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

These CVS Health Apprenticeship Standards have as their objective, the training of all occupations listed in these standards skilled in all phases of the industry. The Sponsor recognizes that in order to accomplish this, there must be well-developed on-the-job learning combined with related instruction.


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

SECTION I – PROGRAM ADMINISTRATION (EXAMPLES)

Program Sponsors are responsible for the administration of all aspects of a Registered Apprenticeship program.  Sponsor means any person, association, committee, or organization operating an apprenticeship program and in whose name the program is (or is to be) registered or approved.  Program Sponsors, at their discretion, may establish an Apprenticeship and Training Committee (ATC) to carry out the responsibilities and duties required of a Program Sponsor as described in these Standards of Apprenticeship.  If an ATC is established by the Program 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 Program Sponsors utilize the services of an ATC, a Sponsor may also elect to administer the program without the services of an ATC.

CVS Health continues to utilize its Apprenticeship Advisory Committee (AAC), which is the administrative body for overseeing the administration of these Apprenticeship Standards at the local level.

Responsibilities of the AAC:

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


B. Ensure that 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 violation of Apprenticeship Agreements.


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


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


I. Certify 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; by cooperating with public and private agencies which can be of assistance; by obtaining publicity to develop public support of apprenticeship; and by keeping in constant touch with all parties concerned: apprentices, employers and journeyworkers.


L. 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.


M. Request technical assistance, as desired, from the Registration Agency and the local educational community to attend AAC meetings in an advisory capacity.


N. Additional duties and functions of the AAC will be determined by the Committee members within the limits of the authority vested in the Committee by CVS Health.


O. 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).


P. The sponsor 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 sponsor for completion of the apprenticeship.


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.


Structure of the AAC

AAC membership may consist of (but is not limited to) the following:


· Regional Healthcare Manager


· Regional Human Resource Business Partner (or designee)


· Regional Learning Center Manager (only in some markets)


· Apprenticeship Project Coordinator (Workforce Initiatives Manager)

· Regional Sales Manager (or designee)


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


B. Membership will be composed of representatives appointed by the Sponsor. A minimum of two members must be journeyworkers in one of the occupations covered under this program.


Administrative Procedures:

A. The AAC will elect a Chairperson and a Secretary, and will determine the time and place of regular meetings, which will take place at least quarterly.


B. The Chairperson and Secretary will have the power to vote on all questions affecting apprenticeship.


C. The Chairperson and Secretary should rotate annually among members of the AAC.


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

CVS Health 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 an individual with a disability or a person 40 years old or older.


CVS Health will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under Title 29 of the Code of Federal Regulation, 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 program registration.  However, the Office of Apprenticeship encourages the development of these two plans for all programs regardless of apprentice numbers.  For programs with fewer than 5 apprentices, these plans are not required, and the sponsor may continue to select apprentices in conformance with its current human resources and equal employment opportunity hiring policies.

SECTION 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 qualifications required by the sponsor for persons entering the apprenticeship program, with an eligible starting age not less than 16 years.  State law may require the person to be 17 or 18 years of age.  

B. Education

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

C. Physical 

Applicants will be physically capable of performing the essential functions of the apprenticeship program, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.  

Applicants will pass a background and drug screening before acceptance into the program and prior to being employed.

D. Miscellaneous

· Previous experience preferred

· Typing 25-30 words per minute/data entry


· Ability to read


· Good people skills (sales/customer service)


· Dependable


E. Aptitude Test

All applicants must pass the CVS Health hiring process, which includes an online application, Virtual Job Try assessment, and interview. 


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

After an applicant for apprenticeship has been selected, but before employment as an apprentice or enrollment in related instruction, the apprentice will be covered by a written apprenticeship agreement (Appendix B) which can be submitted electronically through the Registered Apprenticeship Partners Information Data System, using the Apprentice Electronic Registration process by the 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 forty-five (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 – §§ 29.5(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.


The sponsor shall establish a numeric ratio of apprentices to fully proficient workers (journeyworkers) consistent with proper supervision, training, safety, and continuity of employment throughout the apprenticeship.  The ratio language must be specific and clearly described as to its application to the jobsite, workforce, department, or plant.  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 an OJL attainment of 12-24 months and supplemented by the required hours of related instruction as stated on the Work Process Schedule and Related Instruction Outline (Appendix A).  


The sponsor may utilize a career lattice as a pathway for apprentices to move upward in the organization, which may or may not include interim credential leading to the Certificate of Completion of Apprenticeship.  

SECTION VIII - PROBATIONARY PERIOD – 29 CFR §§29.5(b)(8),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.

During the initial three-month period of the apprenticeship, either the apprentice or the AAC 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 initial three-month period.  Records may consist of periodic reports regarding progression made in both the OJL and related instruction, and any disciplinary action taken during this initial 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 canceled at the request of the apprentice, or may be suspended or canceled by the Sponsor for reasonable cause after documented due notice to the apprentice and a reasonable opportunity for corrective action.  In such cases, the Apprenticeship Project Coordinator, under the authority of the AAC, 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, in accordance with CVS Health wage guidelines.  Before an apprentice is advanced to the next segment of training or to fully proficient journeyworker status, the Apprenticeship Project Coordinator, under the direction of the AAC, will evaluate all progress to determine whether advancement has been earned by satisfactory performance in his/her OJL and in related instruction courses.  In determining whether satisfactory progress has been made, the Apprenticeship Project Coordinator 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 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 which may be applicable.


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

The AAC may grant credit towards 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 AAC must submit the request at the time of application and furnish such records and affidavits to substantiate the claim.  An applicant who is a veteran and who wishes to receive consideration for military training and/or experience must submit a DD-214.  Applicants requesting credit for previous 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 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.  In regards to wages in retail, typically, store management will hire an experienced person at a higher wage, based on the skill level and the CVS Health wage guidelines.

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 such OJL and related instruction in all phases of the occupation necessary to develop the skills 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 AAC deems advisable.  The AAC will secure the instructional aids and equipment it deems necessary to provide quality instruction.  In cities, towns, or areas having no vocational school or other schools that can furnish related instruction, the AAC may require apprentices to complete the related instruction requirement through electronic media or other instruction approved by the Registration Agency. 

Apprentices will be paid for hours spent attending related instruction classes.


The AAC will inform each apprentice of the availability of college credits (if applicable,). 


Any apprentice who is absent from related instruction will satisfactorily complete all course work 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 AAC will recommend 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.

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

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


· summary of the qualifications of each applicant;


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


· records pertaining to interview;


· the original application;


· records of each apprentice’s OJL;


· related instruction reviews and evaluations;


· progress evaluations; 


· record of job assignments, promotions, demotions,



layoffs, or terminations, rates of pay; and


· any other actions pertaining to the apprenticeship


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

SECTION XVI - CERTIFICATE OF COMPLETION OF APPRENTICESHIP – 29 CFR § 29.5(b)(15)


Upon satisfactory completion of the requirements of the apprenticeship program established within these Standards, the AAC, or their designee, will so certify to the completion to the Registration Agency and request that a Certificate of Completion of Apprenticeship be awarded to the completing apprentice.  The Registration Agency may require that a record of completed OJL and related instruction for the apprentice accompany the requests

Certificate of Training

A Certificate of Training may be requested from and issued by the U.S. Department of Labor’s Office of Apprenticeship, Office of the Administrator (the Registration Agency), only for a registered apprentice who has been certified by the sponsor as having successfully met the requirements to receive an interim credential as identified in these standards.  The Registration Agency may require that a record of completed OJL and related instruction for the apprentice accompany such requests.

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 all new apprentice action -  registered, reinstated, extended, modified, granted credit, completed, transferred, suspended, canceled – and a statement of the reasons therefor. 

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 AAC, be submitted to the Registration Agency for approval.  Such approval will be acquired before implementation of the program.


The CVS Health reserves the right to discontinue at any time the apprenticeship program set forth herein.  The AAC 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 the deregistration of the apprenticeship program, the sponsor will notify the apprentice(s) within 15 days of the effective date of the order.  This notification will conform to the requirements of 29 CFR § 29.8.

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 AAC will have full authority to enforce these standards.  Its decision will be final and binding on the employer, 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 applicable CVS Health grievance procedures, in accordance with the following federal regulations: 

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 violations.  The sponsor will make such rulings as it deems necessary in each individual case and 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 make disposition of complaints is:  (Sponsor should insert applicable information here).


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, or sex, with regard to apprenticeship or that the equal opportunity standards with respect to his/her selection have not been followed in the operation of an apprenticeship program, may personally or through an authorized representative, file a complaint with the Registration Agency or, at the apprentice or applicant’s election, with the private review body established by the program sponsor (if applicable).  


The complaint will be in writing and will 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 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, and in the case of complaints filed directly with the review body designated by the program sponsor to review such complaints, any referral of such complaint by the complainant to the Registration Agency must occur within the time limitation stated above or 30 days from the final decision of such review body, whichever is later.  The time may be extended by the Registration Agency for good cause shown.


Complaints of discrimination in the apprenticeship program may be filed and processed under 29, CFR § 30, and the procedures as 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 sponsors, 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 program sponsors.  


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

In the retail environment, store management may transfer an apprentice with his/her consent, from one store to another, to provide continuous employment and to assure the apprentice more complete OJL experience in all aspects of the occupation.


SECTION XXII - RESPONSIBILITIES OF THE APPRENTICE (EXAMPLES)

Apprentices, having read these standards formulated by the AAC and signed an apprenticeship agreement with the AAC, agree to all the terms and conditions contained therein 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 AAC may deem necessary to become a skilled journeyworker. 


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

A. 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.  

B. 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.


C. Work for the employer to whom the apprentice is assigned for the completion of apprenticeship, unless the apprentice is reassigned to another employer or the apprenticeship agreement is terminated by the sponsor.

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 AAC.

