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FOREWORD



Project Lead the Way recognizes the need for structured training programs to maintain the high level of skill and competence demanded in the Engineering, Bio-Medical and Information Technology industries.  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.



[bookmark: QuickMark]The purpose of these National Guidelines for Apprenticeship Standards (NGS) 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 training program 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.







[image: ]









iii





SECTION I – PROGRAM ADMINISTRATION (EXAMPLES)

The Sponsor  is responsible for the administration of all aspects of the NGS.  Sponsor 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 Sponsor, at its discretion (optional), 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 Sponsor, 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 Sponsor may also elect to administer the program without the services of an ATC.



Responsibilities of the Sponsor

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 Sponsor will determine whether the apprentice should continue in a probationary status and may require the apprentice to repeat a process or series of processes before advancing to the next wage classification.  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 Sponsor 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 Sponsor, 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

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

1. 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 (Insert Sponsor Name) 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.  (Insert Sponsor Name) will take Affirmative action to provide equal opportunity in apprenticeship and will operate apprenticeship/pre-apprenticeship programs 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.  



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.  Applicant must provide evidence of minimum age respecting any applicable State Laws or regulations.



B.	Education



Participation in a high school diploma program of study, General Educational Development (GED) equivalency or other high school equivalency credentialing is required. 



C.	Physical



Applicants will be physically capable of performing the essential functions of the duties   this occupation requires.  Where possible the program Sponsor provider 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. 



1. Skill Gap Assessments 



Applicants must take the appropriate assessment tests of: Writing Skills, Reading Skills, and Numerical Skills. 



Identified skills gaps will provide Sponsor 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. 

Skills achievement 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.  





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 enrollment process 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.  The Sponsor 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 Sponsor’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 Sponsor 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 Sponsor.



The Sponsor 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 competency based with a Related Instruction (RI)/OJL total attainment of RI 9 credit hours annually equivalency and 2000 hours OJL which is the maximum work experience for two (2) years in compassing the Junior and Senior years of High School.  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 Sponsor certification of competencies, 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.  



During the probationary period, either the apprentice or the Sponsor may terminate the apprenticeship agreement, without stated cause, by notifying the other party in writing.  The records for each probationary apprentice will be 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 Sponsor for reasonable cause after documented due notice to the apprentice and a reasonable opportunity for corrective action.  In such cases, the Sponsor 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 too fully proficient or journey worker status, the Sponsor 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 Sponsor 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 Sponsor 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 Sponsor must notify the employer 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 Sponsor 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 Sponsor 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 Sponsor 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. 



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 144 hours of related instruction is recommended for each year of the apprenticeship.  Apprentices agree to take such courses as the Sponsor deems advisable.  The Sponsor 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 Sponsor 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 Sponsor 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 Sponsor 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 Sponsor will monitor and document the apprentice’s progress in related instruction classes.



The Sponsor will secure competent instructors whose knowledge, experience, and ability to teach will be carefully examined and monitored.  The Sponsor 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(a-d)

The Sponsor 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 Sponsor 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 the 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. The Sponsor 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 Sponsor 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 Sponsor 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 Sponsor.  This record will be included in each apprentice’s record file maintained by the Sponsor. 



Before each period of advancement, or at any other time when conditions warrant, the Sponsor 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 Sponsor 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 Sponsor 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 Sponsor 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 Sponsor 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 (RAPIDS) 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 Sponsor, be submitted to the Registration Agency for approval.  Such approval will be acquired before implementation of the program.



The Sponsor reserves the right to discontinue at any time the apprenticeship program set forth herein.  The Sponsor 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 Sponsor to abide by the provisions herein.  Such deregistration will be in accordance with the Registration Agency’s regulations and procedures. 



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 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.









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

These standards may be amended or modified at any time by the Sponsor 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 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:



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.  The name and address of the appropriate authority to receive, process, and dispose of complaints is:



Glade T. Montgomery, Ph.D. 

Senior Vice President of Partnerships

Project Lead the Way, Inc. 

Email: gmontgomery@Sponsor.org



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 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, 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.





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 Sponsor 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 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 and Sponsor.



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





SECTION XXII - RESPONSIBILITIES OF THE APPRENTICE 

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



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



A. Drugs and Alcohol 



a. The Sponsor 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, Sponsor Committee meetings, orientation, or any school Sponsor 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 Sponsor 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 Sponsor



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 Sponsor.



H. Apprentices must have adequate transportation.



I. Apprentices must contact the Sponsor 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 (optional). 



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 Sponsor. Policies shall be posted at the Sponsor’s Learning Centers. 

	

M. Failure to maintain employment as an apprentice with the Sponsor 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 Sponsor and Employers with recommendations forwarded for action by the Sponsor Apprenticeship Committee and the Employer Apprenticeship Committee as coordinated through the Sponsor 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 Sponsor 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 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 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-Sponsor providing for training and related instruction under these standards and who registers with the Registration Agency.

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

APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and the Sponsor 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 (Optional):  Those persons designated by the Sponsor to act as agents for the 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 journeyworkers 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 be certified by Sponsor in conjunction with State/local teacher certification. 



Apprenticeship Liaison

Sponsor has geographical liaisons to provide employers in regions a direct person to work with in providing support and communication between Sponsor 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 Sponsor 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 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.

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 related work practices expectations.

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 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.

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.-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. 

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 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 (RI):  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 Sponsor 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-Sponsors.

SPONSOR:  Any person, association, committee, or organization operating 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 XXV - OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The (Insert Sponsor Name) 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)	Signature of Sponsor (designee)





											

Printed Name	Printed Name
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FOREWORD

PLTW, Inc recognizes the need for structured training programs to maintain the high level of skill and competence demanded in the industries of Engineering, Bio-Medical and Information Technology.  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.


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.

A sample Selection Procedures are 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

Project Lead the Way, Inc, hereby adopts these standards of apprenticeship on this 11th____ day of June 2018. 



/s/











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

Dr. Glade T. Montgomery, Ph.D








Printed Name
Printed Name

PAGE  




APPENDIX C



AFFIRMATIVE ACTION PLAN



Note:  For Sample Purposes Only,

Does Not Apply At This Time.



ADOPTED BY



(INSERT SPONSOR NAME)



PROJECT LEAD THE WAY



Engineering Assistant 

O-NET-SOC CODE: 17-3013.00 RAPIDS CODE: 0764CB



IT Generalist 

O-NET-SOC CODE: 15-1199.00 RAPIDS CODE: 1059CB



Medical Assistant 

O-NET-SOC CODE: 31-9092.00 RAPIDS CODE: 1085CB







	AS REQUIRED UNDER TITLE 29, CODE OF FEDERAL REGULATIONS, PART 30

AS AMENDED December 19, 2016





APPROVED BY:  _________________________________________________________

REGISTRATION AGENCY





DATE APPROVED:  _______________________________





	DEVELOPED IN COOPERATION WITH THE

	      U. S. DEPARTMENT OF LABOR	

  OFFICE OF APPRENTICESHIP 
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SECTION I - INTRODUCTION



The Sponsor enters this affirmative action plan (AAP) in good faith to promote equality of opportunity in its registered apprenticeship program.  If women and/or minorities are underutilized in the apprenticeship program, the Sponsor seeks to increase the recruitment of qualified women and/or minorities for possible selection into the apprenticeship program.  The Sponsor hereby adopts the equal opportunity pledge located in Section II and the AAP.



This AAP is a supplement to the apprenticeship standards.  Any changes made by the Sponsor to the AAP will become part of this written AAP, once approved by the Registration Agency.

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



The Sponsor commits to the following equal opportunity pledge:



The (Insert Sponsor Name)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.  (Insert Sponsor Name) will take Affirmative action to provide equal opportunity in apprenticeship and will operate apprenticeship/pre-apprenticeship programs as required under title 29 of the Code of Federal Regulations, part 30.  

