BULLETIN 2020-91
June 30, 2020
	U.S. Department of Labor

Employment and Training
  Administration

Office of Apprenticeship (OA)
Washington, D.C.  20210
	Distribution:

A-541 Headquarters
A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com
	Subject:  New National Guidelines for Apprenticeship Standards for the National Association of Workforce Development Professionals (NAWDP)
Code:  400.1

	Symbols:  DRAP/RCG
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA and the State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of new National Guidelines for Apprenticeship Standards for the National Association of Workforce Development Professionals (NAWDP).
BACKGROUND:  The OA Administrator approved these new National Guidelines for Apprenticeship Standards submitted by Ms. Melissa Robins, Chief Executive Officer, on behalf of NAWDP on 
June 17, 2020.  These new National Guidelines for Apprenticeship Standards are a model for developing local apprenticeship programs registered with OA or a SAA for the following occupation:
Workforce Development Professional
(Existing Title:  Workforce Development Specialist)

O*NET-SOC Code:  13-1151.00 
RAPIDS Code:  2042CB
ACTION:  The OA staff should familiarize themselves with this bulletin.  A copy of the National Guidelines for Apprenticeship Standards including the Work Process Schedule and Related Instruction Outlines are attached.
If you have any questions please contact Maria R. Brady, Multi-State Navigator, Region IV, at (972) 850-4639.
NOTE:  This bulletin is being sent via electronic mail.  
Attachments

[image: image1.emf]NGS for NAWDP


[image: image2.emf]Appendix A for  NAWDP Workforce Development Professional.docx

 
[image: image3.emf]AppendixB-w671-Co mpletionCertReq-Final.pdf


[image: image4.emf]Requirements  Reference Guide-Final.pdf






[image: ]







[bookmark: _GoBack]











Appendix A



[image: ]





WORK PROCESS SCHEDULE



AND



RELATED INSTRUCTION OUTLINE








Appendix A



WORK PROCESS SCHEDULE

WORKFORCE DEVELOPMENT PROFESSIONAL 

(Existing Title:  Workforce Development Specialist)

O*NET-SOC CODE:  13-1511.00		RAPIDS CODE:  2042CB

APPRENTICESHIP APPROACH



☐     Time-based	☒     Competency-based	☐     Hybrid



TERM OF APPRENTICESHIP

The term of the apprenticeship is competency-based with a minimum attainment of eight (8) core competencies, with an OJL attainment of 1-year, supplemented by the minimum required 150 hours of related instruction. 

RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  2 Apprentices to 1 Journeyworker.



APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is dependent on the state and local area in which the employer is located.  (All local standards will include the appropriate wage schedule, which will include a starting wage, at least one incremental increase, and an ending wage.) 



PROBATIONARY PERIOD

Every applicant selected for apprenticeship will serve a probationary period of 250 hours or 3 months, whichever is shorter.

SELECTION PROCEDURES

Selection procedures will be determined by individual local sponsors (e.g., state workforce agencies, local workforce development boards, One-Stop Operators).  These selection procedures will be included in the appropriate Appendix.








WORK PROCESS SCHEDULE

WORKFORCE DEVELOPMENT PROFESSIONAL

(Existing Title:  Workforce Development Specialist)

O*NET-SOC CODE:  13.1511.00		RAPIDS CODE:  2042CB



DESCRIPTION:  Performs entry-level professional duties for workforce development programs such as membership, skills development, recruitment/job placement and business services.  Provides entry-level professional support for workforce development programs such as examining, inspecting, investigating, tracking of trends and/or researching program activity for a workforce development statewide program.



Work Process Schedule:												Approximate Hours: 



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Demonstrates Knowledge and Understanding of Workforce Development Structure, Policies and Programs



		· Demonstrates basic knowledge and understanding of federal, state, and local programs and legislation (WIOA, Wagner-Peyser, TANF, WOTC, Bonding, OJTs, ITAs, Veterans, Re-entry, etc.)

		

		

		



		· Reviews and can demonstrate understanding of current policies in place

		

		

		



		· Demonstrates understanding of and utilizes workforce system “language,” including basic acronyms and abbreviations

		

		

		



		· Demonstrates understanding of the structural components of state and local policy

		

		

		



		· Understands and can articulate the implications of specific policies

		

		

		



		· Demonstrates understanding of the necessity of policies (e.g., policies required by law and those required based on need)

		

		

		



		· Demonstrates understanding of the basics of allowable costs (necessary, reasonable, allocable) and associated prohibitions

		

		

		



		· Effectively utilizes computer software and applications, including the basic management information system used for case management, tracking and/or reporting

		

		

		



		· Demonstrates an understanding of how to locate workforce development information – legislation, regulations, guidance

		

		

		



		· Demonstrates understanding of when a policy is needed versus, for instance, an FAQ

		

		

		



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Demonstrates Understanding of Customer Service Methodologies



		· Service orientation (actively looks for ways to help people)

		

		

		



		· Case management and recordkeeping including electronic records

		

		

		



		· Demonstrates understanding of resources available for job seeking and business customers

		

		

		



		· Identifies unmet needs and can locate appropriate resources to address those needs

		

		

		



		· Time management (managing one’s own time and the time of others)

		

		

		



		· Demonstrates an understanding of how to utilize social media to promote, engage, locate information, etc.

		

		

		



		· Identification of population to be served and how to respond/deliver services appropriately

		

		

		



		· Performs/conducts needs assessment (for job seekers and/or businesses)

		

		

		



		· Develops strategy to incorporate results of assessments

		

		

		



		· Compiles case notes and reporting documentation

		

		

		



		· Applies “follow up and follow through” methods.