The AAC is encouraged to invite representatives from industry, education, business, private organization, 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 need.


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 is registered with the Registration Agency.


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


APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and the 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 (COMMITTEE):  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.

CAREER LATTICE:  Career lattice apprenticeship programs include occupational pathways that move an apprentice laterally or upward within an industry.  These programs may or may not include an interim credential leading to the Certificate of Completion of Apprenticeship credential. 


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.

CERTIFICATE OF TRAINING:  A credential that may be issued by the U.S. Department of Labor’s Office of Apprenticeship administrator to those registered apprentices whom the sponsor has certified in writing to the Registration Agency as having successfully met the requirements to receive an interim credential.

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

EMPLOYER:  CVS Health.


INTERIM CREDENTIAL:  A credential issued by the Registration Agency, upon request of the appropriate sponsor, as certification of competency attainment by an apprentice.

JOB CORPS CENTERS:  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.

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


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 the automated collection, retention, updating, retrieval and summarization of information related to apprentices and apprenticeship programs.


REGISTRATION AGENCY:  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 Title 29, CFR §§ 29 and 30, and conducting quality assurance assessments.


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

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

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


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

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


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.  Sponsors that wish to hire YouthBuild students 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:  Selection Procedures.

SECTION XXVI - OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS:


CVS Health hereby adopts these Standards of Apprenticeship on this                Day of (Insert Month).

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


_1135658572.unknown




_1611042586.doc
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A-2 Pharmacy Technician, Retail

WORK PROCESS SCHEDULE
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RELATED INSTRUCTION 

Appendix A


WORK PROCESS SCHEDULE


PHARMACY TECHNICIAN, RETAIL STORE

O*NET-SOC CODE:  29-2052.00

RAPIDS CODE:  0844CB (Pharmacy Technician, Level I)

RAPIDS CODE:  0844CB (Lead Technician, Level II)

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


1.
TERM OF APPRENTICESHIP


Time-based


Competency-based


Hybrid

The term of the occupation will be competency-based and supplemented by approximately 144 hours of related instruction.

The New Hire will complete all courses listed under Level I to become a Pharmacy Technician and earn a Certificate of Training.


Upon completion of Level 1 and Level 2, the apprentice will receive a Certificate of Completion of Apprenticeship as a Lead Technician.

The company also offers Incumbent Workers in the position of Clerk RX the opportunity to cross train in the front of the store and pharmacy.  Clerk RXs are eligible for the apprenticeship program.  

2.
RATIO OF APPRENTICES TO JOURNEYWORKERS

A numeric ratio of apprentices to mentors consistent with proper supervision, training, safety, and continuity of employment throughout the apprenticeship, the ratio of apprentices to mentors will be One (1) apprentice to One (1) mentor.  

3.
APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on the dollar amount of the journeyworker’s starting wage rate, which is: $12.50.

National Average for Starting Wage Rates:


1st
$12.00


2nd 
$12.20

4.
WORK PROCESS SCHEDULE
(See attached)

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


5.
RELATED INSTRUCTION SCHEDULE (See attached)

WORK PROCESS SCHEDULE


PHARMACY TECHNICIAN, RETAIL STORE 

 (Pharmacy Technician, Level I) 


O*NET-SOC CODE:  29-2052.00   RAPIDS CODE:  0844CB

Pharmacy Technician

A. Compliance & New Hire/Clerk Rx Training 

1. Understand the culture at CVS - how we do things and what's important to us - as well as CVS's Service standards - what excellent service looks like and how to deliver it

2. Understand key responsibilities of CVS Health colleagues and provides appropriate guidance for colleagues looking for the right solutions to ethical questions or issues

3. Social Media Guidelines:


· After completing this course, you will be able to follow guidelines when using social media as a colleague of CVS Health

4. Understand company policies, procedures and resources

5. Comply with the CVS Health Attendance Policy


6. Recognizing and Preventing Workplace Violence:


· Define workplace violence


· Recognize behaviors of concern


· Identify the five steps to respond to violent events


· Utilize store culture as a tool to reduce workplace violence 


· List available options to report violent incidents or report a behavior

7. Be compliant with laws regarding:


· Minor employee work restrictions


· Americans with Disabilities Act


· Sale of age restricted products and money orders/money grams


· HIPAA (non-pharmacy employees)


· Third Party billing

8. Understand the value and benefits of the ExtraCare Program, including how to properly convey the benefits of the program to the customer

9. Med C and D General Compliance Training:


· Recognize how a compliance program operates


· Recognize how compliance program violations should be reported


10. Process basic register transactions and how to provide good customer service at the checkout


11. Understand the procedures for processing customer refunds and the customer skills involved in successfully managing these more complex transactions


12. Information Security and Confidentiality Training:  

· Define the different types of confidential information in your workplace 


· Understand why it is important to protect confidential information 


· Be familiar with the best practices on safeguarding confidential information 


· Be knowledgeable on additional security measures you can take to protect confidential information

· Understand your responsibilities related to the privacy and security of  confidential information


13. Preventing Money Laundering: Pharmacy Version:  


· Define money laundering 


· Identify and know where to communicate suspicious activity, including fraud


· Comply with company policy and limits surrounding prepaid products 

14. DEA and Pharmacy Regulatory Training:

· Policies and requirements regarding controlled substances

· The importance of verifying that each prescription is valid

· Ways to identify forged and altered prescriptions

· Dispensing guidelines for narcotic drugs

· Recordkeeping requirements for controlled substances

· Diversion and diversion trends

· How to report thefts and losses of controlled substances

B. Diversity 

1. Unconscious Bias:

· Be aware of bias and help screen out negative thought processes and stereotypes 


· Understand how body language, tone, and cadence have the biggest impact on how our messages are received

· See more of the real world around us by being open to new people and experiences


· Make decisions that are based on a person's merit-relevant qualities and not their merit irrelevant qualities


· Treat people more fairly through teamwork, respect, and inclusion


2. Diversity, Inclusion & You:

· Understand both diversity awareness and inclusive practices, including intent versus impact

· Be aware of the impact of unconscious biases and micro-messages

· Know how the business case for diversity and inclusion affect the company’s bottom line


· Understand related laws 

C. Pharmacy Basics

1. Introduction to Pharmacy:  

· Describe how the CVS/pharmacy workflow helps to ensure exceptional customer service and patient safety 


· Explain the roles and responsibilities of each of the five workstations 


· Identify the tools that you will use to manage the workflow 


· Define how quality assurance is woven into each step in the prescription filling process 


· Describe the queues used to manage the workflow 


· Log on to the RxConnect System and obtain User Credentials 


· Navigate the RxConnect System 


· Use the information provided on the patient header and profile to process prescriptions

· Complete the steps to reprint a prescription label 

2. Corporate Integrity Agreement – Covered Person Training: 

· Describe the Corporate Integrity Agreement 

· Identify the components of the CVS Health Compliance and Integrity Program


· Explain the penalties and fines for non-compliance

3. PSE/E Training:


· Recognize the dangers of PSE/E


· Comply with PSE/E legal requirements and CVS Pharmacy policies


· Manage the receiving, merchandising and sale of PSE/E 


· Recognize and respond suspicious activity with PSE/E


· Handle challenging PSE/E situations


· Recognize the importance of the MethCheck POS system


4. Pharmacy Basics Workbook:

· Describe key information of medication stock bottle

· Identify various types of medication dosage forms

· Recognize the elements of prescription labels

· Recognize medication schedules

· Complete Action Notes correctly

· Identify communication vehicles used in the pharmacy

5. Foundations of Pharmacy:

· Demonstrate a deeper understanding of the skills and knowledge 

· Demonstrate positive and effective communication skills

· Demonstrate extraordinary customer service techniques

· Identify and apply quality and safety procedures

7. Introduction to Inventory Management:


· Define inventory management, Customer Focused Replenishment for Pharmacy Inventory (CFRx), and explain the benefits


· Identify elements affecting inventory management and accuracy


· Define and describe the relationship between Target Inventory Level, Balance on Hand, and Balance on Order

· Explain the difference between system-generated and store-initiated Cycle counts


· Explain the relationship to 11-digit NDC


· Explain the importance of shelf labels


9. CFRx for Inventory Management:


· Identify and use CFRx features and functionally


· Describe ordering process


· Complete Order review


· Complete Delivery Check-in


· Complete Cycle Counts


· Differentiate between Preferred and Non-Preferred NDC’s


10. Basic Inventory Management On-the-Job Training:


· Use CFRx to manage and complete inventory activities


· Complete Order review


· Submit an Outside Vendor  - Voluntary  order


· Complete Delivery Check-in


· Receive a Drop Shipment


· Receive and Check-in Specialty Packages


· Perform Cycle Counts


· Select a Non-Ordered indicator in RxConnect, as needed


· Complete Role Plays: Managing Customer Expectations

11. Compounding and Processing Non-Sterile Preparations:


· Differentiate between Sterile Compounds and non-Sterile Compounds


· Identify which compounds can be prepared at CVS Pharmacy locations

· Effectively gather, combine, and log appropriate components of Non-Sterile Compounds

12. Pharmacy Hazardous Waste Training:

· Identify waste pharmaceutical items that require special handling

· Comply with CVS Pharmacy Hazardous Waste Management Program requirements

· Manage StrongPak containers

· Process Pharmacy waste items on a weekly basis

· Comply with hazardous waste documentation requirements

· Process quarterly StrongPak pickups

· Follow basic spill and emergency response procedures

13. ExtraCare Pharmacy & Health Rewards:


· Recognize the purpose of the ExtraCare Pharmacy & Health Rewards program


· Explain earnings and rewards for ExtraCare Pharmacy & Health Rewards 


· program to patients


· Enroll a customer into the ExtraCare Pharmacy & Health Rewards program


· Explain the HIPAA Authorization to patients


· Refer customer questions to www.CVS.com/rxrewards or to the 


· program brochure


D. Pick-up:

1. Introduction to Pick-up:

· Identify the steps involved in the pick-up interaction


· Explain where prescriptions are stored and the steps to take when you cannot locate a prescription