 

SECTION III - ANALYSES AND GOALS



To ensure full utilization of minorities and women in the apprenticeship program, the Sponsor will conduct analyses to determine whether minorities and/or females are being underutilized and, if they are, will establish appropriate goals for the full utilization of minorities and/or women in apprenticeship.  To determine whether underutilization exists, the Sponsor will analyze at least the following five factors: 



A. The size of the working age minority and female (minority and nonminority) population in the program Sponsor’s labor market area;

B. The size of the minority and female (minority and nonminority) labor force in the program Sponsor’s labor market area;

C. The percentage of minority and female (minority and nonminority) participation as apprentices in the particular occupation as compared with the percentage of minorities and women (minority and nonminority) in the labor force in the program Sponsor’s labor market area;

D. The percentage of minority and female (minority and nonminority) participation as mentors employed by the employer or employers participating in the program as compared with the percentage of minorities and women (minority and nonminority) in the Sponsor’s labor market area and the extent to which the Sponsor should be expected to correct any deficiencies through the achievement of goals for the selection of apprentices; and 

E. The general availability of minorities and women (minority and nonminority) with present or potential capacity for apprenticeship in the program Sponsor’s labor market area.  



Underutilization exists if there are fewer minorities and/or women in the registered occupation(s) in the Sponsor’s apprenticeship program than would reasonably be expected in view of all relevant factors.  If the Sponsor detects underutilization of minorities and/or women in its apprenticeship program in the registered occupation(s), it will establish goals for the selection of minority and/or female applicants.  (For further instructions, see the attached affirmative action plan workforce analysis worksheet.)  The Sponsor will make good-faith efforts to meet its goals.







SECTION IV - OUTREACH AND POSITIVE RECRUITMENT- 29 CFR § 30.4(c)



The Sponsor will undertake appropriate outreach and positive recruitment efforts that would reasonably be expected to increase minorities’ and women’s participation in apprenticeship by expanding the opportunities of minorities and women to become eligible for apprenticeship selection.  The Sponsor will set forth the specific steps it intends to take under each selected effort below.  The Sponsor will undertake a significant number of activities to enable it to meet its obligations under 29 CFR § 30.4(c).



· The Sponsor will disseminate information concerning the nature of the apprenticeship, requirements for admission to apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship applications, and its equal opportunity policy to the following:

(1) Registration Agency

(2) Women’s centers

(3) Local schools

(4) Employment service offices

(5) Other outreach programs and community organizations, including those that can effectively reach minorities and women

(6) Newspapers, including those that are circulated in minority communities and among women

(7) Social media outlets (Facebook, Twitter, Instagram, LinkedIn, etc.)	



1.	|_|	Sponsors of programs accepting applications only at specified intervals must disseminate the above information at least 30 days in advance of the earliest date for application at each interval.

2.	|_|	Sponsors of programs customarily receiving applications throughout the year must disseminate the above information regularly, not less than semiannually.



· |_|	The Sponsor will participate in annual workshops conducted by employment service agencies for the purpose of familiarizing school, employment service, and other appropriate personnel with the apprenticeship program and current opportunities.



· |_|	The Sponsor will cooperate with local school boards and vocational educational systems to develop programs for preparing students to meet the standards and criteria required to qualify for entry into the apprenticeship program.



· |_|	The Sponsor will communicate its equal opportunity policy internally in such a manner as to foster understanding, acceptance, and support of the policy among the Sponsor’s various officers, supervisors, employees, and members  and to encourage such persons to take the necessary action to aid in meeting its obligation under 29 CFR § 30.



· |_|	The Sponsor will engage in programs such as outreach for the positive recruitment and preparation of potential applicants for apprenticeships; where appropriate and feasible, such programs will provide for pretesting experience and training.  In initiating and conducting these programs, the Sponsor may be required to work with other Sponsors and appropriate community organizations.  The Sponsor will also initiate programs to prepare women and encourage women to enter traditionally male programs. 



· |_|	The Sponsor will encourage the establishment and utilization of programs of pre-apprenticeship, preparatory occupational training, or others designed to afford related work experience or prepare candidates for apprenticeship.  The Sponsor will make appropriate provisions in its AAP to assure that those who complete such programs are afforded full and equal opportunity for admission into the apprenticeship program.



· |_|	The Sponsor will utilize mentors to assist in the implementation of its AAP.



· |_|	The Sponsor will grant advance standing or credit based on previously acquired experience, training, skills, or aptitude for all applicants equally.



· |_|	The Sponsor will take other appropriate action to ensure that the recruitment, selection, employment, and training of apprentices during their apprenticeship will be without discrimination because of race, color, religion, national origin, or sex (e.g., general publication of apprenticeship opportunities and advantages in advertisements, industry reports, articles, etc.; use of present minority and women apprentices and mentors as recruiters; career counseling; periodic auditing of AAPs and activities; and development of reasonable procedures to ensure equal employment opportunity, including reporting systems, on-site reviews, and briefing sessions).



For each item checked in Section IV, describe in detail each specific step that the Sponsor will undertake to fulfill that outreach and recruitment step:

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(Add pages as necessary)





SECTION V - ANNUAL REVIEW OF AFFIRMATIVE ACTION PLAN



The Sponsor will make an annual review of its current AAP and its overall effectiveness and will institute any revisions or modifications warranted.  The review will analyze the affirmative action steps (independently and collectively) taken by the Sponsor to evaluate their effectiveness in ensuring equal opportunity in all aspects of apprenticeship, including recruitment, selection, employment, and training.  The Sponsor will continually monitor these processes in order to identify and address any barriers to equal opportunity.  This may require that the Sponsor identify the need for new affirmative action efforts and/or deletion of ineffective existing activities.  All changes to the AAP must be submitted to the Registration Agency for approval.
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AFFIRMATIVE ACTION PLAN

WORKFORCE ANALYSIS WORKSHEET



A.	SPONSOR INFORMATION

		Program Number:

			



		Name of Sponsor:

		



		Address:

		



		City/State/Zip Code:

		



		Contact Person:

		



		Phone Number:

		Fax Number:



		E-Mail Address:

		





B.	OCCUPATIONAL INFORMATION

		Occupation Title:

		



		RAPIDS Code:

		O*NET-SOC Code:



		Type of Selection Method Used:     |_|  Selection on basis of rank from pool of eligible applicants 

                                                        |_|  Random selection from pool of eligible applicants

                                                        |_|  Selection from pool of current employees

                                                        |_|  Alternative selection



		Labor Market Area Description:       |_|  State         |_|  SMA          |_|  County





C.	LABOR MARKET AREA AND OCCUPATIONAL PARTICIPATION DATA

		C.1. Total Labor Force in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.2. Working Age Population in Labor Market Area*



		Number of women:

		

		% of labor force



		Number of minorities:

		

		% of labor force



		C.3. Apprentice Participation in Occupation in National Apprenticeship System*



		Number of women:

		

		% of apprentices



		Number of minorities:

		

		% of apprentices



		C.4. General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship in relevant Labor Market Area**



		Number of women:

		



		Number of minorities:

		





D.	SPONSOR’S WORKFORCE DATA

		D.1. Total Number of Mentors Employed

		



		Number of women:

		

		% of work force



		Number of minorities:

		

		% of work force



		D.2. Total Percentage of Apprentices or of Applicant Pool (Depending on Selection Method Used)



		Percentage of women apprentices or 
women in applicant pool:

		

		

%



		Percentage of minority apprentices or minorities in applicant pool:

		

		

% 







E.	ADDITIONAL RESOURCE DATA FOR CONSIDERATION IN ESTABLISHING GOALS

		

Industry Source Data

		Minority rate of participation

		Female rate of participation



		E.1. Registered Apprenticeship Partners Information Data System (RAPIDS)***

		

		



		E.2. EEOC Occupational Employment Data****

		

		





F.	DETERMINATION OF UTILIZATION

		Analysis

		Yes

		No



		Minority underutilization:

		

		



		Female underutilization:

		

		





G.	SPONSOR’S GOALS

The program Sponsor proposes and agrees to make a good-faith effort to attain the goal of selecting ________ % minorities and/or ________ % women during the next EEO review cycle.  These goals will not be used to discriminate against any qualified applicant based on race, color, religion, national origin, or sex.  