		

		

		








		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Demonstrates Understanding of Principles of Communication and Can Communicate Effectively



		· Communication/messaging for different populations including at-risk customers, youth, employers, training providers, etc.

		

		

		



		· Putting into practice how the mentor interacts with customers, employers, training providers

		

		

		



		· Prepares written reports, manuals, handbooks, FAQs, etc.

		

		

		



		· Uses active listening (giving full attention to what others are saying, taking time to understand the points being made, asking questions as appropriate, not interrupting at inappropriate times)

		

		

		



		· Makes oral presentations on a variety of workforce development topics

		

		

		



		· Demonstrates ability to persuade

		

		

		



		· Understands/Implements networking and outreach strategies

		

		

		



		· Facilitates meetings

		

		

		



		· Presents information using a variety of instructional techniques or formats

		

		

		



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Utilizes Collaboration and Problem Solving Techniques



		· Coordinates team projects or workgroups

		

		

		



		· Works collaboratively in a team

		

		

		



		· Facilitates meetings and conducts workshops

		

		

		



		· Demonstrates understanding of leveraging limited resources

		

		

		



		· Identifies complex problems and reviews related information to develop and evaluate options and suggest/implement solutions

		

		

		



		· Applies critical thinking using logic and reasoning to identify strengths and weaknesses of alternative solutions, conclusions or approaches to problems

		

		

		



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Understands Importance of Diversity in Workforce Development



		· Participates in required training (e.g., safety-related such as active shooter, blood borne pathogens)

		

		

		



		· Demonstrates understanding and appreciation of individual differences, including disabled populations, veterans, youth, etc. (social perceptiveness)

		

		

		



		· Ability to identify current populations and interact/deliver information appropriately

		

		

		



		· Demonstrates understanding and need for non-traditional occupations and jobs for different populations

		

		

		



		· Ability to “meet the customer where they are” 

		

		

		



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Understanding and Applying Labor Market Information (LMI), and Business/Economic Development Intelligence



		· Demonstrates understanding of state and local labor market as appropriate

		

		

		



		· Demonstrates understanding of basic reports containing LMI

		

		

		



		· Ability to interpret and analyze basic LMI data (e.g., for job forecasting, assessment of in-demand occupations, green jobs)

		

		

		



		· Demonstrates understanding of resources available including O*NET, local bulletin boards, social media

		

		

		








		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Understands/Utilizes Career Development Principles



		· Understands and applies O*NET to facilitate job seeker and business solutions

		

		

		



		· Administers and interprets assessment results

		

		

		



		· Utilizes assessment results to develop a service strategy

		

		

		



		On-the-Job Learning Topic/Skill Area

		Start Date

		Demonstrates Fundamentals

		Completion Date



		Program Implementation Principles and Strategies



		· Application of all other skill areas; for example, applies the principles of caseload management, develops, packages, and delivers customer solutions

		

		

		










RELATED INSTRUCTION OUTLINE

WORKFORCE DEVELOPMENT PROFESSIONAL

(Existing Title:  Workforce Development Specialist)

O*NET-SOC CODE:  13-1511.00		RAPIDS CODE:  2042CB



This program is intended to provide training for Workforce Development Professional apprentices in a variety of related applications and aims to build the following key competencies for the Apprentice (before seeking additional “endorsements”): 



Related Instruction Description: 									Approximate Hours:  150

		Module 1 – Workforce Development Structure, Policies and Programs



		1. Demonstrating knowledge of federal, state, and local workforce development programs, funding guidelines, and workforce development codes.

2. Interpreting current laws and structure to deliver appropriate services, and understand how their own work impacts the system’s goals.

3. Relating public workforce development policy, initiatives, and funding sources with the current system.

4. Understanding who the principal customers of the workforce development system are.

		15



		Module 2 – Customer Services Methodology



		1. Identifying customer needs and expectations to create positive customer satisfaction.

2. Placing appropriate emphasis on “excellence” and “speed of response” in work performance.

3. Positioning workforce development programs as a primary community partner in the service area.

4. Understanding the essential elements of a helping relationship, including rapport, trust, and mutual respect.

5. Understanding who the principal customers of the workforce development system are and treat all with respect.

		15



		Module 3 – Principles of Communication



		1. Asking questions for clarification.

2. Communicating with internal and external customers.

3. Demonstrating teamwork skills.

4. Demonstrating the skill, ability, and willingness to conduct employment-related workshops.

5. Speaking to single individual or large groups in order to teach, inform, or persuade.

6. Seeking input/feedback from employers and job seekers.

7. Understanding the language used by business and employers.

8. Understanding and demonstrating public relations skills and marketing skills.

9. Writing case notes, memos, reports and other correspondence using appropriate grammar, spelling, and punctuation.





		20



		Module 4 – Collaboration and Problem Solving



		1. Defining problems clearly and concisely.

2. Engaging customers, colleagues, agencies, and partner associates in a positive, professional manner.

3. Becoming knowledgeable about the range of services in the community; developing and maintaining relationships with partners to deliver a comprehensive array of services to customers.

4. Leveraging resources from both internal and external customers.

5. Possessing analytical and observation skills that coupled with knowledge and information can lead to effective problem solving assistance.

6. Seeking additional resources when needed for problem resolution.

7. Understanding the basic principles of teamwork and actively participate in team activities.

8. Using communication skills and teamwork to maximize opportunities.

9. Valuing the development of professional network.

		15



		Module 5 – Diversity in Workforce Development



		1. Adapting materials and services to address diverse needs of customers.

2. Creating an environment that enables all individual to contribute to their fullest potential.

3. Identifying and implementing innovative methods for delivering services to diverse or special populations.

4. Understanding the special employment needs of diverse groups.

		15



		Module 6 – Labor Market Information (LMI) and Intelligence



		1. Accessing, analyzing, and using local, state and national electronic and non-electronic labor market information delivery systems and databases.

