  Adecco

		Self



		Initial Training

		120

		



		Week 1

Introduction to Staffing 

Introduction to Adecco 

Business Etiquette 

Introduction to Pre-Screening 

Introduction to Taking Phone Calls and Walk-ins

		10

		



		Week 2

Applicant Tracking System 

Introduction to Employee Files 

Introduction to Candidate Assessments 

Responding to Associate Payroll Calls 

HR Hiring Practices

		10

		



		Week 3

Talent Board 

Interviewing and Reference Checking Rejection 

Prioritizing Job Orders 

Associate Care and Retention

		10

		



		Week 4

Matching 

Making a Hiring Decision 

US Verify 

New Hire Paperwork 

Expectations for Your Role and Impac

		10

		



		Week 5

Candidate Pipeline 

Prioritizing Orders 

Submitting Candidates 

Assigning and Attaching to Orders 

Candidate Recognition Programs

		10

		



		Week 6

Customer Files 

Background and Drug Screens 

Overview of Contract 

Admin Customer Audits 

Processing Exceptions

		10

		



		Week 7

QPR Results 

Payroll and PeopleNet 

Counseling and Coaching Associates

Assignment Ends and Removals 

Serving the Associate - Adecco Relationship

		10

		



		Week 8

Recruiting

Job Postings 

Mass Communication

Filling Volume Orders

Stepping Up Customer Service

		10

		



		Week 9

Service Standards 

Taking a Job Order 

ATS Task List 

Surveys 

Progress Calls

		10

		



		Week 10

Conducting Client Visits 

Associate Counseling/Coaching 

Risk Management 

Workers Compensation Insurance 

Unemployment Insurance

		10

		



		Week 11

National Accounts 

Payroll Best Practices 

Working with Other Branches 

Transferring Associates 

National Customer Service

		10 

		 



		Week 12

Branch Results 

Goal Setting 

Graduation Exercise

		10

		



		Additional Training

		564

		



		Recruiter Desk

ADEPT 

Call Planning for the Pros 

Candidate Flow 

Cost Containment 

Perm Off the Desk 

Introduction to the SCJO Recruiting Call Introduction to the SMC Marketing Call 

Lead Generation and Candidate Re-Contact System Marketing and Servicing from the Desk 

Qualifying Resumes 

Quoting Bill and Pay Rates 

Quoting Fees, Conversions, and Guarantees Special Time Request Process 

Taking a Thorough Job Order 

Trusted Advisor: Briefing and Debriefing Candidates Trusted Advisor: Briefing and Debriefing Clients Trusted Advisor: Matching and Submitting 

Job Posting 2.0 

Job Postings that Sizzle 

Proactive Recruiting 

Intro to the "A" Hiring Guide 

The Recruiting Process

The Recruiting Basics 

Visiting your Recruiting Sources 

Automated Pay Bill System 

Basic Payroll 

Attracting and Retaining Talent 

Assessing a Career Fit 

Assignment Management 

Aligning Recruitment to Job Requirements Understanding the QPR for Desk Colleagues Effective Ways for Reducing Workers Comp Claims Handling Unemployment 

Office and Onsite Binders 

Onsite Safety 

Basic Invoicing and Reporting 

ChoicePoint Adjudication Training

		74

		



		Adecco RNHT

Field based live training

		12

		



		Recruiter HIT High Intensity Training

At corporate office training facility

		24

		



		Administrative Skills

Thinking Critically - 5 Classes 

Microsoft Office 2016 - Beginner and Intermediate Excel - 11 Classes 

Microsoft Office 2016 - Beginner and Intermediate Outlook - 12 Classes 

Microsoft Office 2016 – Beginner and Intermediate Word - 12 classes

		80

		



		Human Resources

Essentials of Interviewing and Hiring - 11 Classes Recruiting and Retention Strategies - 8 Classes 

Workforce Planning and Employment - 5 Classes Strategies for Successful Employee On-Boarding - 3 Classes Talent Management Essentials - 6 classes 

Workforce Generations - 6 Classes 

Employment Law at Work

		82

		



		Communication

Business Writing Basics - 5 classes 

Business Grammar Basics - 7 classes 

Communicate with Diplomacy and Tact - 3 Classes 

Email Essentials for Business - 4 Classes 

Fundamentals of Cross Cultural Communication - 5 Classes Getting Results without Direct Authority - 6 classes Building and Maintaining Trust - 4 classes 

Optimizaing Your Performance on a Team - 6 classes Listening Essentials 

Telephone Essentials for Business 

Audience and Purpose in Business Writing 

2016 Social Media for Colleagues 

Adecco Staffing - Linkedln Basics

Adecco Staffing - Twitter Basics Addressing and Redistributing Email

		94

		



		Customer Service

EXCEL Customer Service 

Customer Service Fundamentals - 8 Classes Customer Advocacy - 3 classes 

Top Notch Account Management 

Are You Listening to Your Customers?