The number of new apprentices to be hired during the next year (or selection period) is estimated to be _________.



H.	REGISTRATION AGENCY APPROVAL



Sponsor					Registration Agency



___________________________			___________________________________

Sponsor’s Signature			Registration Agency Signature



___________________________			___________________________________

Typed Name				Typed Name



___________________________			___________________________________

Title					Title



___________________________			___________________________________

Date Signed				Date Signed



Resources for obtaining labor market information:



*	http://bls.gov/

**	Program Sponsors may use any reasonable method to propose the entries for “The General Availability of Minorities and Women with the Present or Potential Capacity for Apprenticeship,” including relying on the data recorded in Section C.1 for “Total Labor Force,” C.2 for “Working Age Population,” and C.3 for “Apprentice Participation in Occupation.”

***	RAPIDS data available from Registration Agency.

****	http://www.census.gov/eeo2000/index.html 


Instructions for Completing This Worksheet



The purpose of this workforce analysis worksheet is to establish a benchmark against which the demographic composition of the Sponsor’s apprenticeship program can be compared.  The Sponsor must separately determine the availability of minorities and women for each occupational title represented by the program.  In determining availability, the Sponsor must consider, at the very least, the factors identified at 29 CFR § 30.4(e) in order to determine whether barriers to equal employment opportunity may exist within a particular occupational title.  



Part A	The Sponsor information section may be prepared by the Sponsor representative or servicing Registration Agency representative.



Part B	Occupational information must be taken from the registered program standards and may be prepared by the Sponsor representative or servicing Registration Agency representative.  A workforce analysis worksheet must be completed for each occupational title identified.



Part C	The Sponsor must use the most current and discrete statistical data available in determining availability estimates for the labor market area specified in Part B.  Census data is one example of an appropriate source of statistical information.  Other sources include data from local job service offices and data from colleges and other training institutions.  Where possible, the Registration Agency has provided examples of appropriate sources of data.

	

For the purpose of this section, the term “labor force” is defined to include both those individuals who are employed and those who are unemployed but looking for employment.  The term “working age population” means persons ages 16 years and over whether or not they are currently in the labor force or looking for employment.



Part D	The program Sponsor must provide current workforce data as described in Part D.  If the Sponsor utilizes either selection method 29 CFR § 30.5(b)(1) or (2), the data in D.2 must reflect the pool of eligible applicants from which selections are made.  If the Sponsor utilizes either selection method 29 CFR § 30.5(b)(3) or (4), the data in D.2 must reflect the apprentices currently registered in the program.



Part E	Additional resource data for consideration in establishing reasonable goals will be provided by the Registration Agency.  These data will provide a snapshot of the national labor force for the given occupation title.



Part F	Utilizing the data found in Parts C, D, and E, the Sponsor will determine and record whether minorities and/or women are underutilized.



Part G	If the Sponsor’s analyses determine that minorities and/or women are underutilized, the Sponsor, utilizing the resource data found in Parts C, D, and E, will establish goals that are reasonable in consideration of the results that could be expected from its good-faith efforts to make its overall affirmative action program successful.  The Registration Agency will assess the proposed goals for minorities and/or women and, if they are found to be reasonable and attainable, will approve the Sponsor’s goals.  The Registration Agency will not approve proposed goals for minorities and/or women that are lower than the current participation rates in the program.  
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Appendix A



WORK PROCESS SCHEDULES and RELATED INSTRUCTION OUTLINES



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



1. TYPE OF OCCUPATION



|_|	Time-based	|X|	Competency-based	|_|	Hybrid



1. TERM OF APPRENTICESHIP

The term of the occupation is CB years with an OJL attainment of CB hours, supplemented by the minimum required 180-405 hours of related instruction.



1. RATIO OF APPRENTICES TO MENTORS

The apprentice to mentor ratio is:  1 Apprentice to 1 mentor.



1. 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:  12.00.



1.5-Year Term:

1st	1000 hours = $10.00	2nd	1000 hours = $10.50

3rd	1000 hours = $11.25	4th	1000 hours = $12.00	



1. 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. Currently the Work Process Schedule is broken out into four individual tracks of Engineering, Aerospace, Civil and Architecture, Computer Integrated Manufacturing, and Design and Development.



1. RELATED INSTRUCTION OUTLINE (See attached Related Instruction Outlines)









				[image: ]
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A.1						Appendix A



WORK PROCESS SCHEDULE

ENGINEERING ASSISTANT (Aerospace Engineering) 

O-NET-SOC CODE: 17-3013.00   RAPIDS CODE: 0764CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in On-the-job learning (OJL).  For Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes. Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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



		Work Process:   Engineering Assistant                                                                                                 PLTW: Aerospace Engineering



		Introduction to Aerospace



		Aerospace Design



		Space



		Alternative Applications








Engineering Assistant – Competency Checklist



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

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

Completion Date – Date apprentice completes final demonstration of competency.





		ENGINEERING ASSISTANT                                                (PLTW: Aerospace Engineering)

		



		Introduction to Aerospace

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Create a historical perspective on Aerospace industry and Aerospace technology to provide context for subsequent curriculum lessons

		

		

		



		Summarize historical precedence in problem solving

		

		

		



		Explain cause and effect relationships in design

		

		

		



		Explain that aerospace terminology and expanded history are integral parts of design

		

		

		



		Determine the center of gravity location of an aircraft

		

		

		



		Explain how aircraft are designed for stability and control

		

		

		



		Design and analyze an airfoil considering lift and drag

		

		

		



		Use the lift and draft equations to calculate associated forces and conditions

		

		

		



		Describe the requirements for a glider to remain stable in flight

		

		

		



		Design and construct a glider that meets the design requirements provided by the instructor

		

		

		



		Summarize test data to evaluate glider performance against design criteria

		

		

		



		Explain the progression of navigation technology and its influence on navigation

		

		

		



		Demonstrate aircraft control through the use of a flight simulator

		

		

		



		Plan a flight and accurately navigate this plan using a flight simulator

		

		

		



		Explain why simulators are valuable tools for preparing pilots to fly aircraft

		

		

		



		Use the Global Positioning System, GPS, unit to navigate

		

		

		



		Aerospace Design

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Research the properties of materials used in the aerospace industry

		

		

		



		Calculate and use properties of material

		

		

		



		Design and analyze a frame system 3D modeling software

		

		

		



		Create composite material

		

		

		



		Determine material properties through testing

		

		

		



		Design an engine for an aircraft

		

		

		



		Determine the thrust of an engine

		

		

		



		Design an effective model rocket

		

		

		



		Research and investigate rocket engines for use in a rocket

		

		

		



		Test a model rocket to perform as predicted

		

		

		



		Identify the main propulsion systems and the parts of a rocket engine

		

		

		



		Compare the advantages and disadvantages of various rocket systems

		

		

		



		Determine individual human factors

		

		

		



		Identify applications of human factors in aerospace engineering

		

		

		



		Apply human factors in an aerospace engineering design

		

		

		



		Explore an aviation accident and report on its causes

		

		

		



		Space

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Describe the relative sizes of celestial bodies

		

		

		



		Apply space law to an accident involving space hardware

		

		

		



		Explain how technology development is intertwined into the culture of a nation

		

		

		



		Design a space junk mitigation system

		

		

		



		Describe the contributions to orbital theory of the discipline’s historical figures

		

		

		



		Define the six orbital parameters that describe an orbit

		

		

		



		Design and simulate the path of an orbiting body

		

		

		



		Calculate the energy of an orbiting body

		

		

		







		Alternative Applications

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Apply aerospace engineering concepts into design or industries not intended for flight

		

		

		



		Describe the impact of air travel on society and the environment

		

		

		



		Apply concepts of the product life cycle to the aerospace industry

		

		

		



		Identify alternative methods of sustainability for flight in the future

		

		

		



		Justify the need for efficiency in design relating to cost and economic impact

		

		

		



		Describe the impact of a communication delay on the success of a mission

		

		

		



		Design and create a functional remote system, including integration of structural, mechanical, electrical, and software systems

		

		

		



		Demonstrate proper setup and operation of remote system sensor inputs

		

		

		



		Interpret remote system data and create a visual data representation

		

		

		



		Operate a remote system through a series of performance tasks including autonomous navigation

		

		

		



		Develop a career plan to achieve their vision as a future professional

		

		

		



		Conduct an interview with a professional

		

		

		



		Prepare a presentation for peer review

		

		

		










Appendix A



WORK PROCESS SCHEDULE

Engineering Assistant (Civil Engineering and Architecture) 

O-NET-SOC CODE: 17-3013.00   RAPIDS CODE: 0764CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in OJL. For Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes. Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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

 

		Work Process:   Engineering Assistant                                                                                                 PLTW: Civil Engineering and Architecture



		Introduction to Civil Engineering and Architecture



		Residential Design



		Commercial Applications



		Reverse Engineering








Engineering Assistant – Competency Checklist



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

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

Completion Date – Date apprentice completes final demonstration of competency.