· Describe the procedures used when customers pick-up refrigerated or reconstituted products


· Recognize and explain the importance of ensuring a positive interaction at Pick-up


· Complete the steps to check a prescription’s current status

2. Foundations of Pick-up and Production:

· Demonstrate the steps in the Pick-up interaction and make the Offer to Counsel


· Determine which customer questions you can address and which you need to refer to a Pharmacist


· Address problems when dealing with difficult customer questions


· Locate over-the-counter items


· Effectively assist customers who are waiting for prescriptions 


· Identify the procedure for handling restricted products


· Demonstrate an understanding of the Production Workflow and why each step is important to our customer service goals

· Demonstrate counting best practices, including working with penicillin and sulfa products


· Demonstrate proper labeling and prescription assembly tasks


· Recognize Reconstitutables and demonstrate an awareness of basic preparations


· Complete electronic Action Notes to ensure proper and complete information is conveyed to customers


· Provide exceptional service skills when assisting customers on the telephone 


3. Pick-up On-the-Job Learning:

· Perform the Pick-up procedures according to CVS standards

· Respond appropriately to customer requests

· Perform basic maintenance tasks at the Pick-up workstation

· Provide exceptional customer service to customers at the Pick-up workstation

E. Drive-Thru:

1. Introduction to Drive-thru:

· Assist a customer who is picking up a prescription order at Drive-thru

· Accept new prescription at Drive-thru

· Accept refill prescription at Drive-thru

2. Drive-thru on-the-job learning:

· Perform the Drive-thru procedures according to CVS standards

· Operate the Drive-thru window

· Understand the standards for managing Drive-thru traffic

· Provide exceptional customer service to customers at the Drive-thru workstation

F. Production:

1. Introduction to Production:

· Identify the steps involved in Production

· Explain how quality and safety are embedded into each step at Production

· Process a prescription through Production

· Process a prescription refill

· Complete the steps to calculate drug price

2. Production On-the-Job Learning:

· Perform the production procedures according to CVS standards

· Satisfy customer refill requests

· Respond to customer questions or refer as appropriate

· Perform basic maintenance tasks at the production workstation

· Provide exceptional customer service to customers on the telephone while at the production workstation

3. Utilization Pharmacy Automation Robots (applies only to stores with this equipment)  

· Recognize the role of automation in pharmacy and perform basic operator tasks 

· Navigate the ScriptPro application


· Perform advanced automation procedures


· Properly maintain the ScriptPro


· Adhere to CVS/pharmacy automation processes for patient safety

G. Drop-Off:

1. Introduction to Drop-off:

· Accept a new prescription at Drop-off

· Accept a refill prescription at Drop-off

· Add a patient in the RxConnect system

· Edit a patient’s information in the RxConnect system

· Effectively manage prescription requests in the RxConnect system

2. Third Party Plans and Cards:

· Recognize Third Party Plans

· Identify the basics of billing federal/state funded Third Party Plans

· Recognize the components of Third Party Cards

3. Medicare Part B:

· Understand the basics of Medicare B

· Know the expectations of CVS as a Medicare Provider

· Understand the expectations of you, as an employee, in processing Medicare claims

· Identify available references

4. Foundations of Drop-off:

· Explain the responsibilities of the Drop-off Workstation

· Demonstrate the steps in the Drop-off interaction

· Identify tasks in the Drop-off interaction that ensure quality and safety

· Know the components of a valid prescription

· Convert equivalent measurements for inhalers, ear and eye drops, insulin, and liquids

· Discuss the regulations that affect controlled substances

· Identify and process compound prescriptions

· Review the Customer Service Initiative (CSI) and how it benefits our patients

· Know the benefits of flavoring medications for our patients and how to promote

· Identify common types of Third Party rejections and the correct action to take to resolve the rejection

· Resolve Third Party rejections while communicating with customers


· Recognize unique Third Party Plans, such as Medicaid, Medicare Parts B and D, and know the requirements for processing claims through these plans


· Perform Drop-off Best Practices


5. Advanced Drop-off:

· Complete data entry for new prescriptions

· Scan a prescription hardcopy

· Process prescriptions with insufficient inventory

· Edit a prescription

· Delete, inactivate, and place prescriptions on hold

6. Drop-off On-the-Job Learning:

· Perform the Drop-off procedures according to CVS standards

· Respond appropriately to customer requests

· Perform basic maintenance tasks at the Drop-off workstation

· Provide exceptional customer service to customers at the Drop-off workstation

7. Prescriber Search Enhancements:

· Demonstrate knowledge of the prescriber search enhancements


· Identify key points of prescriber search functionality


· Perform the proper steps in RxConnect to search for and select a prescriber

· Understand the importance of associating the correct prescriber to a prescription

· Understand how the enhancements improve regulatory compliance, mitigate third party exceptions, audits, and potential recoupments

H. Patient Care:


1. Changing Lives with Patient Care Part 1:

· Identify the importance of Patient Care

· Explain how Patient Care helps you change lives, one patient at a time


· Describe the Patient Care Conversation Framework


2. Changing Lives with Patient Care Part 2:

· Deliver Patient Care using the screens in RXConnect and at Pick-Up


· Describe your role in supporting patients through Patient Care


3. Introduction to ScriptSync:

· Define ScriptSync


· Describe the benefits of ScriptSync to both Patients and Pharmacy Teams

· Explain the enrollment process


· Summarize ScriptSync responsibilities

4. ScriptSync On-the-Job Training:


· Describe the ways a patient can enroll in ScriptSync

· Enroll patients in ScriptSync using RXConnect


· Identify the components of a successful ScriptSync offer


· Calculate Alignment Fills


· Maintain ScriptSync using RXConnect, POS, or online by Patient

5. Patient Care in Action:


· Describe how Patient Care can change lives


· Discuss how Patient Care helps to solve medication adherence challenges


· Identify best practices


· Understand available tools to track progress


· Identify potential challenges during Patient Care conversations


· Effectively influence patients using the conversation framework

6. Delivering Patient Care:

· Perform Patient Care activities according to CVS Health Best Practices


· Provide Genuine Care to Patients on the phone or during in-person interactions through Patient Care

7. Med D: Prescription Plans: 


· Define Medicare Part D


· Explain the basic plan design to a customer


· Recognize when customers can enroll in a Medicare Part D plan


· Assist customers in researching the correct plan for their needs


· Recognize CVS policies surrounding Medicare Part D

8. Saving Patients Money:

· Understand tools available to save patients money and increase medication adherence


· Utilize Prescription Savings Portal that shows which patients are eligible for cost savings with Therapeutic Alternatives, Manufacturer Coupons, or Discount Cards


· Utilize Rx Savings Finder that supports the team in addressing cost concerns by providing the various savings options in a single location


I. Advanced Inventory Management

1. Waiting Bin Maintenance:


· Complete a daily Return to Stock

· Complete a monthly Waiting bin Physical Inventory

2. Advanced Inventory Management:


· The importance of accuracy in processes – using shelf labeling to maintain accurate inventory


· Determining which kinds of items are returnable or transferable


· Processing returnable or transferable items


14. Inventory Management Scenarios:


· Connect what the learner has covered in other courses to daily activities that affect the pharmacy’s overall inventory


· Encourage the learner to effectively think through and address common scenarios that may arise in day-to-day work


15. Advanced Inventory Management On-the-Job training:


· Perform the steps involved in Shelf label Maintenance


· Identify saleable and non-saleable items


· Identify the appropriate type of return of an item


· Complete a CVS Warehouse Return


· Complete an Outside Vendor Return (saleable overstock)


· Complete a StrongPak Return


· Complete a Genco Return 


· Identify transferable and non-transferable items


· Explain the difference between Retail Store to Retail Store


· Transfers and Store-to-Store Redeploy


· Complete a Transfer Out


· Complete a Transfer In


· Perform return to Stock tasks


· Access and complete RTS reports

J. Additional Training:

1. Meal and Rest Period Training:

· Adhere to meal break requirements


· Describe how meal waivers work and who is eligible for them 


· Submit or revoke a meal waiver option


2. Digital Adoption Overview:


· Increase store awareness of the various Front Store and Pharmacy digital initiatives


· Show colleagues the customer and the store associate journey for each of the digital tools to promote understanding of the functionality of the tools offered


· Help colleagues understand the benefits of the digital tools to their workflow and to customer experience 


· Provide the necessary information to help colleagues facilitate the usage of the digital tools and answer any customer questions that arise 


RELATED INSTRUCTION OUTLINE

PHARMACY TECHNICIAN, RETAIL STORE 

(Pharmacy Technician, Level I)