		30

		



		Time Management

Time Management - 11 Classes 

Achieve Productivity in Your Personal Life 

Achieving Goals 

Achieving Goals through Perseverance and Resiliance Aligning Goals and Priorities to Manage Time 

Project Management for Everyone - 15 classes

		60

		



		Personal Development

Developing Emotional Intelligence - 5 Classes

Doing Business Professionally - 5 Classes 

Peer Relationships - 6 Classes 

Perseverance and Resilience - 5 Classes Performance Under Pressure - 3 classes 

Diversity on the Job - 4 classes 

Dealing with Organizational Change - 6 classes Problem Solving and Decision Making - 8 classes Acting with Integrity 

Building Powerful Relationships to Get Better Results Career Development Planning

		90

		



		Workplace Health and Safety

Accident Investigation and Reporting 

Back Safety and Injury Prevention 

Computer Ergonomics 

Ergonomics in the Workplace 

Office Ergonomics 

Office Safety 

Active Shooter 

Sexual Harrassment Prevention for Employees Workplace Harassment Prevention for Employees

		18

		



		Initial Training Hours

		120

		



		Additional Training Hours

		564

		



		Total Hours

		684
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Appendix D









QUALIFICATIONS AND SELECTION

PROCEDURES



ADOPTED BY



Local Affiliate – Adecco Group NA



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.





[image: ]















D - 1















































This Page Intentionally Left Blank



[image: ]

















SECTION I - MINIMUM QUALIFICATIONS (EXAMPLES)



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: 



1. Age: Shall be at least 16 years of age.



2. Education: High School graduate or concurrently enrolled in High School in good standing. 





3. Physical/Mental:  Shall be physically capable of performing the essential functions of the occupation without endangering the health and safety of themselves and/or fellow workers.  Applicants shall be allowed to request reasonable accommodation for a disability to meet this standard when applicable.

or

4. Pass the Adecco Group interview and selection process

or

5. Current employee of the Adecco Group





SECTION II - APPLICATION PROCEDURES (SAMPLE LANGUAGE)



A.	Applicants will be accepted (throughout the year or as specified).  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 receipt of a 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 (EXAMPLE)



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



____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

(Add pages to continue)
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SECTION IV - OFFICIAL ADOPTION OF SELECTION PROCEDURES





The (Insert Sponsor Name(s) or Sponsor Group Name or Association or Organization, as appropriate) hereby officially adopt these selection procedures on this ___________ day of (Insert Month/Year).



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







_____________________________________________		____________________________________

Signature of Sponsor/Management		Signature of Labor (designee)

(designee)







___________________________________________		____________________________________

Printed Name					Printed Name







_____________________________________________		_____________________________________

Signature of Sponsor/Management		Signature of Labor (designee)

(designee)



_____________________________________________		_____________________________________

Printed Name					Printed Name
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Adecco Group NA

For the occupation of

CAREER DEVELOPMENT TECHNICIAN

O*NET-SOC CODE: 13-1071.00

RAPIDS CODE: 1057CB


DEVELOPED IN COOPERATION WITH THE


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP


APPROVED AND CERTIFIED BY THE


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP 

BY:  ______________/s/_______________________

JOHN V. LADD, ADMINISTRATOR


OFFICE OF APPRENTICESHIP 


CERTIFICATION DATE:  ____May 21, 2018__________________


CERTIFICATION NUMBER:  ___C-2018-06_________________


This Page Intentionally Left Blank


FOREWORD

Adecco Group NA recognizes the need for structured training programs to maintain the high level of skill and competence demanded in the Human Resources Consulting Services 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.


With in 2 years those programs with 5 or more apprentices, or where there is a likelihood of 5 or more apprentices, must have a written Affirmative Action Plan and Selection Procedures that is approved by the Registration Agency as part of the Standards of Apprenticeship.


A sample Selection Procedures is attached.


Representatives of the Registration Agency are available to assist the local sponsor in developing its Standards of Apprenticeship, Affirmative Action Plan and Selection Procedures using the sample provided. Once developed, the Standards of Apprenticeship, as well as the Affirmative Action Plan and Selection Procedures must be submitted to the Registration Agency for approval and registration.  Company Affirmative Action Plan’s and Selection Procedures (hiring process) may be considered in lieu of utilizing the samples provided if they meet all of the requirements of 29, CFR § 30.

OFFICIAL ADOPTION OF NATIONAL GUIDELINES FOR APPRENTICESHIP STANDARDS

The Adecco Group NA hereby adopts these Standards of Apprenticeship on this ____ day of (Insert Month/Year).