		ENGINEERING ASSISTANT                                      (PLTW: Civil Engineering and Architecture)

		



		Overview of Civil Engineering and Architecture

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Connect modern structural and architectural designs to historical architectural and civil engineering achievements

		

		

		



		Identify three general categories of structural systems used in historical buildings

		

		

		



		Explain how historical innovations have contributed to the evolution of civil engineering and architecture

		

		

		



		Identify and explain the application of principles and elements of design to architectural buildings

		

		

		



		Determine architectural style through identification of building features, components, and materials

		

		

		



		Create a mock-up model depicting an architectural style or feature using a variety of materials

		

		

		



		Identify the primary duties, and attributes of a civil engineer and an architect along with the traditional path for becoming a civil engineer or architect

		

		

		



		Identify various specialty disciplines associated with civil engineering

		

		

		



		Participate in a design charrette and recognize the value of using a charrette to develop innovative solutions to support whole building design

		

		

		



		Understand the relationship among the stakeholders involved in the design and construction of a building project

		

		

		



		Residential Design

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Identify typical components of a residential framing system

		

		

		



		Recognize conventional residential roof designs

		

		

		



		Model a common residential roof design and detail advantages and disadvantages of that style

		

		

		



		Use 3D architectural software to create a small building

		

		

		



		Apply basic math skills to calculate the quantity and cost of concrete needed to pour the pad for a small building

		

		

		



		Create a cost estimate for a small construction project, including a detailed cost break-down

		

		

		



		Calculate the heat loss through one wall of a conditioned building

		

		

		



		Calculate the heat loss for a building envelope with given conditions appropriate for the project

		

		

		



		Apply principles of sustainable design to a small project

		

		

		



		Apply elements of good residential design to the design of a basic house to meet the needs of a client

		

		

		



		Design a home design that complies with applicable codes and requirements

		

		

		



		Incorporate sustainable building principles and universal design concepts into a residential design

		

		

		



		Create bubble diagrams and sketch a floor plan

		

		

		



		Identify residential foundation types and choose an appropriate foundation for a residential application

		

		

		



		Calculate the head loss and estimate the water pressure for a given water supply system

		

		

		



		Create sketches to document a preliminary plumbing and a preliminary electrical system layout for a residence that comply with applicable codes

		

		

		



		Design an appropriate sewer lateral for wastewater management for a building that complies with applicable codes

		

		

		



		Create a site opportunities map and sketch a project site

		

		

		



		Choose an appropriate building location on a site based on orientation and other site-specific information

		

		

		



		Calculate the storm water runoff from a site before and after development

		

		

		



		Document the design of a home using 3D architectural design software and construction drawings

		

		

		



		Commercial Applications

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Identify applicable building codes and regulations that apply to a given development

		

		

		



		Classify a building according to its use, occupancy, and construction type using the International Building Code

		

		

		



		Research and Use regulations to identify zoning designations and allowable uses of property

		

		

		



		Comply with specifications, regulations, and codes during a design process

		

		

		



		Compare a variety of commercial wall systems and select an appropriate system for a given commercial application based on materials, strength, aesthetics, durability, and cost

		

		

		



		Compare a variety of commercial low-slope roof systems and select an appropriate system for a given commercial application based on materials, strength, durability, and cost

		

		

		



		Incorporate sustainable building practices, especially a green roof, into the design of a commercial building

		

		

		



		Use 3D architectural design software to incorporate revisions for the redesign of a building

		

		

		



		Use 3D architectural design software to create appropriate documentation to communicate a commercial building design

		

		

		



		Calculate the structural efficiency of a structure

		

		

		



		Use load-span tables to design structural elements

		

		

		



		Identify the work of a structural engineer

		

		

		



		Use building codes and other resources to calculate roof loading to a structure and select appropriate roof beams to safely carry the load.

		

		

		



		Analyze a simply supported beam subjected to a given loading condition to determine reaction forces, sketch shear and moment diagrams, and determine the maximum moment resulting in the beam

		

		

		



		Use beam formula to calculate end reactions and the maximum moments of a simply supported beam subjected to a given loading condition

		

		

		



		Use structural analysis software to create shear and moment diagrams of simply supported beams subjected to a given loading condition

		

		

		



		Calculate the deflection of a simply supported beam subjected to a given loading condition

		

		

		



		Use building codes and other resources to determine the required floor loading and design a structural steel floor framing system (beams and girders) for a given building occupancy

		

		

		



		Identify and describe the typical usage of foundation systems commonly used in commercial construction.

		

		

		



		Determine the loads transferred from a steel framed structure to the ground through a foundation

		

		

		



		Size a spread footing for a given loading condition

		

		

		



		Check structural calculations created by others for correctness

		

		

		



		Interpret and apply code requirements and constraints as they pertain to the installation of services and utilities

		

		

		



		Read and understand HVAC construction drawings for a commercial project

		

		

		



		Apply criteria and constraints to size and locate the new utility service connections for a commercial facility

		

		

		



		Modify system designs to incorporate energy conservation techniques

		

		

		



		Use differential leveling to complete a control survey to establish a point of known elevation for a project

		

		

		



		Design appropriate pedestrian access, vehicular access and a parking lot for a commercial facility

		

		

		



		Analyze a site soil sample to determine the United Soil Classification System designation and predict soil characteristics important to the design and construction of a building on the site

		

		

		



		Estimate the increase in storm water runoff from a commercial site and create a preliminary design for a storm water storage facility

		

		

		



		Apply Low Impact Development techniques to a commercial site design reduce the impact of development on storm water runoff quantity and quality

		

		

		



		Follow specifications and codes during a design process

		

		

		



		Given 3D architectural design software, document a commercial site design

		

		

		



		REVERSE ENGINEERING

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Work individually and in groups to produce a solution to a team project

		

		

		



		Research codes, zoning ordinances and regulations to determine the applicable requirements for a project

		

		

		



		Identify the boundaries of a property based on its legal description

		

		

		



		Perform research and visit a site to gather information pertinent to the viability of a project on the site

		

		

		



		Identify the criteria and constraints, and gather information to promote viable decisions regarding the development of their solution

		

		

		



		Create an architectural program, a project organization chart, and a Gantt chart and hold project progress meetings to help manage the team project

		

		

		



		Communicate ideas while developing a project using various drawing methods, sketches, graphics, or other media collected and documented

		

		

		



		Investigate the legal, physical, and financial requirements of a project and consider the needs of the community to determine project viability

		

		

		



		Apply current common practices utilized in Civil Engineering and Architecture to develop a viable solution in their project

		

		

		



		Develop an understanding of how software is used as a tool to aid in the solution and then the communication of a project

		

		

		



		Assemble and organize work from a commercial project to showcase the project in an effective and professional manner

		

		

		



		Create visual aids for a presentation that include the appropriate drawings, renderings, models, documentation, and the rationale for choosing the proposal for project development

		

		

		



		Conduct an oral presentation to present a proposal for the design and development of a commercial building project

		

		

		














Appendix A



WORK PROCESS SCHEDULE

Engineering Assistant (Computer Integrated Manufacturing) 

O-NET-SOC CODE:  17-3013.00 RAPIDS CODE:  0764CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in On-the-job learning (OJL).  For Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes. Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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



		Work Process:   Engineering Assistant
PLTW: Computer Integrated Manufacturing



		Principles of Manufacturing



		Manufacturing Processes



		Elements of Automation



		Integration of Manufacturing Elements










Engineering Assistant – Competency Checklist



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

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

Completion Date – Date apprentice completes final demonstration of competency.