2. Identifying information individuals need, including assessment, in order to make realistic career decisions, and where that information can be found.

3. Providing updated LMI to employers, job seekers, and staff to develop opportunities.

4. Understanding basic computer technology used in workforce development.

5. Understanding the types of LMI available and the uses of such information.

		15



		Module 7 – Business and Economic Development Intelligence



		1. Fostering interagency relationships in local/state government.

2. Maintaining continuous awareness of the political climate, community planning, and existing business/industry base and how they impact initiatives.

3. Speaking the language of business and the marketplace.

4. Understanding recruitment and retention of workers.

5. Understanding the role of workforce development in economic development.

		15



		Module 8 – Career Development Principles



		1. Administering and interpreting a variety of assessment tools.

2. Delivering and applying knowledge of modern job search strategies.

3. Developing training plans that address employer needs and job-seeker capabilities.

4. Identifying the kinds of information individuals need, including assessment, to make realistic career decisions, and where that information can be found.

5. Understanding what skills are needed to search for, obtain, retain, and change employment.

6. Listening to customer concerns and protect customer confidentiality.

7. Making appropriate referrals.

8. Providing customer with career exploration and job development skills.

9. Understanding modern recruitment and retention strategies.

10. Understanding the process by which individuals build skills, advance, and change employment.

11. Understanding the process by which individuals identify goals, as well as prepare for, search for, and retain employment.

		25



		Module 9 – Program Implementation Principles and Strategies



		1. Accepting suggestions for performance improvement from consultants and supervisors.

2. Anticipating and preparing for organizational change.

3. Applying principles of caseload management.

4. Demonstrating innovation and creativity in implementing needs assessment, program design, operation and problem solving.

5. Developing, packaging, and delivering customer solutions.

6. Establishing and communicating a shared vision, values, strategic goals, priorities, parameters, and accountability standards for the organization.

7. Playing a variety of task and relationship roles.

8. Understanding how career programs are designed to use appropriate service strategies to meet program goals.

9. Understanding the importance of accountability and record maintenance.

10. Using indicators and established instruments to evaluate and document program performance and outcomes.

		15





TOTAL MINIMUM HOURS                                                                                                                        150






In addition to the basic competency areas, Workforce Development Professionals may seek out one or more “endorsements” pertaining to specific areas of concentration.  

Areas of endorsement are as follows:



Job Seeker Solutions

Management Services

Youth Services

Business Services



		Job Seeker Solutions Endorsement – Competencies/Learning Outcomes



		Module

		Module Title

		Duration (Hours)

		Key Learning Outcomes for the Apprentice



		J1

		Job Seeker Support

		3

		· Collaborate with partners to expand collaboration in community workforce development.

· Identify and address multiple obstacles that may arise when working with a job seeker.

· Demonstrate an aptitude for new technology and the skills needed to utilize that technology while addressing social media as a skill job seekers can harness to aid their activities (e.g., Facebook, active LinkedIn presence).

· Demonstrate knowledge of various cultures and helps individuals from all backgrounds (e.g., ex-offenders, immigrants, veterans, women, disabled individuals, in-school and out-of-school youths) find traditional and non-traditional employment opportunities.

· Demonstrate knowledge of how businesses work and works to provide businesses what they need to target the correct job seekers.

· Demonstrate the ability to understand job seeker knowledge, skills, and abilities for the most effective impact in the context of a given labor market and common business requirements.



		J2

		Facilitating Results

		3

		· Connect with job seekers to generate a realistic plan to identify, obtain, retain, and/or advance in employment along a given career path.

· Collaborate with clients to identify and support interim goals and actions to support the given plan.

· Identify potential barriers to fulfillment of the plan and assist with mitigation strategies.

· Connect with the client to design and implement job search, retention and/or advancement activities.

· Demonstrate the ability to manage progress towards client’s goals by identifying successes and failures, associated “lessons learned” and next steps.

· Demonstrate the ability to hold the client accountable through proactively tracking progress against goals and notifying the client of progress.



		J3

		Job Retention Skills

		3

		· Identify the factors that affect job retention (e.g., coworker disputes, support on-the-job) and relate those factors to job seekers.

· Identify actions that address potential barriers to long-term employment.

· Demonstrate the knowledge needed to train and re-train job seekers to promote job retention.

· Demonstrate the knowledge needed to follow up with job seeker to ensure they have the proper support for growth in their current job.

· Identify strategies for ensuring long-term employment.

· Demonstrate the need and importance for innovative technology in facilitating success in contemporary workplace settings.

· Identify the basic adult education challenges, skills, and needs (e.g., literacy and numeracy) and employs that knowledge to help job seekers pursue, retain, and train while on-the-job

· Demonstrate the knowledge needed to utilize different work-based learning opportunities (e.g., apprenticeships, internships) and links job seekers with those potential opportunities.



		J4

		Job Advancement Skills

		3

		· Connect information about available career ladder/lattices or career pathways opportunities and available resources for ongoing training and development to promote advancement within a given career path.

· Demonstrate knowledge of career pathways and role they play when seeking advancement opportunities.



		J5

		Case Management

		3

		· Understand the process to connect the customer with needed services.

· Demonstrate knowledge of these services to help the job seeker develop and implement a service plan related to his/her career and employment goals.

· Foster relationships, not only with job seekers, but also with current and potential partners, to access a full spectrum of resources to help the job seeker.

· Develop products, services, and programs to address needs of special populations, e.g., English language learners, veterans, and people with disabilities.