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


______________________________________________



Signature of Management (designee)



_____________________________________________



Printed Name
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Appendix B

ETA-671 APPRENTICESHIP AGREEMENT 

AND

U.S. DEPARTMENT OF LABOR, OFFICE OF APPRENTICESHIP

APPLICATION FOR CERTIFICATION OF COMPLETION OF APPRENTICESHIP

This Page Intentionally Left Blank


		Program Registration and


Apprenticeship Agreement



Office of Apprenticeship

		U.S. Department of Labor  

Employment and Training Administration



		                                                                                        APPRENTICE REGISTRATION – SECTION II                  OMB No. 1205-0223  Expires:  06/30/2018



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

		The program sponsor and apprentice agree to the terms of the Apprenticeship Standards incorporated as part of this Agreement.  The sponsor will not discriminate in the selection and training of the apprentice in accordance with the Equal Opportunity Standards in Title 29 CFR Part 30, and Executive Order 11246.  This agreement may be terminated by either of the parties, citing cause(s), with notification to the registration agency, in compliance with Title 29, CFR, Part 29



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



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


                                                                                -  -     

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



     

		Answer Both A and B (Voluntary)


(Definitions on reverse)


4.
 a.  Ethnic Group (Mark one)


 Hispanic or Latino


 Not Hispanic or Latino



 b.  Race (Mark one or more)


 American Indian or Alaska native


 Asian


 Black or African American


 Native Hawaiian or other



 Pacific Islander


 White

		5. Veteran Status (Mark one)


 Non-Veteran


 Veteran



		

		

		6.  Education Level (Mark one)


 8th grade or less


 9th to 12th grade


 GED


 High School Graduate or


     Greater


 Post Secondary or Technical



Training



		2. Date of Birth (Mo., Day, Yr.)


     

		3. Sex (Mark one)


 Female Male            

		

		



		7a. Employment Status (Mark one)                               Existing Employee
 New Employee             

7b. Career Connection (Mark one) (Instructions on reverse)    Military Veterans         
 Technical Training School    Pre-Apprenticeship    None    

       School-to-Registered Apprenticeship                                                   Career Center Referral          HUD/STEP-UP         YouthBuild        Job Corps       



		8. Signature of Apprentice
Date


     
     

		9. Signature of Parent/Guardian (if minor)
Date


     
     



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



		1. Sponsor Program No.

     

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


Adecco Group NA


Address: 


Program Number:   

Organization ID:  

		2a Occupation (The work processes listed in the standards are part of this agreement).


Career Development Technician

		2b Occupation Code:1057CB

2b.1. Interim Credentials


Only applicable to Part B, 3.b. and 3.c. (Mark one)


        No Yes     



		

		3. Occupation Training


Approach (Mark one)


3a.  Time-Based


3b.  FORMCHECKBOX 
 Competency-Based


3c.  Hybrid 

		4. Term


(Hrs., Mos., Yrs.)


     

 FORMDROPDOWN 


		5. Probationary Period


(Hrs., Mos., Yrs.)


90 days



		

		6. Credit for Previous


Experience (Hrs., Mos., Yrs.)


     

 FORMDROPDOWN 


		7. Term Remaining


(Hrs., Mos., Yrs.)


     

 FORMDROPDOWN 


		8. Date Apprenticeship Begins


     



		9a. Related Instruction


(Number of Hours Per Year)


324

		9b. Apprentice Wages for Related Instruction


 FORMCHECKBOX 
 Will Be Paid   Will Not Be Paid

		9c. Related Training Instruction Source


Adecco Group NA



		10. Wages: (Instructions on reverse)



		10a. Pre-Apprenticeship Hourly Wage $      
10b. Apprentice’s Entry Hourly Wage $     
10c. Journeyworker’s Hourly Wage $$16.35



		Check Box

		Period 1

		2

		3

		4

		5

		6

		7

		8

		9

		10



		10d. Term 

 FORMCHECKBOX 
 Hrs., Yrs. Mos., or 

		2080

		2420

		     

		     

		     

		     

		     

		     

		     

		     



		10e. Wage Rate


(Mark one) % 
 or $ 

		$ 10.30 or 63%

		$ 13.08 or 80%

		     

		     

		     

		     

		     

		     

		     

		     



		11. Signature of Sponsor’s Representative(s)
Date Signed


     
     

		13.
Name and Address of Sponsor Designee to Receive Complaints



(If applicable) CONTACT NAME AND TITLE



ENTER SPONSOR NAME HERE



SPONSOR STREET ADDRESS



SPONSOR CITY, STATE SPONSOR ZIP



CONTACT PHONE:     CONTACT FAX:



CONTACT EMAIL:



		12. Signature of Sponsor’s Representative(s)
Date Signed


     
     

		



		PART C: TO BE COMPLETED BY REGISTRATION AGENCY



		



		1. Registration Agency and Address


     

		2. Signature (Registration Agency)


     

		3. Date Registered


     



		4. Apprentice Identification Number (Definition on reverse):
     





Program Definitions and/or Instructions:


Part A


Item 4.a. Definition - Ethnic Group:


Hispanic or Latino.  A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race.  The



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


Item 4.b. Definitions - Race:


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


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


Black or African American.  A person having origins in any of the black racial groups of Africa.  Terms such as “Haitian” or “Negro” can be used in addition to “Black or African American.”