	

		ENGINEERING ASSSISTANT                                            (PLTW: Computer Integrated Manufacturing)

		



		Principles of Manufacturing

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Explore manufacturing through research and projects

		

		

		



		Understand what the enterprise wheel represents and how it represents the overall manufacturing scheme

		

		

		



		Research a topic in manufacturing, develop a presentation, and present findings to a group

		

		

		



		Explain the different procedures used in manufacturing

		

		

		



		Identify basic flowcharting symbols and discuss their functions

		

		

		



		Create a flowchart that portrays a manufacturing process

		

		

		



		Apply flowcharting to areas other than manufacturing

		

		

		



		Identify a control system and explain its application to manufacturing

		

		

		



		Model and create a program to control an automated system

		

		

		



		Create a control system that replicates a factory cell

		

		

		



		Maximize the efficiency of the manufacturing system with respect to time and cost

		

		

		



		Compare the efficiency of running multiple systems against that of one large system

		

		

		



		Manufacturing Processes

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Use the design process

		

		

		



		Use knowledge of design to analyze products with flaws

		

		

		



		Use calculated volume, mass, surface area of parts to determine material cost, waste, and packaging requirements

		

		

		



		Use solid modeling software to improve a flawed design

		

		

		



		Determine whether a product is safe for a given audience (e.g., children under the age of three)

		

		

		



		Make ethical decisions about manufacturing

		

		

		



		Create a product using solid modeling software

		

		

		



		Explain the difference between primary and secondary manufacturing processes

		

		

		



		Analyze a product to propose the manufacturing processes used to create it

		

		

		



		Explore manufacturing processes via research

		

		

		



		Explore prototyping processes

		

		

		



		Identify machines when given a process and identify the process that a given machine performs

		

		

		



		Determine the appropriate speed rate for a given material using a tool with a given diameter

		

		

		



		Determine the feed rate for a given material using a tool with a given diameter

		

		

		



		Read and interpret G & M codes

		

		

		



		Transfer the drawings made in CAD to a CAM program

		

		

		



		Create numerical code using a CAM program

		

		

		



		Verify the creation of a part using a simulation software

		

		

		



		Create parts using the machines demonstrated by the instructor

		

		

		



		Create a product on the computer using knowledge of manufacturing processes

		

		

		



		Elements of Automation

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Research a topic in automation

		

		

		



		Explore automation careers

		

		

		



		Identify the advantages and disadvantages of robotic labor versus human labor

		

		

		



		Explore materials handling

		

		

		



		Create and program virtual robotic work cells with simulation software

		

		

		



		Program the interface between a robot and another machine

		

		

		



		Identify the three main power types

		

		

		



		Solve problems involving electrical, pneumatic, and mechanical power

		

		

		



		Convert power between units

		

		

		



		Calculate torque and use it to calculate power

		

		

		



		Solve problems involving fluid power

		

		

		



		Construct a system to convert pneumatic power into mechanical power

		

		

		



		Build the Lynxmotion robot if the robots are not already built

		

		

		



		Learn the programming language needed to operate the Lynx robot

		

		

		



		Create programs using robotic software that will allow the robot to perform a set of tasks

		

		

		



		Configure servo motors to operate the Lynxmotion robot

		

		

		



		Formulate a list of tasks in which the robot used in class can be used in a large scale CIM cell operation

		

		

		



		Utilize handshaking strategies to allow two or more similar or dissimilar devices to communicate and operate together

		

		

		



		Integration of Manufacturing Elements

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Identify the three categories of CIM systems

		

		

		



		Compare and contrast the benefits and drawbacks of the three categories of CIM systems

		

		

		



		Identify the components of a FMS

		

		

		



		Create a process design chart for a manufacturing process

		

		

		



		Explore a manufacturing or automation career of interest and determine the appropriateness and steps required to be a professional in that role

		

		

		



		Identify the potential safety issues with a CIM system and identify solutions for these problems

		

		

		



		Understand the significance of teamwork and communication

		

		

		



		Design a manufacturing system that contains at least two automated components

		

		

		



		Complete the construction of each individual component of the miniature FMS and verify that each component works

		

		

		



		Assemble components into a working miniature FMS

		

		

		



		Refine each component to improve the total process flow and cycle time

		

		

		



		Start and maintain a journal that documents daily work

		

		

		
















Appendix A



WORK PROCESS SCHEDULE

Engineering Assistant (Engineering Design and Development) 

O-NET-SOC CODE: 17-3013.00   RAPIDS CODE: 0764CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in On-the-job learning (OJL).  For Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes. Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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



		Work Process: Engineering Assistant                                                                                         

PLTW:  Engineering Design and Development                                                        



		Project Management



		Research



		Design



		Prototype and Test



		Evaluate



		Documenting and Presenting










Engineering Assistant – Competency Checklist



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

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

Completion Date – Date apprentice completes final demonstration of competency.



		ENGINEERING ASSISTANT                                                   (PLTW: Engineering Design and Development)

		



		Project Management 

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Create documentation to support a design process and results

		

		

		



		Summarize research findings in visual and verbal form

		

		

		



		Justify why some discoveries are inventions and others are innovations

		

		

		



		Conduct patent searches and judge which patents are most relevant to a given topic

		

		

		



		Assess a product using a Product Lifecycle Assessment

		

		

		



		Detail ecological and sustainable design attributes of a specific product

		

		

		



		Create a solution to a problem using a design process

		

		

		



		Create a Gantt chart for project planning purposes

		

		

		



		Construct a working prototype

		

		

		



		Design and implement a prototype testing procedure

		

		

		



		Interpret test results

		

		

		



		Identify personal strengths that can benefit a problem solving team

		

		

		



		Research

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Brainstorm problem statements for unique innovations or inventions

		

		

		



		Write clear, complete, and concise problem statements

		

		

		



		Distinguish between credible and non-credible sources while conducting research

		

		

		



		Document research that validates and justifies problem statements

		

		

		



		Appraise current and past products to inform the creation of a problem statement

		

		

		



		Summarize and critique the most relevant content of research and patents

		

		

		



		Develop and use a decision matrix to choose a problem statement

		

		

		



		Evaluate classmates’ problem statements

		

		

		



		Communicate professionally with experts and mentors on a specific topic

		

		

		



		Record and organize correspondence with experts and mentors

		

		

		



		Create a Statement of Purpose using the details from their problem statement

		

		

		



		Evaluate the market to determine whether solving the problem is compelling to other entities

		

		

		



		Identify the target market for a potential solution to an identified problem

		

		

		



		Identify math and science concepts that will be or could be utilized in the process of solving an identified problem

		

		

		



		Create and execute a market research plan to gather data related to an identified problem

		

		

		



		Evaluate and communicate data collected during market research

		

		

		



		Create a document to summarize important information and research in order to justify moving forward with a chosen problem

		

		

		



		Design

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Identify and describe specific criteria for and constraints to the design of a product

		

		

		



		Write a clear, complete, and concise design specification

		

		

		



		Generate and document multiple potential solutions to a problem

		

		

		



		Develop a decision matrix to compare and rank potential solutions

		

		

		



		Distinguish between practical and potentially successful design solutions and solutions that are not practical or potentially successful

		

		

		



		Combine, refine, and optimize conceptual ideas to effectively solve a problem

		

		

		



		Communicate design concepts using visual and written documentation

		

		

		



		Evaluate other teams’ conceptual solutions and make recommendations

		

		

		



		Evaluate feedback from reviewers and modify design concepts as appropriate

		

		

		



		Collaborate with teammates to select a solution path to pursue

		

		

		



		Assess their product design based on a variety of design factors and implement design changes to improve their product

		

		

		



		Create a set of working drawings to document their proposed product design

		