· Illustrate the ability to write and communicate verbally with diverse customers.

· Demonstrate the knowledge needed to develop and use effective case notes.



		Total Hours                                                               15



		Management Services Endorsement – Competencies/Learning Outcomes



		Module

		Module Title

		Duration (Hours)

		Key Learning Outcomes for the Apprentice



		M1

		Planning and Designing Effective Strategies

		3

		· Plan services and develop programs to meet program goals and diverse community needs while adhering to legislative, regulatory and fiscal constraints.

· Demonstrate knowledge of other programs and services provided in the community, and builds these into a comprehensive, system-wide plan.

· Demonstrate the ability to market programs and services to funders, partners and clients.

· Identify the shift towards industry-specific models and approaches as the market responds to new programs and policies.

· Construct programs for businesses around new industry-specific models.



		M2

		Maximizing Resources

		2

		· Demonstrate the ability to maximize the effective use of existing resources and identify, develop and use new resources.

· Identify new ways technology works as well as its impact in the workforce.

· Demonstrate how to efficiently use budgeted resources and funds.

· Identify and develop alternative sources of funding (e.g., foundations, charities, nonprofits) through effective resource development and grant writing.



		M3

		Performance Management

		2

		· Demonstrate knowledge of program effectiveness and use that concept in making program decisions.

· Develop and apply the use of data for continuous improvement.

· Define the outcome reports needed for various programs, interpret performance reports, and use data to craft specialized performance reports.



		M4

		Strengthening Organizational Capacity

		2

		· Demonstrate the ability to develop staff for the organization’s own employees and for partners’ and contractors’ employees, in order to improve the quality of the system’s programs and services.

· Identify and understand the development needs of a diverse workforce.

· Employ effective communication systems that keep personnel informed and motivated.

· Show communication with developers to ensure training is always up to date.

· Demonstrate how to effectively commit resources towards internal growth and development.

· Identifies the need to have appropriate staff with the relevant skill sets necessary for current and emerging needs.

· Identify the need for comprehensive onboarding, selection, retention, and promotion approaches.



		M5

		Creating Strategic Direction

		2

		· Employ a “visionary” direction for the organization that keeps it stretching to meet higher and higher goals and diverse community needs.

· Demonstrate knowledge about potential legislative, regulatory, or policy directions and use that knowledge to make necessary changes as soon as they are required.

· Represent and relate the organization’s direction to partner organizations and the community.

· Develop passion among coworkers at all levels of development.

· Demonstrate a strong degree of enthusiasm and strategic leadership to push the direction of the organization forward.



		M6

		Continuous Quality Improvement

		2

		· Identify quality and continuous improvement processes that result in enhanced services to individual and business customers.

· Employ staff in problem solving and work teams.

· Demonstrate the need for quality and change management to stay ahead of emerging trends and strategies.

· Identify who the audience is and craft responses to those markets.



		M7

		Presentation Skills

		3

		· Perform research to develop and deliver effective presentations on various topics (e.g., labor market data and information) to single individuals or large groups, in order to market ideas, programs, or services, and motivate staff, partners, and clients.

· Demonstrate the ability to inspire, persuade and influence others through verbal and written communications.



		Total Hours                                                                16



		Youth Services Endorsement – Competencies/Learning Outcomes



		Module

		Module Title

		Duration (Hours)

		Key Learning Outcomes for the Apprentice



		Y1

		Knowledge of the Field

		2

		· Understand youth and adolescent development theory, rights and laws pertaining to youth and to people with disabilities. 

· Understand professional ethics including boundaries, confidentiality and privacy rights, key processes for youth with disabilities including individual plans, universal access and reasonable accommodations.



		Y2

		Communication with Youth

		2

		· Able to establish, develop, and maintain caring, respectful, trusting relationships with a diverse range of young people.

· Sensitive to cultural differences, including current youth culture.

· Understand issues and trends affecting youth in the community, as well as those affecting youth with disabilities.

· Can communicate with all youth including those with disabilities (such as physical, sensory, psychiatric, and cognitive).



		Y3

		Assessment and Individualized Planning

		2

		· Able to utilize assessment tools, appropriate for youth/young adults, to determine academic skill levels, career interests, presence of disabilities, and support needs.

· Understand when and how to refer youth for specialized assessment, and how to incorporate results to accommodate youth needs.

· Able to involve youth in using assessment results to develop their own plans and goals for career and educational and life skills development, as well as for measuring progress.

· Understand the need to ensure benefit planning is included in the assessment process for youth with disabilities.



		Y4

		Relationship to Family and Community

		1

		· Able to engage and build relationships with family members, guardians, advocates, and other significant persons, as well as connect them to institutions, community service opportunities, leadership activities, and supportive adults, including mentors and role models with and without disabilities.



		Y5

		Workforce Preparation

		1

		· Able to facilitate youth job readiness skill building and assess employability strengths/barriers of youth, including necessary accommodations and supports.

· Teach job search skills, including the use of technology, the internet, and assistive technology.

· Match youth with appropriate jobs and careers, including job analysis, customizing, and skills standards.

· Coach youth, assisting in job retention and providing follow-up.



		Y6

		Career Exploration

		2

		· Know technology, online search skills, tools, and processes for career exploration for youth.

· Able to engage employers in helping youth explore careers.

· Know workplace and labor market trends as they relate to new and future workers, as well as options for youth with disabilities such as supported or customized employment and self-employmen.t



		Y7

		Relationship to Employers and Between Employers and Youth

		2

		· Able to develop relationships, engage, and communicate effectively with employers, including identifying, recruiting and providing support to employers hiring youth.