O*NET-SOC CODE:  29-2052.00   RAPIDS CODE:  0844CB

Code

Course Name





Approximate Hours


Pharmacy Technician






92

Compliance Training 


800107
New Colleague Compliance Training

800005
CVS Health Store and Distribution Center Code of Conduct Training

800008
CVS Caremark Employee Handbook 

800186
Preventing Money Laundering: Pharmacy Version

800270 
Privacy Training 


800164 
Safety General Awareness and Emergency Procedures Plan Training


300660
CVS Health Attendance Policy Acknowledgement


800160
Recognizing and Preventing Workplace Violence 


800681 
DEA & Pharmacy Regulatory Training for Pharmacy Support Staff

891030 
PSE/E Training for New Hires


830150 
Hazardous Material Safety and Security General Awareness for Retail Colleagues

390311
Introduction to Social Media at CVS Health 

New Hire Training


400100
myStore – New Colleague Orientation & Assessment


400400
Introduction to ExtraCare 

400301
Register Basics


400302
Customer Refunds


Diversity Training


550221 
Unconscious Bias


550220 
Diversity, Inclusion & You

Pharmacy, Pick-up & Production Basics


206000
Introduction to Pharmacy 


204010 
Pharmacy Basics 


206010 
Introduction to Pick-up


206020 
Introduction to Production


204020 
Foundations of Pharmacy 


206100 
Foundations of Pick-up and Production


204045 
Pick-up On-the-Job Training

208001
ExtraCare Pharmacy & Health Rewards

Pick-up & Production


202160 
Introduction to Inventory Management


202161 
CFRx for Inventory Management


209100 
Compounding and Processing Non-Sterile Preparations


29035 

Safe Production and Production Safety Zone Video Acknowledgement


300500 
Professional Practices Quality Assurance Standards


202162 
Basic Inventory Management On-the-Job Training

204065
Production On-the-Job Training 


290354
Utilizing Pharmacy Automation Robots*


*applies only to stores with automation equipment 


Drop-off


206040 
Introduction to Drop-off


204150 
Third Party Plans and Cards


540500 
Medicare Part B Retail Pharmacy Training


269050
iPLEDGE REMS Program Training for Pharmacy Support Staff


300805 
myStore Health Accepting Prescriptions


206045 
Advanced Drop-off 


204170 
Foundations of Drop-off 


204175 
Advanced Drop-off 


204180 
Drop-off On-the-Job Training

200720
Prescriber Search Enhancements 


Drive Thru


206030
Introduction to Drive-thru


204111 
Drive-thru On-the-Job Training


Patient Care 


200596 
Changing Lives with Patient Care: Part 1


200597 
Changing Lives with Patient Care: Part 2 


280006 
ScriptSync


280003
ScriptSync On-the-Job Training 

200598 
Patient Care in Action

200599 
Delivering Patient Care

240400
Med D: Prescription Plans 


206080
Saving Patients Money: Prescription Savings Portal & Rx Savings Finder 

Advanced Inventory Management


204230 
Waiting Bin Maintenance 


202165 
Advanced Inventory Management


202166 
Inventory Management Scenarios


202167
Advanced Inventory Management On-the-Job Training


Additional Training 


410002 
Meal and Rest Period Training


410505 
Digital Adoption Overview


WORK PROCESS SCHEDULE


PHARMACY TECHNICIAN, RETAIL STORE 

(Existing Title:  Pharmacist Assistant)


(Lead Technician, Level II) 


O*NET-SOC CODE:  29-2052.00   RAPIDS CODE:  0844CB

Lead Technician


A. Pharmacy Technician Certification Boards (PTCB) National Certification

To become a Lead Technician, the apprentice must prepare and take the PTCB exam to obtain national certification.  The apprentice will take PTCB prep courses to develop competencies that build on the Pharmacy Technician curriculum.

1. Regulations, Terminology, and Pharmacology:

· Identify pharmacy laws and regulating bodies


· Understand vocabulary used in the medical and pharmaceutical fields


· Accurately and completely process prescriptions


· Understand therapeutic information for top 200 medications


· Identify drug classifications


· Identify common drug interactions


2. Hospital Pharmacy:

· Understand inventory management

· Identify information required for medication orders


· Identify and describe the different routes of administration


· Understand proper compounding procedures according to USP


· Understand procedures involved in Investigational Drug Studies


· Identify and describe commonly used pharmaceutical references


3. Calculations in the Pharmacy Practice Setting:

· Understand basic mathematical skills


· Understand relationships between different measurement systems


· Complete pharmacy calculations including dosage calculations, flow rates, percent solutions, dilution, alligations, and children’s dosing

B. Team Building in the Pharmacy

· Understand four leadership styles

· Understand characteristics of effective team


· Understand phases of team development


· Be able to motivate team members


C. Maximizing Service through Conflict Resolution


· Define discord, disagreement, and conflict

· Identify primary types of workplace discord


· Understand conditions leading to unhealthy discord


· Understand customer complaints and impact on the business


· Be able to resolve discord among employees


D. Delegation of Pharmacy Tasks

· Define delegation


· Articulate benefits of delegation


· Identify and overcome obstacles to delegation


· Understand characteristics of good delegation


· Apply four-step delegation model


E. Refunds and Coupons Outside Sale


· Perform various types of returns, refunds or exchanges


· Provide appropriate form of payment back to customer


· Exercise management discretion on refunds


· Reduce company’s liability to fraudulent refunds


· Provide guidance to team on handling questionable returns while balancing customer service with loss prevention


F. Manager Voids


· Recognize and accurately process manager voids


· Provide quick and courteous customer service


G. Technician to Pharmacist Ratio Law


· Understand the importance of maintaining Technician to Pharmacist ratios in the pharmacy


· Know the potential violations when pharmacies are not in compliance  with ratio regulations, where applicable


· Understand how ratio requirements impact on-the-job training


· Comprehend your role in meeting ratio laws


· Identify the state-specific ratio requirements in your pharmacy

H. Pharmacy Technician Proficiency Evaluation Process and Demonstration

· Understand the process for leveraging the Pharmacy Technician Proficiency Evaluation to develop your Pharmacy Technicians 

· Leverage the Pharmacy Technician Proficiency Evaluation functionality to;


a. Access the Pharmacy Technician Evaluation page


b. Evaluate your Pharmacy Technician’s proficiency 


c. Schedule following  evaluations to develop colleagues


I. Ensuring Quality Assurance with Automation

· Recognize the role of automation in the pharmacy


· Perform advanced automation procedures


· Properly maintain the ScriptPro


· Adhere to CVS/pharmacy automation process for patient safety

J. Corporate Physical Security Training

· Understand the company expectations related to Security Access Badges


· Understand CVS Health building access policies


· State those circumstances that building security should be notified


· Define the process for visitors/Vendors to gain building access

K. SMD Managing Diversity

· Explain what Diversity Management is at CVS and what the importance of diversity is


· Create an inclusive environment in the store where differences and similarities are valued


· Leverage differences and similarities among colleagues to improve service and drive store growth

RELATED INSTRUCTION OUTLINE

PHARMACY TECHNICIAN, RETAIL STORE 

(Lead Technician, Level II)


O*NET-SOC CODE:  29-2052.00   RAPIDS CODE:  0844CB

Code

Course Name





Approximate Hours


Lead Technician







52

202125
Technician to Pharmacist Ratio Laws


203050
Pharmacy Technician Certification Boards -PTCB- National Certification


203061
PTCB Study Session: One (Instructor-Led)


203062
PTCB Study Session: Two (Instructor-Led)


203063
PTCB Study Session: Three (Instructor-Led)


203064
PTCB Study Session: Four (Instructor-Led)


203065
PTCB Orientation Session (Instructor-Led)


230105
Pharmacy Technician Proficiency Evaluation Process and Demonstration


290355
Ensuring Quality Assurance and Automation**


330101
Corporate Physical Security Training


92110045
Pharmacy Technician Certification Board (PTCB) - Session 1 (WBT/Online)


92110050
Pharmacy Technician Certification Board (PTCB) - Session 2 (WBT/Online)


92110055
Pharmacy Technician Certification Board (PTCB) - Session 3 (WBT/Online)


92110060
Pharmacy Technician Certification Board (PTCB) - Session 4 (WBT/Online)


92110065
PTCB Top 200 Drugs (Flashcards)


250530
Team Building in the Pharmacy


250540
Maximizing Service Through Conflict Resolution


250620
Delegation of Pharmacy Tasks


500700
SMD - Refunds and Coupons Outside Sale


500800
SMD - Manager Voids


506220
SMD - Managing Diversity

 PAGE 
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Appendix C

AFFIRMATIVE ACTION PLAN


ADOPTED BY


CVS Health

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


DEVELOPED IN COOPERATION WITH THE


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP


APPROVED BY:  _________________________________________________________


REGISTRATION AGENCY

DATE APPROVED:  _______________________________


This Page Intentionally Left Blank


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 


CVS Health 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 an individual with a disability or a person 40 years old or older.


CVS Health will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under Title 29 of the Code of Federal Regulation, 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: 

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


(2) The size of the minority and female (minority and nonminority) labor force in the program sponsor’s labor market area;


(3) 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;


(4) The percentage of minority and female (minority and nonminority) participation as journeyworkers 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 


(5) 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).

A. 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:


· Registration Agency


· Women’s centers


· Local schools


· Employment service offices

· Other outreach programs and community organizations, including those that can effectively reach minorities and women


· Newspapers, including those that are circulated in minority communities and among women


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


1.
 FORMCHECKBOX 

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.
 FORMCHECKBOX 

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


B.  FORMCHECKBOX 

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.


C.  FORMCHECKBOX 

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.


D.  FORMCHECKBOX 

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.


E.  FORMCHECKBOX 

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. 

F.  FORMCHECKBOX 

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.


G.  FORMCHECKBOX 

The sponsor will utilize journeyworkers to assist in the implementation of its AAP.


H.  FORMCHECKBOX 

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


I.  FORMCHECKBOX 

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 journeyworkers 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.  

SECTION VI - OFFICIAL ADOPTION

The CVS Health hereby officially adopt this Affirmative Action Plan on this _________ day of (Insert Month/Year).

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

_____________________________________________

_____________________________________

Signature of Management (designee)

Signature of Labor (designee)

____________________________________________


_____________________________________

Printed Name





Printed Name


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:      FORMCHECKBOX 
  Selection on basis of rank from pool of eligible applicants 


                                                         FORMCHECKBOX 
  Random selection from pool of eligible applicants


                                                         FORMCHECKBOX 
  Selection from pool of current employees


                                                         FORMCHECKBOX 
  Alternative selection



		Labor Market Area Description:        FORMCHECKBOX 
  State          FORMCHECKBOX 
  SMA           FORMCHECKBOX 
  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 Journeyworkers 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.  