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


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


Item 7b. Instructions:


Indicate any career connection (definitions follow).  Enter “None” if no career connection applies.


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


Technical Training School.  Graduates trained in an occupation from a technical training school related to an occupation registered by the program sponsor and who meet the minimum qualifications for Registered Apprenticeship.

Military Veterans.  Veterans that completed a military technical training school and/or elect to participate in the Building and Construction Trades Helmets to Hardhats Program or trained in an occupation while in the military related to an occupation


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


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


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


YouthBuild.  Graduates trained in an occupation from a federally funded YouthBuild program related to an occupation registered by the sponsor and who meet the minimum qualifications for Registered Apprenticeship.


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


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


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

Part B


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


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


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


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


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

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


Item 5. 
Probationary Period (Hrs. Mos., Yrs.)  Probation period cannot exceed 25 percent of the length of the program or one year, whichever is shorter.

Item 7. 
Term Remaining (Hrs., Mos., Yrs.).  Under Part B, Item 6., Credit for Previous Experience (Hrs., Mos., Yrs.) is determined by the program sponsor.  The Term Remaining (Hrs., Mos., Yrs.) in Part B, Item 7., for the apprentice to complete the apprenticeship is based on the training approach indicated in Part B, Item 3.  The term remaining is available in the terms of the Apprenticeship Standards.

Item 10. 
Wage Instructions:


10a.

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


10b. 

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


10c.

Journeyworker’s wage:  sponsor enters wage per hour.

10d. 

Term:  sponsor enters in each box the apprentice schedule of pay for each advancement period based on the program sponsor’s 




 training approach.  See Part B, Item 3. and is available in the terms of the Apprenticeship Standards.


10e.

Percent or dollar amount:  sponsor marks one.


Note:
10c.
If the employer is signatory to a collective bargaining agreement, the journeyworker’s wage rate in the applicable collective bargaining




agreement is identified.  Apprenticeship program sponsors not covered by a collective bargaining agreement must identify a minimum 





journeyworker’s hourly wage rate that will be the basis for the progressive wage schedule identified in Item 10e,of this agreement.


10d.

The employer agrees to pay the hourly wage rate identified in this section to the apprentice each period of the apprenticeship based on the successful completion of the training approach and related instructions outlined in the Apprenticeship Standards.  The period may be expressed in hours, months, or years.


10e.


The wage rates are expressed either as a percent or in dollars and cents of the journeyworker’s wage depending on the industry.


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


Term

Period 1
Period 2
Period 3
Period 4
Period 5
Period 6

Hrs., Mos., Yrs.
1000 Hrs.
1000 Hrs.
1000 Hrs.
1000 Hrs.
1000 Hrs.
1000 Hrs.


%

55
60
65
70
80
90


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

Term

Period 1
Period 2
Period 3
Period 4
Period 5
Period 6
Period 7
Period 8

Hrs., Mos., Yrs.
6 Mos.
6 Mos.
6 Mos.
6 Mos.
6 Mos.
6 Mos.
6 Mos.
6 Mos.




50
55
60
65
70
75
80
90


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

Part C.


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


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






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








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








Sponsor Information


		Sponsor:

		

		Program #:

		



		Address:

		

		Contact Name:

		



		City, State, Zip:

		

		Phone:

		





Apprentice Information


		Full Name of Apprentice: 

		(Print/type name as indicated on the ETA 671 or in RAPIDS)



		Apprentice Registration Number:

		



		Occupation:

		



		Term:

		



		Registration Date:

		



		Date of Completion:



		Completion Wage:





Related Instruction Certification


		Related Instruction Hours completed:

		



		Related Instruction Furnished By:

		



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


Name:  



  Address:










Request for Certificate


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

Sponsor's Signature: 
  Date:  


Title:  






		Office of Apprentice use only:



		       Date Entered in RAPIDS (if required):  


       Date Certificate Sent:  







Authentication of Requests for Certificate of Completion of Apprenticeship

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


General Guidance


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


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


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


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

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


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


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


Issuance of Replacement OA Certificate of Completion of Apprenticeship


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

The Certificate of Completion of Apprenticeship shall not be used for any other purpose than completion of a Registered Apprenticeship program.
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