		

		



		Perform a peer design review to evaluate their product design in an effort to identify and correct potential mistakes and flaws in their design

		

		

		



		Perform a cost estimate to build a prototype of their proposed product

		

		

		



		Compare the positive and negative consequences of their product design to determine the ethical implications of product development

		

		

		



		Perform competitive product analyses of products that will compete with their proposed product

		

		

		



		Communicate professionally with experts and mentors to obtain feedback on the technical feasibility of their product design, document the interactions, and implement recommended changes to their product design

		

		

		



		Create a document to present their proposed design and provide justification for further development of a product

		

		

		



		Prototype and Test

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Sketch and annotate ideas and details while designing a prototype

		

		

		



		Use scientific, mathematical, and engineering concepts to design a prototype

		

		

		



		Evaluate choices of materials and fastening procedures for a prototype design

		

		

		



		Create virtual designs of a prototype

		

		

		



		Determine and document resource needs, including a bill of materials, tools, equipment, and knowledge required to build a prototype

		

		

		



		Identify subsystems of a prototype design

		

		

		



		Identify opportunities to incrementally test a prototype

		

		

		



		Create a step-by-step plan for building a prototype

		

		

		



		Create a project organization chart, a Gantt chart, and hold project progress meetings to help manage the team project

		

		

		



		Correspond with professionals and experts to acquire the resources needed to build their prototypes

		

		

		



		Build a functional prototype

		

		

		



		Evaluate their prototypes to decide where changes must be made and document those changes

		

		

		



		Devise a list of testing criteria that will be used to evaluate the prototype and determine the success or failure of the design solution

		

		

		



		Select and describe a valid testing method that will be used to accurately evaluate the effectiveness of their design solution in solving the problem

		

		

		



		Prepare a description of the testing method that will be used to validate and verify the design solution

		

		

		



		Create a valid justification for the selected testing method

		

		

		



		Identify, define, and implement needed modifications to their testing method based on expert feedback and ongoing research

		

		

		



		Document their project’s progress in their engineer’s notebook

		

		

		



		Conduct testing of their prototype

		

		

		



		Evaluate

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Design and participate in a critical design review to evaluate their prototype and determine how their project will proceed

		

		

		



		Identify, define, and implement necessary modifications to their design based upon their test results

		

		

		



		Document their project’s progress in their engineering notebook

		

		

		



		Documenting and Presenting

		Field Training

		Demonstrates Fundamentals

		Completion Date



		Gather data and information compiled throughout the project and create a project portfolio and presentation of their design solution

		

		

		



		Identify appropriate techniques for delivering formal presentations

		

		

		



		Orally present an effective technical presentation on the chosen design solution

		

		

		












RELATED INSTRUCTION OUTLINE

Engineering Assistant (Computer Integrated Manufacturing) 

O-NET-SOC CODE:  17-3013.00    RAPIDS CODE:  0764CB



Section 2 – Related Instruction							[29 CFR 29.5(b)(4 (i) (ii))]



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



Engineering Assistant (2+2 Engineer Pathway)



		Course Description

		Contact Hours

		Local School Districts

		Local College



		11th Grade

		

		

		



		Introduction to Engineering/Computer Graphics

		45

		X

		



		College Algebra

		45

		X

		



		College Chemistry I

		45

		

		X



		College Trigonometry

		45

		

		X



		12th  Grade

		

		

		



		Introduction to Engineering

		45

		X

		



		Analytic Geometry and Calculus I

		45

		X

		



		University Physics I

		45

		

		X



		English Composition I

		45

		

		X



		English Composition II

		45

		

		X



		Total Contact Hours

		405

		

		







Engineering Assistant (Technician Pathway)





		Course Description

		Contact Hours

		Local School Districts

		Local Technical College



		11th Grade

		

		

		



		Foundations of Engineering Technology

		45

		X

		



		Algebra, Geometry and Trigonometry

		45

		X

		



		Introduction to Computer Environment

		45

		

		X



		Numerical Applications in Engineering Technology

		45

		

		X



		12th Grade

		

		

		



		Introduction to CAD

		45

		X

		



		English Composition I

		45

		X

		



		Fundamentals of CAD

		45

		

		X



		Interpersonal Communication

		45

		

		X



		Total Contact Hours

		360

		

		











				[image: ]







A.2

Appendix A



WORK PROCESS SCHEDULE

IT Generalist (Computer Science Pathway)

O-NET-SOC CODE:  15-1099.00   RAPIDS CODE:  1059CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in On-the-job learning (OJL). F or Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes.  Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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



		Work Process: IT Generalist                                                                                        

PLTW:  Computer Science                                                        

		

		

		



		Work Process: IT Generalist 

		Approximate Completion Hours

		Allowable Completion Hours

		Demonstrated Competency



		SAFETY AND ETHICS

		

		

		



		EMPLOYABILITY SKILLS

		

		

		



		STUDENT ORGANIZATIONS

		

		

		



		WEB PAGE DESIGN

		

		

		



		HTML

		

		

		



		ADVANCED HTML TOOLS

		

		

		



		CSS

		

		

		



		JAVASCRIPT

		

		

		



		IMPLEMENTING AND MAINTAINING WEB PAGES

		

		

		



		USING DREAMWEAVER

		

		

		



		ADDING CONTENT IN DREAMWEAVER

		

		

		












IT Generalist – Competency Checklist

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

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

Completion Date – Date apprentice completes final demonstration of competency.





		IT GENERALIST: WEB PAGE DESIGN & DEVELOPMENT 1

		Place a check mark in the box when complete.

		



		SAFETY AND ETHICS

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Identify major causes of work-related accidents in offices

		

		

		

		



		Describe the threats to a computer network, methods of avoiding attacks, and options in dealing with virus attacks

		

		

		

		



		Identify potential abuse and unethical uses of computers and networks

		

		

		

		



		Explain the consequences of illegal, social, and unethical uses of information technologies, e.g., piracy; illegal downloading; licensing infringement; and inappropriate uses of software, hardware, and mobile devices

		

		

		

		



		Differentiate between freeware, shareware, and public domain software copyrights

		

		

		

		



		Discuss computer crimes, terms of use, and legal issues such as copyright laws, fair use laws, and ethics pertaining to scanned and downloaded clip art images, photographs, documents, video, recorded sounds and music, trademarks, and other elements for use in Web publications

		

		

		

		



		Identify netiquette including the use of email, social networking, blogs, texting, and chatting

		

		

		

		



		Describe ethical and legal practices in business professions such as safeguarding the confidentiality of business-related information

		

		

		

		



		EMPLOYABILITY SKILLS

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Identify positive work practices, e.g., appropriate dress code for the workplace, personal grooming, punctuality, time management, and organization

		

		

		

		



		Demonstrate positive interpersonal skills, e.g., communication, respect, and teamwork

		

		

		

		



		STUDENT ORGANIZATIONS

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Explain how related student organizations are integral parts of career and technology education courses

		

		

		

		



		Explain the goals and objectives of related student organizations

		

		

		

		



		List opportunities available to students through participation in related student organization conferences/competitions, community service, philanthropy, and other activities

		

		

		

		



		Explain how participation in career and technology education student organizations can promote lifelong responsibility for community service and professional development

		

		

		

		



		WEB PAGE DESIGN

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define Web page terminology

		

		

		

		



		Identify basic uses of Web sites in business, industry, government, and education

		

		

		

		



		Evaluate existing Web sites using design criteria

		

		

		

		



		Determine the purpose and target audience of a Web page

		

		

		

		



		Locate resources, hypertext, and external links to incorporate in a Web page

		

		

		

		



		Plan a Web site

		

		

		

		



		Design a Web site

		

		

		

		



		Open a Web page using a browser

		

		

		

		



		Evaluate the source code of an existing Web page

		

		

		

		



		Test the Web page using different browsers

		

		

		

		



		HTML

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define HTML standard codes

		

		

		

		



		Use basic HTML tags

		

		

		

		



		Use HTML tags to produce a Web page using a text editor

		

		

		

		



		Insert graphic and sound files into a Web page

		

		

		

		



		Use HTML to create visual enhancements such as background color, effective use of space, font formats, styles, etc.