C - 1
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Appendix D


QUALIFICATIONS AND SELECTION


PROCEDURES


ADOPTED BY


CVS Health

DEVELOPED IN COOPERATION WITH THE


U.S. DEPARTMENT OF LABOR


OFFICE OF APPRENTICESHIP


APPROVED BY: _______________________________________


REGISTRATION AGENCY


DATE APPROVED: ____________________________________

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

This Page Intentionally Left Blank


SECTION I - MINIMUM QUALIFICATIONS

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


A.
Age 


Minimum age qualification required by the sponsor for persons entering the apprenticeship program, with an eligible starting age not less than 16 years. State law may require the person to be 17 or 18 years of age.  

B.
Education

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

C.
Physical

Applicants will be physically capable of performing the essential functions of the apprenticeship program, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others. 


Applicants will pass a background and drug screening before acceptance into the program and prior to being employed.


D.
Miscellaneous

· Previous experience preferred


· Typing 25-30 words per minute/data entry


· Ability to read


· Good people skills (sales/customer service)


· Dependable


E.
Aptitude Test

All applicants must pass the CVS Health hiring process, which includes an online application, Virtual Job Try assessment, and interview. 


SECTION II - APPLICATION PROCEDURES

A.
Applicants will be accepted throughout the year.  Applications are available to the public via the CVS Careers website.


B.
All applications will be identical in form and requirements.  Each applicant will be issued a candidate reference number in the Applicant Tracking System, so that all applications can be accounted for.  All applicants will be requested to provide race, ethnicity, sex, if 18 or older, disability status, and Veteran status (with the option to decline answer).  The progression and final disposition is monitored and dated for each applicant.  

C.
Before completing the application, each applicant will be provided information about the program and, upon request, will be given a copy of the Apprenticeship Standards.  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.
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.


E.
Applicants meeting the minimum qualifications and submitting the required documents will be notified where and when to appear for an interview.


SECTION III - SELECTION PROCEDURES 


Sponsor must select one (1) of the following:

1.  FORMCHECKBOX 

Alternative selection methods

The sponsor may select apprentices by any other method, including its present selection method, provided that the sponsor meets the requirements listed in 29 CFR § 30.5(b)(4).

2.  FORMCHECKBOX 

Selection on basis of rank from pool of eligible applicants

The sponsor may select apprentices from a pool of eligible applicants on the basis of the rank order of their scores on one or more qualification standards where there is a significant statistical relationship between rank order of scores and performance in the apprenticeship program.  The selection of any qualification standards beyond minimum legal working age, the use of oral interviews, the notification of applicants, and the establishment of goals for the admission of minorities and women (minority and nonminority) into the pool of eligibles must proceed in accordance with the requirements of 29 CFR § 30.5(b)(1).

3.  FORMCHECKBOX 

Random selection from pool of eligible applicants

The sponsor may select apprentices from a pool of eligible applicants on a random basis.  The method of random selection is subject to approval by the U.S. Department of Labor.  Supervision of the random selection process shall be by an impartial person or persons selected by the sponsor but not associated with the administration of the apprenticeship program.  The time and place of the selection, and the number of apprentices to be selected, shall be announced.  The place of the selection shall be open to all applicants and the public.  The names of apprentices drawn by this method shall be posted immediately following the selection at the program sponsor's place of business.

4.  FORMCHECKBOX 

Selection from pool of current 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 minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 


SECTION IV - DIRECT ENTRY

Sponsors that wish to invoke the direct entry provision may do so without regard to the existing selection procedure or minimum qualifications used for entry into the apprenticeship program.  Individuals selected into the apprenticeship program via direct entry shall include only those individuals described below who have received training or employment in an occupation directly or indirectly related to the occupation(s) registered in these standards.  The sponsor will award credit for previous experience in accordance with Section XII of these standards and will pay each apprentice at the wage rate commensurate with his or her skill attainment.  The credit for previous experience shall be awarded without regard to race, color, religion, national origin, or sex.  The methods for direct entry are as follows:


Sponsor must select the one’s they will use


A.  FORMCHECKBOX 

A youth who has completed a Job Corps training program in any occupation covered in these standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the Job Corps training received to grant appropriate credit on the term of apprenticeship.  Entry of Job Corps graduates will be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)


B.  FORMCHECKBOX 

A youth who has completed a YouthBuild training program in any occupation covered in these standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the YouthBuild graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the YouthBuild training received to grant appropriate credit on the term of apprenticeship.  Entry of YouthBuild graduates will be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)

C.  FORMCHECKBOX 

A military veteran who is registered with the Helmets to Hardhats program or has completed military technical training school and/or participated in a registered apprenticeship program or related occupation while in the military in the occupations registered in the (Insert Industry) may be given direct entry into the apprenticeship program.  The sponsor shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate.  The sponsor will determine what training requirements the veteran needs to meet to ensure he or she receives all necessary training for completion of the apprenticeship program. Applicants must submit a DD-214 to verify military training and/or experience if they are a veteran and wish to receive consideration for such training/experience.  Entry of military veterans shall be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program.)

D.  FORMCHECKBOX 

A former inmate of the U.S. Department of Justice Bureau of Prisons (BOP) who has participated in or successfully completed a specific BOP apprenticeship program may be given direct entry into the apprenticeship program.  Sponsors agreeing to admit such individuals into apprenticeship must do so without regard to present minimum qualifications, eligibility lists, or scores on written apprenticeship entrance tests.  Entry into the program by this method shall be done without regard to race, color, religion, national origin, or sex.  (Note:  This is a method of direct entry into the apprenticeship program.)

E.  FORMCHECKBOX 

A senior citizen who has completed a Senior Community Service Employment Program (SCSEP) pre-apprenticeship training program in any health care occupation covered in these standards and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program, or if no apprentice opening is available, the SCSEP graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The sponsor will evaluate the SCSEP training received to grant appropriate credit on the term of apprenticeship.  Entry of SCSEP graduates will be done without regard to race, color, religion, national origin, or sex. (Note:  This is a method of direct entry into the apprenticeship program for the health care industry.)

F.  FORMCHECKBOX 

An individual who has completed a structured pre-apprenticeship training program that meets the requirements outlined in Training and Employment Notice 13-12, Defining a Quality Pre-Apprenticeship Program and Related Tools and Resources, in any occupational area covered in these standards of apprenticeship and who meets the minimum qualifications of the apprenticeship program may be admitted directly into the program.  The candidate shall provide official documentation confirming that he or she fulfilled the specific requirements of the pre-apprenticeship program, such as completion/graduation certificates, transcripts, notarized letters of confirmation, and sworn statements.  The sponsor will evaluate the training received to grant appropriate credit on the term of apprenticeship.  Entry of pre-apprenticeship candidates shall be done without regard to race, color, religion, national origin, or sex. (Note: This is a method of direct entry into the apprenticeship program.)

G. SECTION V - COMPLAINT PROCEDURE


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


B. The complaint will be in writing and will be signed by the complainant.  It must include the name, address, and telephone number of the person allegedly discriminated against, the sponsor involved, and a brief description of the circumstances of the failure to apply equal opportunity standards.


C. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.  In the case of a complaint filed directly with the review body designated by the sponsor to review such complaints, any referral of such complaint by the complainant to the Registration Agency must occur within the time limitation stated above or 30 days from the final decision of such review body, whichever is later.  The time may be extended by the Registration Agency for good cause shown.


D. 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 as set forth above.


E. The sponsor will provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices.


SECTION VI - MAINTENANCE OF APPLICATION AND SELECTION RECORDS

The sponsor will keep adequate records, including a summary of the qualifications of each applicant; the basis for evaluation and for selection or rejection of each applicant; the records pertaining to interviews of applicants; the original application for each applicant; information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination; rates of pay or other forms of compensation or conditions of work; hours including hours of work and, separately, hours of training provided; and any other records pertinent to a determination of compliance with 29 CFR § 30, as may be required by the U.S. Department of Labor.  The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and women (minority and nonminority) participants.


Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analyses made pursuant to the requirements of 29 CFR § 30.4.  Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR § 30.5(b). 


If applicants are interviewed during the selection process, adequate records include a brief summary of each interview and the conclusions on each of the specific factors - e.g., motivation, ambition, and willingness to accept direction - that are part of the total judgment.


Records will be maintained for 5 years from the date of last action and made available upon request to the U.S. Department of Labor or other authorized representative.


SECTION VII - OFFICIAL ADOPTION OF SELECTION PROCEDURES


The CVS Health hereby officially adopt these selection procedures on this _____ day of (Insert Month/Year).


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

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

Printed Name
Printed Name
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Appendix A



WORK PROCESS SCHEDULE

MANAGER, RETAIL STORE

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



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 competency-based and supplemented by approximately 144 hours of related instruction.



The Store Manager in Training will complete all courses listed under Shift Supervisor, Operations Supervisor, Operations Manager, and Store Manager.  Upon completion of each level, the apprentice will receive a Certificate of Training.



Upon completion of all training, the apprentice will receive a Certificate of Completion of Apprenticeship as a Retail Store Manager.





1. RATIO OF APPRENTICES TO JOURNEYWORKERS



A numeric ratio of apprentices to mentors consistent with proper supervision, training, safety, and continuity of employment throughout the apprenticeship, the ratio of apprentices to mentors will be 1 apprentice to 1 mentor.  



1. APPRENTICE WAGE SCHEDULE



Apprentices shall be paid a progressively increasing schedule of wages based on the dollar amount of the journeyworker’s starting wage rate, which is: $20.30.



National Average for Starting Wage Rates:

Shift Supervisor and Operations Supervisor = $12.00

Operations Manager = $12.75			

Store Manager in Training = $13.33





1. WORK PROCESS SCHEDULE  (See attached)



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





1. RELATED INSTRUCTION SCHEDULE  (See attached)







WORK PROCESS SCHEDULE

MANAGER, RETAIL STORE (Shift Supervisor)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Description:  The Store Manager fulfills the company purpose of helping people on their path to better health by driving store execution and performance while building consumer loyalty to CVS/pharmacy through a focus on excellent customer service.  The Store Manager In Training (SMIT) is responsible for supporting the Store Manager in the total leadership and strategic operation of a CVS/pharmacy store including overall store management, supervision, and policy implementation; sales and inventory management; employee staffing, training, and development; financial management; and customer service leadership. 

