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TO:		NATIONAL APPRENTICESHIP SYSTEM STAKEHOLDERS
		OFFICE OF APPRENTICESHIP STAFF
		STATE APPRENTICESHIP AGENCIES

FROM:	JOHN V. LADD /s/
		Administrator, Office of Apprenticeship

SUBJECT:	New National Guidelines for Apprenticeship Standards for 
1199C Training and Upgrading Fund

1. Purpose. To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of new National Guidelines Standards for Apprenticeship for 1199C Training and Upgrading Fund.

2. Action Requested. The OA staff should familiarize themselves with this bulletin. A copy of the National Guidelines for Apprenticeship Standards and the Work Process Schedule and Related Instruction Outlines are attached.

3. Summary and Background. 
a. Summary – These new National Guidelines for Apprenticeship Standards, were submitted by Ms. Teresa Collins, Executive Director on behalf of 1199C Training and Upgrading Fund, were processed by Kirk Jefferson and approved by the OA Administrator on June 29, 2023.  

b. Background – 

NGS Background - National Guidelines for Apprenticeship Standards (NGS) are a template of high-quality apprenticeship program standards submitted by a labor union, trade or industry association, employer, workforce intermediary, education provider, or other organizations with national scope; these apprenticeship standards may be certified by OA in instances where they are (1) found suitable for adoption or adaptation by State or local affiliates of the submitting organization, and (2) fully satisfy the regulatory requirements set forth at 29 CFR Parts 29 and 30 and any sub-regulatory guidance issued thereunder. NGS that receive certification by OA may be registered subsequently on a local basis by the applicable Registration Agency (either by an OA State Office or by a State Apprenticeship Agency (SAA)) within a particular State or jurisdiction where a program adopting the NGS standards is situated. A local affiliate or sponsoring employer that adopts a set of NGS standards may elect to implement those program standards without modification in registering the program on the State or local level, or it may customize the NGS standards to meet State-specific criteria. 


4. New National Guideline Standards for Apprenticeship. These new National Guideline Standards for Apprenticeship for the 1199C Training and Upgrading Fund, are a model for developing local apprenticeship programs with OA or a SAA for the following occupations:

Behavioral Health Technician
(Existing Title: Behavioral Health Aide)
O*NET-SOC CODE : 29-2053.00	
RAPIDS CODE : 0569HY 
Type of Training: Hybrid

Certified Nursing Assistant
(Existing Title: Nurse Assistant Certified)
O*NET-SOC CODE : 31-1131.00	
RAPIDS CODE : 0824HY
Type of Training: Hybrid

Community Health Worker
O*NET-SOC CODE : 21-1091.00	
RAPIDS CODE : 2002HY
Type of Training: Hybrid

Dental Assistant
O*NET-SOC CODE : 31-9091.00	
RAPIDS CODE : 0101HY
Type of Training: Hybrid

Early Childhood Educator Level 1
O*NET-SOC CODE : 39-9011.00	
RAPIDS CODE :  3004HY
Type of Training: Hybrid

Emergency Medical Technician
O*NET-SOC CODE : 29-2042.00	
RAPIDS CODE : 0730HY
Type of Training: Hybrid





Health Information Technician
(Existing Title: Medical Record and Health Information Technician/Medical Coders)
O*NET-SOC CODE : 29-2072.00	
RAPIDS CODE : 1114HY
Type of Training: Hybrid

Home Health Aide
O*NET-SOC CODE :31-1121.00	
RAPIDS CODE :  1086HY
Type of Training: Hybrid

Licensed Practical Nurse
O*NET-SOC CODE : 29-2061.00	
RAPIDS CODE :  0837HY
Type of Training: Hybrid

Medical Assistant
O*NET-SOC CODE : 31-9092.00	
RAPIDS CODE :  1085HY
Type of Training: Hybrid

Medical Coder
O*NET-SOC CODE : 29-2072.00	
RAPIDS CODE : 1114HY
Type of Training: Hybrid 

Peer Specialist
O*NET-SOC CODE : 21-1093.00	
RAPIDS CODE : 2039HY 
Type of Training: Hybrid


5. Inquiries. If you have any questions, please contact Dawn Lynch, Deputy Regional Director, Region II at 215-861-5215 or lynch.dawn@dol.gov .

6. Attachments
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SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

A. Responsibilities of the sponsor: District 1199¢ Training & Upgrading Fund must conduct,
operate, and administer this program in accordance with all applicable provisions of Title 29
Code of Federal Regulations (CFR) part 29, subpart A and part 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:

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

e Ensurethere are qualified training personnel and adequate supervision on the job.

e 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
29 CFR § 29.7. Sponsors may utilize Form ETA 671 for this purpose and is
available upon logging into RAPIDS.

e Registerall apprenticeship Standards with the U.S. Department of Labor, including
local variations, if applicable.

e Submit apprenticeship agreements within 45 days of enrollment of apprentices.