		

		

		

		



		Create a simple Web page

		

		

		

		



		ADVANCED HTML TOOLS

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		State the purpose of advanced HTML tools (e.g., tables, forms, frames, animation, cascading style sheets)

		

		

		

		



		Discuss the requirements of an offer and acceptance and how the offer can be terminated/discharged

		

		

		

		



		Test an HTML document that displays two or more HTML files

		

		

		

		



		Create an HTML document that uses tables to organize and display information

		

		

		

		



		Test an HTML document that uses tables to organize and display information

		

		

		

		



		Create an HTML document that contains a form with text boxes, option buttons, and check boxes

		

		

		

		



		Test an HTML document that contains a form with text boxes, option buttons, and check boxes

		

		

		

		



		CSS

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define CSS

		

		

		

		



		Identify the advantages of using CSS styles versus using HTML tags for formatting

		

		

		

		



		Differentiate between the three types of CSS styles: external, embedded, and inline

		

		

		

		



		JAVASCRIPT

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define JavaScript

		

		

		

		



		Describe when the JavaScript is executed based on its placement in the document: in the head section versus the body section of a Web page

		

		

		

		



		Locate JavaScript code that may be useful

		

		

		

		



		Insert JavaScript code using authoring tools

		

		

		

		



		IMPLEMENTING AND MAINTAINING WEB PAGES

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define terminology associated with implementing and maintaining a Web page (e.g., posting, hosting, uploading, Web server, Web server software, Hypertext Transfer Protocol (HTTP), Web designer, Webmaster, File Transfer Protocol (FTP), domain name, INterNIC)

		

		

		

		



		Explain the domain naming system

		

		

		

		



		Develop a plan for uploading a Web page

		

		

		

		



		USING DREAMWEAVER

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define Dreamweaver

		

		

		

		



		Identify elements of the Dreamweaver interface

		

		

		

		



		Use the Insert bar

		

		

		

		



		Use the Property inspector

		

		

		

		



		Use the Assets panel

		

		

		

		



		Use the Files panel

		

		

		

		



		ADDING CONTENT IN DREAMWEAVER

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Define a Dreamweaver site

		

		

		

		



		Create a Web page

		

		

		

		



		Title the Web page

		

		

		

		



		Name the Web page

		

		

		

		



		Save the Web page

		

		

		

		



		Create Web pages and a site map (site index) that maintain the planned Web site hierarchy following a flowchart and storyboards

		

		

		

		



		Add text to a Web page

		

		

		

		



		Insert images on a Web page

		

		

		

		



		Apply alternative text on a Web page

		

		

		

		



		Link Web content using hyperlinks, e-mail links, and named anchors

		

		

		

		



		Insert rich media such as video, sound, and animation in Flash format

		

		

		

		



		Insert navigation bars, rollover images, and buttons created in Adobe Fireworks on a Web page

		

		

		

		



		Build image maps

		

		

		

		



		Import tabular data to a Web page

		

		

		

		



		Import a Microsoft Word or Microsoft Excel document to a Web page

		

		

		

		



		Create forms

		

		

		

		










RELATED INSTRUCTION OUTLINE

IT Generalist (Computer Science Pathway)

O-NET-SOC CODE:  15-1099.00   RAPIDS CODE:  1059CB



Section 2 – Related Instruction							[29 CFR 29.5(b)(4 (i) (ii))]



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 are the two pathways an apprentice can accept as the required course curriculum during the term of apprenticeship.





IT Generalist (Computer Science Pathway)



		Course Description

		Contact Hours

		Local School Districts

		Local Technical College



		11thGrade

		

		

		



		Computer Science Essentials

		45

		X

		X



		Computer Science Principals

		45

		X

		X



		12th Grade

		

		

		



		Computer Science A

		45

		X

		X



		Cybersecurity

		45

		X

		X



		Total Contact Hours

		180
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A.3

Appendix A



WORK PROCESS SCHEDULE

Medical Assistant (Biomedical Pathway)

O-NET-SOC CODE: 31-9092.00   RAPIDS CODE: 1085CB



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

· 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. 

· To the extent possible, related instruction will be closely correlated with the practical experience and training received in On-the-job learning (OJL). For Youth Apprenticeship Apprentices, the Sponsor will monitor and document the apprentice’s progress in related instruction classes. Youth Apprenticeship students participating in AP/Honors/CATE/Community College Classes for two years may be granted up to 2000 hours of OJL.

· 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. 

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



		Work Process Category

		Or Demonstrated Competency:



		Level One – Fundamental Procedures

		Supervisor’s Initials:                    Date:



		Level Two – Specimen Collection, Diagnostic Testing, & Professionalism

		Supervisor’s Initials:                    Date:



		Level Three – Patient Care

		Supervisor’s Initials:                    Date:



		Level Four – Interpersonal and Communication Skills

		Supervisor’s Initials:                    Date:














Medical Assistant– Competency Checklist



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

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

Completion Date – Date apprentice completes final demonstration of competency.



		

		Place a check mark in the box when complete.



		Level One – Fundamental Procedures

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Demonstrate how to properly greet a patient

		

		

		

		



		Describe the stages of Dementia

		

		

		

		



		State the appropriate abbreviation for the following words:

a. Atrial fibrillation

b. Chronic obstructive pulmonary disease

c. End stage renal disease

d. Non-insulin dependent diabetes mellitus

		

		

		

		



		Observes all OSHA requirements

		

		

		

		



		Disposes of biohazard materials/waste per policy

		

		

		

		



		DHEC and associated responsibilities

		

		

		

		



		Perform proper handwashing and hand hygiene

		

		

		

		



		Perform physical assessment

		

		

		

		



		Physical

  - Neurological

  - Respiratory

  - Cardiovascular

  - Musculoskeletal

  - Genitourinary

  - Gastrointestinal

		

		

		

		



		Describe the three blood pressure levels:

A. Normal

B. Pre-hypertension

C. Hypertension

		

		

		

		



		Pain assessment / use of pain scale and discomfort intensity

		

		

		

		



		Documentation of assessment in medical records

		

		

		

		



		Wrap items for autoclaving

		

		

		

		



		Perform sterilization techniques

		

		

		

		



		Practice Standard Precautions

		

		

		

		



		State what HIPAA stands for

		

		

		

		



		Describe the legalities and importance of HIPAA and confidentiality in your day-to-day work

		

		

		

		



		Level Two – Specimen Collection, Diagnostic Testing, & Professionalism

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Specimen Collection

		

		

		

		



		Perform venipuncture

		

		

		

		



		Perform capillary puncture

		

		

		

		



		Obtain specimens for microbiological testing

		

		

		

		



		Instruct patients in the collection of a clean-catch, midstream urine specimen

		

		

		

		



		Instruct patients in the collection of a fecal specimen

		

		

		

		



		Diagnostic Testing

		

		

		

		



		Perform electrocardiography

		

		

		

		



		Perform respiratory testing

		

		

		

		



		Perform urinalysis

		

		

		

		



		Perform hematology testing

		

		

		

		



		Perform chemistry testing

		

		

		

		



		Perform immunology testing

		

		

		

		



		Perform microbiology testing

		

		

		

		



		Describe the tests that coincide with diabetes

		

		

		

		



		Professionalism

		

		

		

		



		Explain how to deal with upset customers

		

		

		

		



		Demonstrate how to prioritize your daily tasks on a scale of 1 to 5

		

		

		

		



		Demonstrate excellent customer service over the phone

		

		

		

		



		Understanding of legal and regulatory requirements, as well as the appropriate role of the medical assistant

		

		

		

		



		Professional relationships with physician supervisors and other health care providers

		

		

		

		



		Respect, compassion, and integrity

		

		

		

		



		Commitment to ethical principles pertaining to provision or withholding of clinical care, confidentiality of patient information, informed consent, and business practices

		

		

		

		



		Sensitivity and responsiveness to patients’ culture, age, gender, and disabilities

		

		

		

		