On-The-Job Learning:  Apprentices will receive training in the various work experiences listed below, including for Shift Supervisor, Operations Supervisor, Operations Manager, and then Store Manager.  The order in which this training is given will be determined by the flow of work on the job and will not necessarily be in the order listed.  From the date of entry into the CVS/pharmacy Retail Management Development program as SMIT, it may be possible to progress to the Store Manager position within 12 weeks to 24 months, depending on the prior experience and performance of the SMIT.  



Shift Supervisor

	

A. Management 

1. Work effectively with store management and store crews

2. Supervise the store’s crew through assigning, directing and following up of all activities

3. Effectively communicate information both to and from store management and crews



B. Customer Service 

1. Assist customers with their questions, problems and complaints

2. Promote CVS customer service culture. (Greet, offer help, and thank)

3. Handle all customer relations issues in accordance with company policy and promote a positive shopping experience for all CVS customers

4. Maintain customer/patient confidentiality



C. Merchandise/Presentation 

1. Price merchandise

2. Stock shelves

3. Execute the displays, sign and inventory of weekly, promotional, and seasonal merchandise

4. Execute the display and maintenance of off-shelf merchandise

5. Reset department following POGs



D. Loss Prevention

1. Control use of register keys, securing door keys, and safe combinations

2. Execute locking of safe and security doors and setting of alarms when closing the store

3. Complete random cash verifications; electronic journal tape checks; monitor cashier analysis report

4. Conduct colleague bag checks

5. Identify and react to shoplifters and apprehend to secure company assets

6. Maintain and react to EAS program

7. Monitor and react to signs of internal theft

8. Protect store assets







E. Operations

1. Operate a cash register - including: cash, check and charge transactions; bagging merchandise

2. Identify and react to in-store repairs

3. Execute and document: cash/check pulls; deposits; returned check payments; check acceptance; refunds; voids; discounts; cashier verifications; rainchecks; signing crew members on/off

4. Deliver deposits to and secure change from the bank and balance imprest fund Access, input and retrieve information from the computer

5. Open/close store

6. Execute the daily cash report (DCR) and weekly summary

7. Process photofinishing activities

8. Answer telephone

9. Order regular merchandise, maintaining accurate inventory levels (using order guides when appropriate) through the use of the Telxon machine

10. Load and unload deliveries

i. Lift 35 pound trays/cases to a height of 4 feet

ii. Move trays/cases from one location to another

11. Check in merchandise: verify billing, document errors

12. Execute and document RFCs and interstore transfers

13. Schedule daily activities and execute a walk-through of the store

14. Prepare and distribute reports and records: petty cash, key rec’s, MU/MD, customer cash discrepancy, RFCs, accident reports, and various other surveys as requested

15. Ensure compliance with all company policies and procedures (such as cash management) and federal and state laws

16. Maintenance/organization of office and back room



F. Human Resources

1. Train and supervise crew members

2. Ensure on-the-job safety of all colleagues and treatment for colleague injuries sustained on the job

3. Maintain a work place free from discrimination and harassment



G. Marginal Functions 

1. Differentiate what needs to be communicated and what does not 

2. Assist customers with large purchases - taking out to vehicle 

3. Execute the completion of check-out bulletins 

4. Execute completion of price changes: document counts, utilize price gun 

5. Work overstock 

6. Execute the display and maintenance of greeting cards 

7. Pay vendors following vendor pay out policy 

8. Attend district meetings 

9. Order promotional merchandise 



















RELATED INSTRUCTION OUTLINE

MANAGER, RETAIL STORE (Shift Supervisor)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Code			Course Name							Approximate Hours



Shift Supervisor									32

400100		NCO – myStore/ExtraCare	          	 		

400400		Introduction to ExtraCare

800107		NCC-New Colleague Compliance

400301		Register Basics

400302		Customer Refunds

500004		Advanced Register Overview

406285		Photo Kiosk Service

800273		Privacy Training

800143		Pharmacy PSE/E Training

500005		Cash Management Overview

504100		SMD – Accident Reports/Product Contamination

500003		Day-to-Day Operations

500002		Customer Focused Replenishment

500006		Loss Prevention Overview

500001		Product Management Overview

208500		mySchedule Training

800008		CVS Health Colleague Handbook		

800127		Youth Employment Training			

800163		Safety General Awareness and Emergency Procedures Plan Training			

300660		CVS Health Attendance Policy Acknowledgement				

380130		Food Safety and Sanitation Training		

540034		Driving Success in Beauty Service Store Management Guide			

400303		Additional Register Functions			

400352		Demonstrating You’ve GOT Heart at Assisted Checkout				

400361		Assisted Register Training for the Management Team				

509700		SMD – Violence in the Workplace		

402301		Shoplifter Apprehension Guidelines for Front Store Management			

410003		Meal Break and Rest Period Training for Management	




WORK PROCESS SCHEDULE

MANAGER, RETAIL STORE (Operations Supervisor)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Operations Supervisor



A. Management 

1. Work effectively with store management and store crews

2. Supervise the store’s crew through assigning, directing and following up of all activities

3. Effectively communicate information both to and from store management and crews



B. Customer Service 

1. Assist customers with their questions, problems and complaints

2. Promote CVS customer service culture. (Greet, offer help, and thank)

3. Handle all customer relations issues in accordance with company policy and promote a positive shopping experience for all CVS customers

4. Provide colleagues personalized customer service feedback and coaching (E.g., myImpact coaching; myCustomer feedback; personal observations)

5. Maintain customer/patient confidentiality



C. Merchandising/Presentation 

1. Price merchandise

2. Stock shelves

3. Support the planning, execute the displays, sign and inventory of weekly, promotional, and seasonal merchandise

4. Support the planning, execute the display and maintenance of off-shelf merchandise

5. Reset department following POGs



D. Loss Prevention 

1. Control use of register keys, securing door keys, and safe combinations 

2. Execute locking of safe and security doors and setting of alarms when closing the store 

3. Complete random cash verifications; electronic journal tape checks; monitor cashier analysis report 

4. Conduct colleague bag checks 

5. Identify and react to shoplifters and apprehend to secure company assets 

6. Maintain and react to EAS program 

7. Monitor and react to signs of internal theft 

8. Protect store assets 



E. Operations 

1. Operate a cash register - including: cash, check and charge transactions; bagging merchandise 

2. Identify and react to in-store repairs 

3. Execute and document: cash/check pulls; deposits; returned check payments; check acceptance; refunds; voids; discounts; cashier verifications; rainchecks; signing crew members on/off 

4. Deliver deposits to and secure change from the bank and balance imprest fund 

5. Access, input and retrieve information from the computer 

6. Open/close store 

7. Execute the daily cash report (DCR) and weekly summary; finalize payroll 

8. Process photofinishing activities 

9. Answer telephone 

10. Order regular merchandise, maintaining accurate inventory levels (using order guides when appropriate) through the use of the Telxon machine 

11. Load and unload deliveries 

a. Lift 35 pound trays/cases to a height of 4 feet 

b. Move trays/cases from one location to another 

12. Check in merchandise: verify billing, document errors 

13. Execute and document RFCs and interstore transfers 

14. Schedule daily activities, execute a walk-through of the store and establish a priority list 

15. Prepare and distribute reports and records: petty cash, key rec’s, MU/MD, customer cash discrepancy, RFCs, accident reports, and various other surveys as requested 

16. Ensure compliance with all company policies and procedures (such as cash management) and federal and state laws 

17. Maintenance/organization of office and back room 



F. Human Resources 

1. Train, supervise and coach crew members 

2. Ensure on-the-job safety of all colleagues and treatment for colleague injuries sustained on the job 

3. Maintain a work place free from discrimination and harassment



G. Marginal Functions

1. Assist customers with large purchases -- taking out to vehicle 

2. Administer and respond to customer relations programs i.e.; person-to-person letters, customer comment cards, shopping service results etc. 

3. Cut in new items, remove discontinued items, and adjust merchandise facings accordingly 

4. Work reserve backstock/overstock 

5. Maintenance of store: facing, dusting, vacuuming, window cleaning, clean rest room, backroom fixtures, store exterior 

6. Assist the pharmacy staff in/out of pharmacy area 

7. Analyze the competitive environment and document findings 

8. Perform photofinishing activities 

9. Organize and execute the display and maintenance of cosmetic units; greeting cards; franchise candy and outside vendor merchandise 

10. Ability to respond to alarm calls 

11. Generate positive public relations with community 


RELATED INSTRUCTION OUTLINE

MANAGER, RETAIL STORE (Operations Supervisor)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Code				Course Name				Approximate Hours



Operations Supervisor						31

520001			myStore Health Overview		

502501/(502505 CA only)	Workbrain Time and Attendance

502500			Payroll

507100			Introduction to P&L Basics

800102			Preventing Workplace Harassment

206000			Introduction to Pharmacy

204010			Pharmacy Basics

204020			Foundations of Pharmacy

206010			Introduction to Pick-up

206100			Foundations of Pick-up and Production

204045			Pick-up OJT

505310			Your Role in On-boarding a New Colleague

505400			SMD Delegation to Become an Effective Manager

300700			Coaching Using FUEL

507221			Conducting High Quality Observations & Feedback

507231			Impactful Coaching 






WORK PROCESS SCHEDULE

MANAGER, RETAIL STORE (Operations Manager)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Operations Manager