· Able to train employers and their staff in how to work with and support all youth, including providing universal access and reasonable accommodations for youth with disabilities.

· Able to mediate/resolve conflicts between employers and youth, advocate for all youth, and negotiate job design, customization and carving.



		Y8

		Connection to Resources

		1

		· Able to identify, network, and create relationships with a variety of community agencies and resources for youth, including community intermediary organizations with disability-specific supports and resources.

· Able to market own program as a resource and build collaborative partnerships with other youth-focused organizations.

· Knows different funding streams for youth.



		Y9

		Program Design and Delivery

		1

		· Able to design and implement programs using broadly-recognized best practices for youth initiatives (such as strong management; long-term, intensive, youth-centered approaches; age, stage and cultural appropriateness; and strong academic and work experiences).

· Is able to apply disability-related concepts such as universal access, reasonable accommodations, and other services.

· Able to evaluate and adjust programs based on youth outcome measurement and data.



		Y10

		Administrative Skills

		1

		· Able to complete referrals and service summaries using common reporting forms such as individual plans, transition plans, and individualized work plans.

· Demonstrate time management, teamwork, interpersonal, written communication, and verbal expression skills appropriate to a youth-centered organization.



		Total Hours                                                                15







		Business Services – Competencies/Learning Outcomes



		Module

		Module Title

		Duration (Hours)

		Key Learning Outcomes for the Apprentice



		B1

		Linkages and Promotion of the Workforce System

		4

		· Demonstrate knowledge of the language used by business and industry; act as communication link between businesses and their needs and the workforce development system and its services.

· Identify workforce solutions from a business perspective.

· Identify what businesses need and act in the appropriate way to serve the customer.

· Demonstrate the ability to market the supply of workforce in the context of existing demand and develop a talent pipeline management approach to business relationships.

· Demonstrate the ability to interpret and communicate Return on Investment (ROI) for businesses to partner with the workforce system.



		B2

		Business Engagement and Interaction

		4

		· Serve businesses of all sizes, builds long-term relationships, and maintains contact with them to meet emerging and changing needs.

· Make use of presentations to single businesses or large groups, in order to teach, inform, or persuade.

· Develop services to businesses based on the resources available.

· Demonstrate the ability to provide consultation and support to businesses with an emphasis on identifying and understanding business’ current and future workforce needs.

· Interpret new and existing laws (e.g., ADA, EEO, WIOA) that businesses have to know and connect employers to customized services under those laws.



		B3

		Engagement with Economic Development

		4

		· Demonstrate a working knowledge of the three functions of economic development – retaining businesses, growing businesses, and attracting businesses – and relate how workforce development can support these functions.

· Build the connection between economic development and workforce development.

· Relate to businesses using workforce knowledge and expertise to facilitate long-term partnerships.

· Develop an understanding of the role of economic development in recruiting, retaining, and supporting business growth.



		B4

		Talent Pipeline Development

		3

		· Identify the training needs of business, including those for initial positions and those for career ladder opportunities.

· Demonstrate knowledge of the skills of the area’s labor pool and interpret whether the business will be able to find the skilled workers it needs.

· Demonstrate knowledge of what businesses need and identify gaps in the workforce.

· Use the knowledge of industry sector partnerships and career pathways to manage and develop talent for businesses and potential job seekers.



		Total Hours                                                                15
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SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

A. Responsibilities of the sponsor: The National Association of Workforce
Development Professionals (NAWDP) must conduct, operate, and administer this
program in accordance with all applicable provisions of Title 29 Code of Federal
Regulations (CFR) parts 29 and 30, and all relevant guidance issued by the Office
of Apprenticeship (OA). The sponsor must fully comply with the requirements and
responsibilities listed below and with the requirements outlined in the document
“Requirements for Apprenticeship Sponsors Reference Guide.”

Sponsors shall:

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

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

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

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

Submit apprenticeship agreements within 45 days of enrollment of apprentices.

Arrange for periodic evaluation of apprentices’ progress in skills and technical
knowledge, and maintain appropriate progress records.

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

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

B. Minimum Qualifications - 29 CFR §29.5(b)(10)
An apprentice must be at least 18 years of age, except where a higher age is required by
law, and must be employed to learn an apprenticeable occupation. Please include any
additional qualification requirements as appropriate (optional):

There is an educational requirement of High School Diploma or recognized
equivalent

[ ] There is a physical requirement of
[ ] The following aptitude test(s) will be administered
[ ] Avalid driver’s license is required.

Other 1. 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. 2.
State and local sponsors of Registered Apprenticeship Programs under these
National Guideline Standards may add additional minimum qualifications.

(List all other requirements)

C. Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2)

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

D. Work Process Schedule and Related Instruction Outline - 29 CFR § 29.5(b)(4)
Every apprentice is required to participate in related instruction in technical subjects
related to the occupation. Apprentices [ | will [ will not (choose one) be paid for hours
spent attending related instruction classes based on the policy of the local program
utilizing these National Guideline Standards. Insert Work Process Schedule and
Related Instruction Outline at Appendix A.

E. Creditfor Previous Experience - 29 CFR § 29.5(b)(12)

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

Additional requirements for an apprentice to receive credit for previous experience
(optional):
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F. Probationary Period - (29 CFR § 29.5 (b)(8) and (20)

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

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

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

H. Apprentice Wage Schedule - 29 CFR § 29.5(b)(5)
Apprentices must be paid a progressively increasing schedule of wages based on either a
percentage or a dollar amount of the current hourly journeyworker wage rate. Insert the
progressive wage schedule at Appendix A.