		Level Three – Patient Care

		Field Training

		Demonstrates Fundamentals

		Proficient in  Task

		Completion

Date



		Perform telephone and in-person screening

		

		

		

		



		Obtain vital signs

		

		

		

		



		Describe Care Plan Oversight

		

		

		

		



		Obtain and record patient history

		

		

		

		



		Demonstrate the correct way to take a patient’s medical history

		

		

		

		



		Prepare and maintain examination and treatment areas

		

		

		

		



		Prepare patient for and assist with routine and specialty examinations

		

		

		

		



		Prepare patient for and assist with procedures, treatments

and minor office surgeries

		

		

		

		



		Demonstrate how to store medicine safely

		

		

		

		



		Apply pharmacology principles to prepare and administer

oral and parenteral (excluding IV) medications

		

		

		

		



		Maintain medication and immunization records

		

		

		

		



		Screen and follow-up test results

		

		

		

		



		Work effectively with physicians and other health care professionals to provide patient-centered care

		

		

		

		



		Demonstrate caring and respectful behaviors when interacting with patients and their families

		

		

		

		



		Gather essential and accurate information about their patients

		

		

		

		



		Make informed decisions about diagnostic and therapeutic interventions based on patient information and preferences, up-to-date scientific evidence, and clinical judgment

		

		

		

		



		Develop and carry out patient management plans

		

		

		

		



		Counsel and educate patients and their families

		

		

		

		



		Prepare the equipment needed for a procedure

		

		

		

		



		Competently perform medical and surgical procedures considered essential in the area of practice

		

		

		

		



		Provide health care services and education aimed at preventing health problems or maintaining health

		

		

		

		



		Level Four – Interpersonal and Communication Skills

		Field Training

		Demonstrates Fundamentals

		Proficient in  Task

		Completion

Date



		Describe five ways you can improve your interpersonal skills

		

		

		

		



		Discuss the four categories of DISC and how to communicate with each one

		

		

		

		



		Use effective listening, nonverbal, explanatory, questioning, and writing skills to elicit and provide information

		

		

		

		



		Appropriately adapt communication style and messages to the context of the individual patient interaction

		

		

		

		



		Work effectively with physicians and other health care professionals as a member or leader of a health care team or other professional group

		

		

		

		



		Apply an understanding of human behavior

		

		

		

		



		List the steps in order to be a critical thinker

		

		

		

		



		Demonstrate emotional resilience and stability, adaptability, flexibility, and tolerance of ambiguity and anxiety

		

		

		

		



		Accurately and adequately document and record information regarding the care process for medical, legal, quality, and financial purposes

		

		

		

		










RELATED INSTRUCTION OUTLINE

Medical Assistant (Biomedical Pathway)

O-NET-SOC CODE: 31-9092.00   RAPIDS CODE: 1085CB



Section 2 – Apprenticeship Instructor Qualifications				[29 CFR 29.5(b)(4 (i) (ii))]



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



Medical Assistant (Biomedical Pathway)



		Course Description

		Contact Hours

		Local County School Districts

		Local Technical College



		11th  Grade

		

		

		



		Principles of Biomedical Science

		45

		X

		X



		Human Body Systems

		45

		X

		X



		12th Grade

		

		

		



		Medical Interventions

		45

		X

		X



		Biomedical Innovation

		45

		X

		X



		Total Contact Hours

		180
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APPENDIX D



QUALIFICATIONS AND SELECTION

PROCEDURES



ADOPTED BY



(INSERT SPONSOR NAME)



DEVELOPED BY

PROJECT LEAD THE WAY

[image: http://www.ccs.k12.in.us/uploads/0007/8774/PLTW_M_L_3Crgb.jpg]









AS REQUIRED UNDER TITLE 29, CODE OF FEDERAL REGULATIONS, PART 30

AS AMENDED December 19, 2016









DEVELOPED IN COOPERATION WITH THE

U.S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP





APPROVED BY:  _______________________________________

State Director, Region xx



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, part 60-3) or 29 CFR part 30.  Note that selection procedures may need to be modified to provide reasonable accommodations to qualified individuals with disabilities.
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SECTION I - MINIMUM QUALIFICATIONS



Applicants will meet the qualifications indicated in SECTION IV of the Standards.  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: 





SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year depending on apprenticeship opportunity.  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



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



Alternative selection methods: The Sponsor may select apprentices by any other method, including its present selection method.









Selection from Pool of current or new employees-the Sponsor may select apprentices from an eligibility pool of the workers already employed by the program Sponsor or by the Sponsor's established promotion policy.  The Sponsor adopting this method of selecting apprentices shall establish goals for the selection of apprentices, unless the Sponsor concludes, in accordance with the regulations that it does not have deficiencies in terms of underutilization of 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 in the apprenticeship occupations represented by the program. 




[bookmark: b_1_i][bookmark: b_2_i][bookmark: b_3_i]SECTION IV - OFFICIAL ADOPTION OF SELECTION PROCEDURES



(Insert Sponsor Name) hereby officially adopts these selection procedures on this XX day of (Insert Month/Year).





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





_____________________________________

Signature of Sponsor





_____________________________________

Printed Name
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Appendix B

Project Lead the Way

Engineering Assistant 


O-NET-SOC CODE:  17-3013.00   RAPIDS CODE: 0764CB


IT Generalist 


O-NET-SOC CODE:  15-1199.00   RAPIDS CODE: 1059CB


Medical Assistant 


O-NET-SOC CODE:  31-9092.00   RAPIDS CODE: 1085CB
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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:  01/31/2020



		Warning:  This agreement does not constitute a certification under Title 29, CFR, Part 5 for the employment of the apprentice on Federally financed or assisted construction projects.  Current certifications must be obtained from the Office of Apprenticeship (OA) or the 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)   Pre-Apprenticeship    None     Technical Training School     Military Veterans         


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



		8. Signature of Apprentice
Date


     
     

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


     
     



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



		1. Sponsor Program No.

     

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


        Enter Sponsor Name Here



Sponsor Street Address



Sponsor City, County, State, Zip



Office Phone:



Office Fax:



Firm Web Page:

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


Enter Occupation



		2b Occupation Code:     

2b.1. Interim Credentials


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


        Yes      No



		

		3. Occupation Training


Approach (Mark one)

3a.  Time-Based


3b.  Competency-Based


3c.  Hybrid 

		4. Term


(Hrs., Mos., Yrs.)


     

 FORMDROPDOWN 


		5. Probationary Period


(Hrs., Mos., Yrs.)

     

 FORMDROPDOWN 




		

		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)


     

		9b. Apprentice Wages for Related Instruction


 Will Be Paid   Will Not Be Paid

		9c. Related Training Instruction Source


ENTER NAME AND ADDRESS OF RTI PROVIDER(S) HERE



		10. Wages: (Instructions on reverse)



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



		Check Box

		Period 1

		2

		3

		4

		5

		6

		7

		8

		9

		10



		10d. Term 

 Hrs.,  Mos., or Yrs.

		     

		     

		     

		     

		     

		     

		     

		     

		     

		     



		10e. Wage Rate


(Mark one) %  or $ 

		     

		     

		     

		     

		     

		     

		     

		     

		     

		     



		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 and 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. This category includes people who indicate their race as "American Indian or Alaska Native" or report entries such as Navajo, Blackfeet, Inupiat, Yup'ik, or Central American Indian groups or South American Indian groups.


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. This includes people who reported detailed Asian responses such as: "Asian Indian," "Chinese," "Filipino," "Korean," "Japanese," "Vietnamese," and "Other Asian" or provide other detailed Asian responses.


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


Native Hawaiian and Other Pacific Islander. A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. It includes people who reported their race as "Fijian," "Guamanian or Chamorro," "Marshallese," "Native Hawaiian," "Samoan," "Tongan," and "Other Pacific Islander" or provide other detailed Pacific Islander responses.


White. A person having origins in any of the original peoples of Europe, the Middle East, or North Africa. It includes people who indicate their race as "White" or report entries such as Irish, German, Italian, Lebanese, Arab, Moroccan, or Caucasian.


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.

Prior 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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