A. Management 

1. Lead others and work effectively with store crews 

2. Supervise, assign and direct activities of the store’s crew 

3. Effectively communicate information to store crew and supervisors in an open and timely manner 

4. Support Store Manager with actions plans for operational and service improvement 



B. Customer Service 

1. Assist customers with their questions, problems and complaints 

2. Promote CVS customer service culture (greet, offer help, and thank) 

3. Provide colleagues personalized customer service feedback and coaching (E.g., myImpact coaching; myCustomer feedback; personal observations) 

4. Handle all customer relations issues in accordance with company policy and promote a positive shopping experience for all customers 

5. Maintain customer/patient confidentiality 	



C. Merchandising/Presentation 

1. Price merchandise 

2. Stock shelves 

3. Reset departments following POGs adapting them to a particular store 

4. Organize and execute the display and signing of weekly, major promotional and seasonal merchandise

5. Organize and execute the display and maintenance of off-shelf merchandise 



D. Loss Prevention 

1. Control use of register keys, securing door keys, alarm codes, and safe combinations 

2. Execute locking of safe and security doors and setting of alarms when closing the store 

3. Complete random cash verifications; journal tape checks; analyze Cashier 



E. Analysis Report 

1. Identify and react to shoplifters and apprehend to secure company assets and process shoplifters accordingly 

2. Protect store assets 

3. Administer, monitor, and react to Internal Loss Prevention programs and systems: employee bag checks; lockers secured; receipts for purchases

4. Maintain and react to Electronic Article Surveillance system 

5. Ensure price accuracy, using POS Price Accuracy Report and in-store price audits 



F. Operations 

1. Respond to MIS 

2. Review electronic journal 

3. Access, input, retrieve and analyze information from the computer 

4. Order regular and promotional merchandise, maintaining appropriate inventory levels using the Telxon machine 

5. Maintain an organized office and backroom 

6. Work reserve stock 

7. Oversee and execute the preparation of the daily cash report and weekly summary 

8. Develop sales/hours forecasts 

9. Load and unload deliveries 

10. Lift 35 pound trays/cases to a height of 4 feet 

11. Move trays/cases from one location to another 

12. Verify and document billing of merchandise (check-in merchandise) 

13. Execute and document merchandise returns and inter-store transfers 

14. Operate a cash register - including: cash, check and charge transactions; bagging merchandise 

15. Execute and document: 

· Cash/check pulls; deposits; returned check payments; check acceptance; refunds; voids; discounts; cashier verifications; rain-checks; signing crew members on/off; taking closing readings

16. Deliver deposits and secure change from the bank maintain a balanced imprest fund 

17. Schedule daily, weekly activities; prepare weekly work schedules based on store’s budgeted hours 

18. Finalize weekly payroll 

19. Ensure compliance with all company policies and procedures and federal and state laws 

20. Prepare, complete and distribute reports and records: paid out summary; key rec’s (accounts payable); MU/MD; customer cash discrepancy; returnable merchandise; accident reports; various other surveys as requested 

21. Open/close store 

22. Conduct a walk-through of the store and establish a prioritized list of tasks

23. Answer telephone 

24. Identify and react to in-store repairs 

25. Execute payment of outside vendors as appropriate 



G. Human Resources 

1. Train, develop, and evaluate crew members and supervisors 

2. Execute all necessary documentation for H.R.I.S. administration: hiring kits; staff enrollment forms, changes of status forms for all store personnel 

3. Conduct performance appraisals for all directly assigned personnel 

4. Ensure on-the-job safety of all employees and treatment for employee injuries sustained on the job 

5. Coach and execute counseling discussions with store employees 

6. Maintain a work place free from discrimination and harassment 



H. Financial Reporting/Administration 

1. Analyze operating reports/documents and make recommendations on how to improve store performance and implement plans 

2. Prepare the store for a physical inventory 



I. Marginal Functions

1. Assist customers with large purchases -- taking out to vehicle 

2. Administer and respond to customer relations programs i.e.; person-to-person letters, customer comment cards, shopping service results etc. 

3. Cut in new items, remove discontinued items, and adjust merchandise facings accordingly 

4. Work reserve backstock/overstock 

5. Maintenance of store: facing, dusting, vacuuming, window cleaning, clean rest room, backroom fixtures, store exterior 

6. Assist the pharmacy staff in/out of pharmacy area 

7. Analyze the competitive environment and document findings 

8. Perform photofinishing activities 

9. Organize and execute the display and maintenance of cosmetic units; greeting cards; franchise candy and outside vendor merchandise 

10. Ability to respond to alarm calls 

11. Generate positive public relations with community 


RELATED INSTRUCTION OUTLINE

MANAGER, RETAIL STORE (Operations Manager)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Code				Course Name				Approximate Hours



Operations Manager  						23

507081			Improving FS Margin Rate

506000			SMD-Recruit, Interview & Hire

506800			SMD-Maintain & Analyze Cosmetics

506900			SMD-Greeting Cards (AG & Hallmark)

508150			Merchandising to Drive Sales

208540			Foundation of mySchdeule

507300			Performance Reviews

507400			Voluntary / Involuntary Terminations

507030			Ordering the Weekly Promotions








WORK PROCESS SCHEDULE

MANAGER, RETAIL STORE (Store Manager)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Store Manager



A. Management

1. Lead others and work effectively with store crews

2. Supervise, assign and direct activities of the store’s crew

3. Effectively communicate information to store crew and supervisors in an open and timely manner

4. Support Store Manager with actions plans for operational and service improvement



B. Customer Service

1. Assist customers with their questions, problems and complaints

2. Promote CVS customer service culture (greet, offer help, and thank)

3. Provide colleagues personalized customer service feedback and coaching (E.g., myImpact coaching; myCustomer feedback; personal observations)

4. Handle all customer relations issues in accordance with company policy

5. Promote a positive shopping experience for all customers

6. Maintain customer/patient confidentiality



C. Merchandising/Presentation 

1. Price merchandise

2. Stock shelves

3. Reset departments following POGs adapting them to a particular store

4. Organize and execute the display and signing of weekly, major promotional and seasonal merchandise

5. Organize and execute the display and maintenance of off-shelf merchandise



D. Loss Prevention

1. Control use of register keys, securing door keys, alarm codes, and safe combinations

2. Execute locking of safe and security doors and setting of alarms when closing the store

3. Complete random cash verifications; journal tape checks; analyze Cashier Analysis Report

4. Identify and react to shoplifters and apprehend to secure company assets and process shoplifters accordingly

5. Protect store assets

6. Administer, monitor, and react to Internal Loss Prevention programs and systems: employee bag checks; lockers secured; receipts for purchases

7. Maintain and react to Electronic Article Surveillance system

8. Ensure price accuracy, using POS Price Accuracy Report and in-store price audits



E. Operations

1. Respond to MIS

2. Review electronic journal

3. Access, input, retrieve and analyze information from the computer

4. Order regular and promotional merchandise, maintaining appropriate inventory levels using the Telxon machine

5. Maintain an organized office and backroom

6. Work reserve stock

7. Oversee and execute the preparation of the daily cash report and weekly summary

8. Develop sales/hours forecasts

9. Load and unload deliveries

10. Lift 35 pound trays/cases to a height of 4 feet

11. Move trays/cases from one location to another

12. Verify and document billing of merchandise (check-in merchandise)

13. Execute and document merchandise returns and inter-store transfers

14. Operate a cash register - including: cash, check and charge transactions

15. Bagging merchandise

16. Execute and document: Cash/check pulls; deposits; returned check payments; check acceptance; refunds; voids; discounts; cashier verifications; rain-checks; signing crew members on/off; taking closing readings

17. Deliver deposits and secure change from the bank maintain a balanced impress fund

18. Schedule daily, weekly activities; prepare weekly work schedules based on store’s budgeted hours

19. Finalize weekly payroll

20. Ensure compliance with all company policies and procedures and federal and state laws

21. Prepare, complete and distribute reports and records: paid out summary; key rec’s (accounts payable); MU/MD; customer cash discrepancy; returnable merchandise; accident reports; various other surveys as requested

22. Open/close store

23. Conduct a walk-through of the store and establish a prioritized list of tasks

24. Answer telephone

25. Identify and react to in-store repairs

26. Execute payment of outside vendors as appropriate



F. Human Resources

1. Train, develop, and evaluate crew members and supervisors

2. Execute all necessary documentation for H.R.I.S. administration: hiring kits; staff enrollment forms, changes of status forms for all store personnel

3. Conduct performance appraisals for all directly assigned personnel

4. Ensure on-the-job safety of all employees and treatment for employee injuries sustained on the job

5. Coach and execute counseling discussions with store employees

6. Maintain a work place free from discrimination and harassment



G. Financial Reporting/Administration

1. Analyze operating reports/documents and make recommendations on how to improve store performance and implement plans

2. Prepare the store for physical inventory



H. Marginal Functions

1. Assist customers with large purchases -- taking out to vehicle 

2. Administer and respond to customer relations programs i.e.; person-to-person letters, customer comment cards, shopping service results etc. 