I. Equal Employment Opportunity and Affirmative Action

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

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

[Local Program Sponsor| will take affirmative action to provide equal opportunity
in apprenticeship and will operate the apprenticeship program as required under
Title 29 of the Code of Federal Regulations, part 30.

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

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

[Local Program Sponsor| acknowledges that it will adopt an affirmative action plan
in accordance with 29 Title CFR § 30.4-30.9 (required for sponsors with five or
more registered apprentices by two years from the date of the sponsor’s
registration or by two years from the date of registration of the program’s fifth (5t)
apprentice). Information and technical assistance materials relating to the creation
and maintenance of an affirmative action plan will be made available on the Office
of Apprenticeship’s website.
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3. Selection Procedures - 29 CFR§30.10

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

J. Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(Kk), 29.12, and 29 CFR § 30.14

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

1. Complaints regarding discrimination. Complaints must contain the
complainant’s name, address, telephone number, and signature, the identity of
the respondent, and a short description of the actions believed to be
discriminatory, including the time and place. Generally, a complaint must be
filed within 300 days of the alleged discrimination. Complaints of
discrimination should be directed to the following contact:

U.S. Department of Labor, Office of Apprenticeship

200 Constitution Ave. NW, Washington, DC 20210

Telephone Number: (202) 693-2796

Email: Address: ApprenticeshipEEOcomplaints@dol.gov

Point of Contact: Division Chief, Division of Registered Apprenticeship and Policy
Attn: Apprenticeship EEO Complaints

You may also be able to file complaints directly with the EEOC, or State fair employment
practices agency.

2. Other General Complaints. The sponsor will hear and attempt to resolve the
matter locally if written notification from the apprentice is received within 15 days
of the alleged violation(s). The sponsor will make such rulings as it deems
necessary in each individual case within 30 days of receiving the written
notification. (To be completed by Sponsor):

Name:

Address:

Telephone Number:

Email Address: .
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Any complaint described above that cannot be resolved by the program sponsor to
the satisfaction of all parties may be submitted to the Registration Agency
provided below in Section K.

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

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

Name:

Address:

Telephone Number:

Email Address:

L. Reciprocity of Apprenticeship Programs 29 CFR § 29.13(b)(7)
States must accord reciprocal approval for Federal purposes to apprentices,
apprenticeship programs and standards that are registered in other States by the Office
of Apprenticeship or a Registration Agency if such reciprocity is requested by the
apprenticeship program sponsor.

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

SECTION II - APPENDICES AND ATTACHMENTS

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

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

(1 Appendix C - Affirmative Action Plan (Required within two years of registration
unless otherwise exempt per 29 CFR §30.4(d))

(] Appendix D - Employer Acceptance Agreement (For programs with multiple-
employers only)
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SECTION III - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The undersigned sponsor hereby subscribes to the provision of the Apprenticeship Standards
formulated and registered by The National Association of Workforce Development Professionals
(NAWDP), on this 11t" day of _June 2020.

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

/s/ /s/
Signature of Sponsor (designee) Signature of Sponsor (designee)
(Requires Manual Signature) (Requires Manual Signature)
Melissa Robins, Chief Executive Officer Heather Leach, Chair
Printed Name & Title Printed Name & Title

SECTION IV - DISCLOSURE AGREEMENT (Optional)

I, Melissa Robbins, acting on behalf of the National Association of Workforce Development
Professionals (NAWDP) authorizes OA to share the Work Process Schedule and Related
Instruction Outline in Appendix A with other potential apprenticeship sponsors.

/s/ 06-11-20

Signature Date
(Requires Manual Signature)

Melissa Robbins, Chief Executive Officer
Printed Name & Title
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		SECTION I – STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

		A. Responsibilities of the sponsor:  The National Association of Workforce Development Professionals (NAWDP) must conduct, operate, and administer this program in accordance with all applicable provisions of Title 29 Code of Federal Regulations (CFR) ...

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

		C. Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2)

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

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

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

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

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

		H. Apprentice Wage Schedule - 29 CFR § 29.5(b)(5)

		I. Equal Employment Opportunity and Affirmative Action

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

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

		3. Selection Procedures - 29 CFR § 30.10



		J. Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(k), 29.12, and 29 CFR § 30.14

		2.  Other General Complaints.  The sponsor will hear and attempt to resolve the matter locally if written notification from the apprentice is received within 15 days of the alleged violation(s).  The sponsor will make such rulings as it deems necessar...



		Any complaint described above that cannot be resolved by the program sponsor to the satisfaction of all parties may be submitted to the Registration Agency provided below in Section K.

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

		L. Reciprocity of Apprenticeship Programs 29 CFR § 29.13(b)(7)



		SECTION II - APPENDICES AND ATTACHMENTS

		SECTION III - SIGNATURES
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		For Government Use Only: 
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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 I OMB No. 1205-0223 Expiration Date: 03/31/2023

This agreement does not constitute a certification under Title 29 Code of| The program sponsor and apprentice agree to the terms of the Apprenticeship
Federal Regulations (CFR) Part 5 for the employment of the apprentice on| Standards incorporated as part of this agreement and in accordance with Title 29 CFR
Federally financed or assisted construction projects. Current certifications| Parts 29 and 30. The sponsor’'s Apprenticeship Standards are attached and hereby
must be obtained from the Office of Apprenticeship (OA) or the recognized|incorporated into this agreement as they exist on the date of the agreement. These
State Apprenticeship Agency. Standards may be amended during the period of this agreement with the consent of the
parties to the agreement. This agreement may be terminated by either of the parties,
citing cause(s), with notification to the registration agency, in compliance with Title 29