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

e 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 inRAPIDS or using the contact
information in Section K.

e Make a good faith effort to obtain approval for educational assistance for a
veteran or other individual eligible under chapters 30 through 36 of title 38,
United States Code, and will not deny the application of a qualified candidate who
is aveteran or other individual eligible for educational assistance described in the
above for the purpose of avoiding making a good faith effort to obtain approval.

e Provide each apprentice with a copy of these Standards, Requirements for
Apprenticeship Sponsors Reference Guide, Appendix A, and any applicable
written rules and policies, 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
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approval of all 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.

e Adhere to Federal, State, and Local Law Requirements -- The Office of
Apprenticeship’s registration of the apprenticeship program described in these
Standards of Apprenticeship on either a nationwide basis (under the National
Program Standards of Apprenticeship) or within a particular State, and the
registration of individual apprentices under the same program, does not exempt
the program sponsor, and/or any employer(s) participating in the program,
and/or the individual apprentices registered under the program from abiding by
any applicable Federal, State, and local laws or regulations relevant to the
occupation covered by these Standards, including those pertaining to
occupational licensing requirements and minimum wage and hour requirements.

The program’s Standards of Apprenticeship must also conform in all respects
with any such applicable Federal, State, and local laws and regulations. Any
failure by the program to satisfy this requirement may result in the initiation of
deregistration proceedings for reasonable cause by the Office of Apprenticeship
under 29 CFR § 29.8.

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 GED equivalent

(1 There is a physical requirement of 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.

[0 The following aptitude test(s) will be administered The Local JAC may elect to have an
aptitude test or other testing as part of the selection process.

L1 A valid driver’s license is required.
L1 Other
C. Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2)

The apprenticeship program(s) will select an apprenticeship training approach. The approach is
notated in Appendix A, APPRENTICESHIP 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 [1 will [1 will not (choose one) be paid for hours spent attending
related instruction classes. The Work Process Schedule and Related Instruction Outline are
outlined in 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. District 1199c Training & Upgrading Fund will evaluate the request
for credit and make a determination during the apprentice’s probationary period.
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Additional requirements for an apprentice to receive credit for previous experience (optional):

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. The probationary
period is notated in Appendix A, PROBATIONARY PERIOD.

. 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. The ratio is notated in Appendix A, RATIO OF
APPRENTICES TO JOURNEYWORKERS.

. 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. The progressive
wage schedule is determined by the collective bargaining agreement (s) applicable to the Local
JAC. The progressive wage schedule is notated in Appendix A, APPRENTICE WAGE SCHEDULE.

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

District 1199c Training & Upgrading Fund will not discriminate against
apprenticeship applicants or apprentices based on race, color, religion, national
origin, sex (including pregnancy, gender identity, and sexual orientation), sexual
orientation, genetic information, or because they are an individual with a disability
or a person 40-years old orolder.

District 1199c Training & Upgrading Fund 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), 30.4-30.9

District 1199c¢ Training & Upgrading Fund acknowledges that it will adopt an
affirmative action plan in accordance with Title 29 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.

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). The selection
procedures for each occupation for which the sponsor intends to train
apprentices are notated in Appendix A, SELECTION PROCEDURES.
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J. Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(k), 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:

For all issues covered by a Collective Bargaining Agreement (CBA), apprentices must seek
resolution through the applicable procedures contained in the CBA. (if applicable, see
Requirements for Apprenticeship Sponsors Reference Guide)

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: Director, Division of Standards and Quality
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: (Insert Appropriate Sponsor Contact Information)
Address:

Telephone Number:
Email Address:

Any complaint described 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 the Registration

Agency)

Name: (Insert Appropriate Registration Agency Contact Information)
Address:

Telephone Number:
Email Address:
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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)

O 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 - VETERANS’ EDUCATIONAL ASSISTANCE AS MANDATED BY PUBLIC LAW 116-134 (134 STAT.
276)

Pursuant to section 2(b)(1) of the Support for Veterans in Effective Apprenticeships Act of 2019 (Pub. L. 116-134,
134 Stat. 276), by signing these program Standards the program sponsor official whose name is subscribed below
assures and acknowledges to the U.S. Department of Labor’s Office of Apprenticeship the following regarding certain
G.I Bill and other VA-administered educational assistance referenced below (and described in greater detail at the
VA’s website at: https://www.va.gov/education/eligibility) for which current apprentices and/or apprenticeship

program candidates may be eligible:

(1) The program sponsor is aware of the availability of educational assistance for a veteran or other
eligible individual under chapters 30 through 36 of title 38, United States Code, for use in connection
with a registered apprenticeship program;

(2) The program sponsor will make a good faith effort to obtain approval for educational assistance

described in paragraph (1) above for, at a minimum, each program location that employs or recruits
an veteran or other eligible individual for educational assistance under chapters 30 through 36 of

title 38, United States Code; and
(3) The program sponsor will not deny the application of a qualified candidate who is a veteran or other

individual eligible for educational assistance described in paragraph (1) above for the purpose of
avoiding making a good faith effort to obtain approval as described in paragraph (2) above.