3. Cut in new items, remove discontinued items, and adjust merchandise facings accordingly 

4. Work reserve backstock/overstock 

5. Maintenance of store: facing, dusting, vacuuming, window cleaning, clean rest room, backroom fixtures, store exterior 

6. Assist the pharmacy staff in/out of pharmacy area 

7. Analyze the competitive environment and document findings 

8. Perform photofinishing activities 

9. Organize and execute the display and maintenance of cosmetic units; greeting cards; franchise candy and outside vendor merchandise 

10. Ability to respond to alarm calls 

11. Generate positive public relations with community 






RELATED INSTRUCTION OUTLINE

MANAGER, RETAIL STORE (Store Manager)

O*NET-SOC CODE:  41-1011.00   RAPIDS CODE:  0578CB



Code				Course Name				Approximate Hours



Store Manager                                                                                                        58

202165			Advanced Inventory Management	

510200			SMD-Succession Planning			

510100			SMD-Analyzing Competitive Environments	

510500			SMD- Accountability and Performance				

510000			SMD-Presentation Skills				

509900			SMD-Stress Management			

204170			Foundations of Drop-off		

510300			SMD-Building and Maintaining Relationships

300510 (Exempt Only)		Performance Management Overview

300540 (Exempt Only)		Performance Management Mid-Year

300560 (Exempt Only)		Performance Management Year End

365001			Appropriate Use of Electronic Communications		

202160			Introduction to Inventory Management

202161			CFRx for Inventory Management

506105			SMD-Inventory Activity report

505800			SMD-Loss Prevention

6500020			Performance Counseling

507900			SMD-Problem Solving and Decision Making

508000			SMD Conflict Resolution

506220			SMD Managing Diversity

506500 or 507700		SMD-Managing with a Union or SMD-Managing without a Union

506400			SMD-Communicate Effectively

507800			SMD-Build and Motivate a Store Team

505500			SMD-Time Management Skills						

505900			SMD-Introduction to Initiative

505600			SMD-On-the-Job (OJT) Training

830010			Labor Relations
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FOREWORD

The CVS Health recognizes the need for structured training programs to maintain the high level of skill and competence demanded in retail, pharmacy benefits management, specialty pharmacy, long-term care pharmacy, and infusion therapy.  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), part 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.  Title 29, CFR part 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 Title 29, CFR parts 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.


Those programs with five or more apprentices, or where there is a likelihood of five or more apprentices, must have a written Affirmative Action Plan and Selection Procedures that are approved by the Registration Agency as part of the Standards of Apprenticeship.


A sample Affirmative Action Plan and 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 Plans and Selection Procedures (hiring process) may be considered in lieu of utilizing the samples provided if they meet all of the requirements of Title 29, CFR part 30.


OFFICIAL ADOPTION OF NATIONAL GUIDELINES FOR APPRENTICESHIP STANDARDS:

The CVS Health hereby adopts these Standards of Apprenticeship on this 6th day of December 2018.

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



/s/











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


Ernest Dupont









Printed Name
Printed Name
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ETA-671 APPRENTICESHIP AGREEMENT
AND

U.S. DEPARTMENT OF LABOR, OFFICE OF
APPRENTICESHIP
APPLICATION FOR CERTIFICATION OF
COMPLETION OF APPRENTICESHIP
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Program Registration and U.S. Department of Labor
Apprenticeship Agreement Employment and Training Administration
Office of Apprenticeship

APPRENTICE REGISTRATION — SECTION |l OMB No. 1205-0223 Expires: 01/31/2020

Warning: This agreement does not constitute a certification under Title 29,| The program sponsor and apprentice agree to the terms of the Apprenticeship
CFR, Part 5 for the employment of the apprentice on Federally financed or| Standards incorporated as part of this Agreement. The sponsor will not discriminate
assisted construction projects. Current certifications must be obtained|in the selection and training of the apprentice in accordance with the Equal
from the Office of Apprenticeship (OA) or the recognized State|Opportunity Standards in Title 29 CFR Part 30, and Executive Order 11246. This
Apprenticeship Agency shown below. (Item 24) 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 Answer Both A and B (Voluntary) 5. Veteran Status (Mark one)
Name _ L (Definitions on reverse) O Non-Veteran
(No., Street, City, State, Zip Code, Telephone Number) 4C-)a- Ethnic Group (Mark one) O Veteran
Hispanic or Latino
Address and Phone Number O Not Hispanic or Latino 6. Education Level (Mark one)
2. Date of Birth (Mo., Day, Yr.) 3. Sex (Mark one) Q8th grade or less
O Male O Female b. Race (Mark one or more)
Month [ American Indian or Alaska native Ooth to 12th grade
Day  Year O Asian OGED
[ Black or African American QO High School Graduate or
[ Native Hawaiian or other Greater
O Pacific Islander Q Post Secondary or Technical
White Training

7a. Employment Status (Mark one) O New Employee O Existing Employee
7b. Career Connection (Mark one) (Instructions on reverse) ONone  QPre-Apprenticeship O Technical Training School ~ QMilitary Veterans
O Job Corps O YouthBuild QO HUD/STEP-UP Ocareer Center Referral (O School-to-Registered Apprenticeship

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

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

1. Sponsor Program No. 2a. Occupation (The work processes listed in |2b. Occupation Code:

the standards are part of this agreement).

Sponsor Name and Address (No. Street, City, County, State, Zip Code) 2b.1. Interim Credentials

Only applicable to Part B,

Sponsor Name Occupation 3b. and 3c. (Mark one)
Sponsor Street Address Oves OnNo
3. Occupation Training 4. Term 5. Probationary Period
Sponsor City County Approach (Mark one) (Hrs., Mos., Yrs.) (Hrs., Mos., Yrs.)
. 3a. O Time-Based
_ State Zip 3b.OCompetency-Based | Hrs., Mos., Yrs. | Hrs., Mos., Yrs.
Office Phone 3c. QHybrid
Office Fax 6. Credit for Previous 7. Term Remaining [8. Date Apprenticeship
Experience (Hrs., Mos., Yrs.) (Hrs., Mos., Yrs.) Begins
Sponsor Website
9a. Related Instruction 9b. Apprentice Wages for Related Instruction 9c. Related Training Instruction Source
Number of Hours Per Year ; i ; ;
( ) O Wil Be Paid  QWill Not Be Paid RTI Provider(s) Name and Address

10. Wages: (Instructions on reverse)

10a. Pre-Apprenticeship Hourly Wage $ 10b. Apprentice’s Entry Hourly Wage $ 10c. Journeyworker’s Hourly Wage $
Check Box Period 1 2 3 4 5 6 7 8 9 10
10d. Term

Hrs. O Mos.Q or Yrs.O

10e. Wage Rate
(Mark one) %O or $O

11. Signature of Sponsor’s Representative(s) Date Signed 13. Name and Address of Sponsor Designee to Receive Complaints
(If applicable) Contact Name and Title

Sponsor Name

12. Signature of Sponsor’s Representative(s) Date Signed Sponsor Street Address
Sponsor City State Zip
Contact Phone Contact Fax Contact Email

PART C: TO BE COMPLETED BY REGISTRATION AGENCY

1. Registration Agency and Address 2. Signature (Registration Agency) 3. Date Registered

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

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

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

Iltem 4.b. Definitions - Race:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Part B

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

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

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

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

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

defined subject areas.

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

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

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

Item 10. Wage Instructions:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Sponsor Information

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

Apprentice Information

Full Name of

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

Apprentice
Registration
Number:

Occupation: Occupation

Term: Hrs., Mos., Yrs.

Registration Date:

Date of Completion:

Completion Wage:

Related Instruction Certification

Related Instruction Hours completed:

Related Instruction Furnished By:

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

Name: Name Address:

Request for Certificate

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

Sponsor's Signature: Date:

Title:

Office of Apprentice use only:

Date Entered in RAPIDS (if required):

Date Certificate Sent:
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U.S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP
APPLICATION FOR CERTIFICATION OF COMPLETION OF APPRENTICESHIP

(This Application is optional, for Sponsor utilizing Electronic Registration)

Authentication of Requests for Certificate of Completion of Apprenticeship

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

General Guidance

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

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

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

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

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

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

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

Issuance of Replacement OA Certificate of Completion of Apprenticeship

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

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

Page | B-6





		6 Credit for Previous Experience Hrs Mos Yrs: 

		7 Term Remaining Hrs Mos Yrs: 

		8 Date Apprenticeship Begins: 

		10a PreApprenticeship Hourly Wage: 

		10b Apprentices Entry Hourly Wage: 

		10c Journeyworkers Hourly Wage: 

		Sponsor: 

		Program: 

		Address: 

		Contact Name: 

		City State Zip: 

		Phone: 

		Apprentice Registration Number: 

		Registration Date: 

		Date of Completion: 

		Completion Wage: 

		Related Instruction Hours completed: 

		Related Instruction Furnished By: 

		Address_2: 

		Title: 

		Date Entered in RAPIDS if required 1: 

		SSN1: 

		SSN2: 

		SSN3: 

		Group2: Off

		American Indian or Alaskan native: Off

		Asian: Off

		Black or African American: Off

		Native Hawaiian or other Pacific Islander: Off

		White: Off

		Group1: Off

		Group3: Off

		Group4: Off

		Group5: Off

		Name: 

		Address and Phone Number: 

		Month: 

		Day: 

		Year: 

		Group6: Off

		Date: 

		County: 

		Office Phone: 

		Office Fax: 

		Sponsor Website: 

		Occupation: 

		Occupation Code: 

		Group7: Off

		Group8: Off

		Term: 

		Probationary Period: 

		Related Instruction Number of Hours Per Year: 

		Group9: Off

		Related Training Instruction Source: 

		Group10: Off

		Period 1 Term: 

		Period 2 Term: 

		Period 3 Term: 

		Period 4 Term: 

		Period 5 Term: 

		Period 6 Term: 

		Period 7 Term: 

		Period 8 Term: 

		Period 9 Term: 

		Period 10 Term: 

		Period 1 Wage: 

		Period 2 Wage: 

		Period 3 Wage: 

		Period 4 Wage: 

		Period 5 Wage: 

		Period 6 Wage: 

		Period 7 Wage: 

		Period 8 Wage: 

		Period 9 Wage: 

		Period 10 Wage: 

		Date Signed - Sponsor: 

		Date Signed - Sponsor 2: 

		Contact Name and Title: 

		Sponsor Name: 

		Contact Phone: 

		Contact Fax: 

		Contact Email: 

		Sponsor Address: 

		Sponsor City: 

		State: 

		Zip: 

		Registration Agency and Address: 

		Date Registered: 

		Group11: Off

		Apprenticeship ID Number: 

		Full Name of Apprentice: 

		Date Cetificate Sent: 