CFR Part 29.
PART A: TO BE COMPLETED BY APPRENTICE. NOTE TO SPONSOR: PART A SHOULD ONLY BE FILLED OUT BY APPRENTICE.
1. Name (Last, First, Middle) and Address *Social Security Number Answer Both A and B (Voluntary) 5. Veteran Status (Mark one)
(Definitions on reverse) [] Non-Veteran
(No., Street, City, State, Zip Code, Telephone Number) 4. a. Ethnic Group (Mark one) [ Veteran
[ Hispanic or Latino -
Not Hispanic or Latino 6. Education Level (Mark one)
2. Date of Birth (Mo., Day, Yr.) 3. Sex (Mark one) O Less than 9™ grade
I Male [l Female b. Race (Mark one or more) [ 9" to 12" grad diol
[0 American Indian or Alaska native 0 grade, no diploma
[ Asian [ High School graduate or GED
[ Black or African American [ Some College or Associate’s

[ Native Hawaiian or other

e degree
| \l/Dvahﬂgc islander [ Bachelor's degree

[ Master's degree
] Doctorate or Prof. degree

7a. Employment Status (Mark one) 0 New Employee IO Existing Employee
7b. Career Connection (Mark one) (Instructions on reverse) ] None [ Pre-Apprenticeship [ Technical Training School [ Military Veterans
J Job Corps [ YouthBuild [ HUD/STEP-UP [ Career Center Referral [ 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 inthe |2 Occupation Code:
Sponsor Name and Address (No. Street, City, County, State, Zip Code) standards are part of this agreement). 2b.1. Interim Credentials
Sponsor Name Only applicable to Part B, 3.b.
Occupation and 3.c. (Mark one)
Sponsor Street Address ClYes [INo
) 3. Occupation Training 4. Term 5. Probationary Period
Sponsor City County Approach (Mark one) (Hrs., Mos., Yrs.)  |(Hrs., Mos., Yrs.)
State Zip 3a. [ Time-Based

: 3b. ] Competency-Based Hrs., Mos., Yrs. Hrs., Mos., Yrs.
Office Phone 3c. O Hybrid
Office Fax 6. Credit for Previous 7. Term Remaining |8. Date Apprenticeship

Experience (Hrs., Mos., Yrs.)  [(Hrs., Mos., Yrs.) Begins

elatbgrlgfﬁ%%t;g??er Year 9b. Apprentice Wages for Related Instruction 9c. Related Trainina Instruction Source
O will Be Paid ] Will Not Be Paid RTI Provider(s) Name and Address
10. Wages: (Instructions on reverse)
10a. Prior Hourly Wage $ 10b. Apprentice’s Entry Hourly Wage $ 19.23 10c. Journeyworker’s Hourly Wage $ 21.63
Check Box Period 1 2 3 4 5 6 7 8 9 10
10d. Term

O Hrs., O Mos., or EYrs.

10e. Wage Rate
(Mark one) % [ or $ [E]

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

Item 4.b. Definitions - Race:

American Indian and Alaska Native. A person having origins in any of the original peoples of North and South America (including Central
America) and who maintains tribal affiliation or community attachment. This category includes people who indicate their race as "American Indian or
Alaska Native" or report entries such as Navajo, Blackfeet, Inupiat, Yup'ik, or Central American Indian groups or South American Indian groups.
Asian. A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example,
Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. This includes people who reported
detailed Asian responses such as: "Asian Indian," "Chinese," "Filipino," "Korean," "Japanese," "Vietnamese," and "Other Asian" or provide other
detailed Asian responses.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Part B
Item 2.b.1. Interim Credentials. Based on program standards that utilize the competency-based or hybrid training approach, and, upon request of the

program sponsor, the credentials are issued as certificates by the Registration Agency. Interim credentials provide certification of
competency attainment by an apprentice.

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

3.a.

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

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

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

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

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

Item 7. Term Remaining (Hrs., Mos., Yrs.). Under Part B, Item 6., Credit for Previous Experience (Hrs., Mos., Yrs.) is determined by the program

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

Item 10. Wage Instructions:

10a.
10b.
10c.
10d.

10e.

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

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

Journeyworker’'s wage: sponsor enters wage per hour.

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.

Percent or dollar amount: sponsor marks one.
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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,0f this agreement.

10d. The employer agrees to pay the hourly wage rate identified in this section to the apprentice each period of the apprenticeship based on
the successful completion of the training approach and related instructions outlined in the Apprenticeship Standards. The period may
be expressed in hours, months, or years.

10e. The wage rates are expressed either as a percent or in dollars and cents of the journeyworker’'s wage depending on the industry.

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

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

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

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

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

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

*The submission of your social security number is requested. The apprentice’s social security number will only be used to verify the apprentice’s periods of employment and wages
for purposes of complying with the Office of Management and Budget related to common measures of the Federal job training and employment programs for measuring performance
outcomes and for purposes of the Government Performance and Results Act. The Office of Apprenticeship will use wage records through the Wage Record Interchange System
and needs the apprentice’s social security number to match this number against the employers’ wage records. Also, the apprentice’s social security number will be used, if
appropriate, for purposes of the Davis Bacon Act of 1931, as amended, U.S. Code Title 40, Sections 276a to 276a-7, and Title 29 CFR Part 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 29
CFR Part 29. 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 U.S.C. 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 C-5321, Washington, D.C. 20210 (OMB Control Number 1205-0023)
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Program Registration and U.S. Department of Labor

Apprenticeship Agreement Employment and Training Administration
Office of Apprenticeship

Voluntary Disability Disclosure OMB No. 1205-0223 Expiration Date: 03/31/2023

Please check one of the boxes below:

O YES, IHAVE A DISABILITY (or previously had a disability)
O NO, I DON’T HAVE A DISABILITY
O I DON’T WISH TO ANSWER

Your name:

Date:

Why are you being asked to complete this form?

Because we are a sponsor of a registered apprenticeship program and participate in the National Registered
Apprenticeship System that is regulated by the U.S. Department of Labor, we must reach out to, enroll, and
provide equal opportunity in apprenticeship to qualified people with disabilities.[!! To help us learn how well we
are doing, we are asking you to tell us if you have a disability or if you ever had a disability. Completing this
form is voluntary, but we hope that you will choose to fill it out. If you are applying for apprenticeship, any
answer you give will be kept private and will not be used against you in any way.

If you already are an apprentice within our registered apprenticeship program, your answer will not be used
against you in any way. Because a person may become disabled at any time, we are required to ask all of our
apprentices at the time of enrollment, and then remind them yearly, that they may update their information. You
may voluntarily self-identify as having a disability on this form without fear of any punishment because you did
not identify as having a disability earlier.

How do I know if I have a disability?

You are considered to have a disability if you have a physical or mental impairment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical
condition. Disabilities include, but are not limited to: blindness, deafness, cancer, diabetes, epilepsy, autism,
cerebral palsy, HIV/AIDS, schizophrenia, muscular dystrophy, bipolar disorder, major depression, multiple
sclerosis (MS), missing limbs or partially missing limbs, post-traumatic stress disorder (PTSD), obsessive
compulsive disorder, impairments requiring the use of a wheelchair, and intellectual disability (previously called
mental retardation).

(1] Part 30 — Equal Employment Opportunity in Apprenticeship. For more information about this form or the
equal employment obligations of Federal contractors, visit the U.S. Department of Labor’s Office of
Apprenticeship website at https://www.doleta.gov/OA/eeo/.
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U.S. DEPARTMENT OF LABOR
OFFICE OF APPRENTICESHIP

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

Sponsor Information

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

Apprentice Information

Full Name of

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

Apprentice
Registration
Number:

Occupation: Occupation

Term: Hrs., Mos., Yrs.

Registration Date:

Date of Completion:

Completion Wage:

Related Instruction Certification

Related Instruction Hours completed:

Related Instruction Furnished By:

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

Name: Name Address:

Request for Certificate

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

recommend the issuance of the Certificate of Completion of Apprenticeship

Sponsor's Signature: Date:

Title:

Office of Apprentice use only:

Date Entered in RAPIDS (if required):

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

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

Authentication of Requests for Certificate of Completion of Apprenticeship

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

General Guidance

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

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

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

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

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

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

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

Issuance of Replacement OA Certificate of Completion of Apprenticeship

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

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

		Name: 

		Full Name of Apprentice: 

		Date Cetificate Sent: 

		Name Last First Middle: 

		1 Registration Agency and Address: 

		Sex: Choice1

		Address Social Security Number No Street City State Zip Code: 

		Telephone: 

		Date of Birth: 

		Date19_af_date: 

		Apprentice Identification Number: 

		Program Number: 

		the Privacy Act apply to any unlawful disclosure of your social security number which is prohibited: 

		law: 

		Apprenticeship 200 Constitution Avenue NW Room C5321 Washington DC 20210 OMB Control Number 12050023: 

		Your name: 

		Check Box1: Off

		Date: 

		Check Box17: Off

		Check Box16: Off

		Check Box15: Off

		Check Box14: Off

		Check Box13: Off

		Group1: Choice1

		Veterans Status: Off

		Eduacation Level: Off

		employment: Off

		Career Connection: 9

		Wages during RI: Off

		Training Approach: Off

		Interim Credentials: Off

		RAPIDS Code: 

		SSN: 

		County: 

		Office Phone: 

		Office Fax: 

		Term: 

		Probationary Period: 

		Occupation: 

		6 Credit for Previous Experience Hrs Mos Yrs: 

		7 Term Remaining Hrs Mos Yrs: 

		8 Date Apprenticeship Begins: 

		Number of Hours: 

		Related Training Instruction Source: 

		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: 

		Contact Name and Title: 

		Sponsor Name: 

		Contact Phone: 

		Contact Fax: 

		Contact Email: 

		Sponsor Address: 

		Sponsor City: 

		State: 

		Zip: 

		term: Off

		10a PreApprenticeship Hourly Wage: 

		10b Apprentices Entry Hourly Wage: 19.23

		10c Journeyworkers Hourly Wage: 21.63

		Group11: Dollar Amount

		Date7_af_date: 

		11: 

		 Date: 



		Date9_af_date: 
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Requirements for Apprenticeship Sponsors
Reference Guide

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

SECTION I - STANDARDS OF APPRENTICESHIP

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

A. RESPONSIBILITIES OF THE SPONSOR:

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

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

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

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

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

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

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

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

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

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

B. MINIMUM QUALIFICATIONS:

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

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

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

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

D. WORK PROCESS SCHEDULE AND RELATED INSTRUCTION OUTLINE:

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

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

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

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

E. CREDIT FOR PREVIOUS EXPERIENCE:

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

F. PROBATIONARY PERIOD:

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

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

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

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

H. APPRENTICE WAGE SCHEDULE:

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

I. EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION PROGRAM:

Equal Employment Opportunity Affirmative Obligations. Sponsors are required to comply

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

K. OFFICE OF APPRENTICESHIP GENERAL CONTACT INFORMATION:

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

SECTION II - APPENDICES AND ATTACHMENTS

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

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

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

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

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

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

SECTION III - SIGNATURES

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

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

GLOSSARY OF TERMS

1.

2,

3.

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

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

APPRENTICESHIP APPROACHES:

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

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

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

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

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

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

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

TRAINING REQUIREMENTS:

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

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

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

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

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