NOTE: The aforementioned requirements of Public Law 116-134 shall apply to “any program applying to become a
registered apprenticeship program on or after the date that is 180 days after the date of enactment of this Act” (i.e.,
September 22, 2020). Accordingly, apprenticeship programs that were registered by a Registration Agency before
September 22,2020, are not subject to these requirements.
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SECTION IV PART 1 - COLLECTIVE BARGAINING PROVISIONS

The employer or employer association must furnish to any union thatis a collective bargaining agent of the employees

to be trained a copy its application for registration and of these Standards, including all attachments.
The (Sponsor, Sponsor Association, or Organization) and (Union
day of

or Labor Organization) hereby adopt these Standards of apprenticeship on this
Month Year.

Signature of Management (designee) Signature of Labor (designee)

Printed Name Printed Name

Signature of Management (designee) Signature of Labor (designee)

Printed Name Printed Name

SECTION IV PART 2 - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The undersigned sponsor hereby subscribes to the provisions of the foregoing Apprenticeship Standards formulated
and registered by (Sponsor), on this day of (Month Year).

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,};yreferengg%ig/therwise noted.
Signaturq ol RAEBifAEs ,iﬁ%%)utive Director

Printed Name

Signature of Sponsor (designee)

Printed Name
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SECTION IV PART 1 - COLLECTIVE BARGAINING PROVISIONS

The employer or employer association must furnish to any union thatis a collective bargaining agent of the employees

to be trained a copy its application for registration and of these Standards, including all attachments.
The (Sponsor, Sponsor Association, or Organization) and (Union
day of

or Labor Organization) hereby adopt these Standards of apprenticeship on this
Month Year.

Signature of Management (designee) Signature of Labor (designee)

Printed Name Printed Name

Signature of Management (designee) Signature of Labor (designee)

Printed Name Printed Name

SECTION IV PART 2 - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS
The undersigned sponsor hereby subscribes to the provisions of the foregoing Apprenticeship Standards

formulated and registered by District 1199c Training & Upgrading, on this 7th day of April 2023. 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.

Signature of Sponsor (designee)

Signature of Sponsor (designee)

Teresa Collins ,Executive Director

Printed Name Printed Name
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SECTION V - DISCLOSURE AGREEMENT—FOR NATIONAL PROGRAM STANDARDS AND LOCAL STANDARDS
ONLY (Optional)

OA routinely makes public general information relating to Registered Apprenticeship programs. General information
includes the name and contact information of the sponsor, the location of the program, and the occupation(s) offered.
OA routinely publicly releases the contents of applications for National Guidelines for Apprenticeship
Standards.

In addition, sponsors submitting National Program Standards or Local Standards have the option of allowing OA to
share publicly the contents of a sponsor’s application for registration to assist in building a high-quality National
Apprenticeship System. This may include a copy of the Standards, Appendix A, and Appendix D (as applicable), but
not completed versions of ETA Form 671 or Appendix C “Affirmative Action Plan” because those documents are
submitted after a sponsor’s application is approved and the program is registered. Please note that OA will

consider a sponsor’s application as releasable to the public unless the sponsor requests non-disclosure by
signing below.

I, (Sponsor Representative), acting on behalf of
(Sponsor) request that OA not publicly disclose this application, other than general information about the program,
as described above as it is considered confidential commercial information and steps are taken to preserve it.
Further, I understand that if OA receives a request for this application pursuant to 5 U.S.C. 552, we may be contacted
to support OA’s withholding of the information, including in litigation, if necessary. I understand that my request
that OA not publicly disclose this application will remain in effect, including with respect to subsequent amendments
to this application, unless and until I notify OA otherwise.

Signature Date

Printed Name
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APPENDIX A

BEHAVIORAL HEALTH TECHNICIAN
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE









Request for Extended Registered Apprenticeship Program in Behavioral Health



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for Behavioral Health receive an exemption to be a two-year program. Apprentices receive 27 (405 contact hours) academic credits over a two-year period.  In addition, apprentices will be awarded another 12 credits for their work process attainment. Apprenticeship graduates can articulate into an associate’s degree program, which requires an additional 21 hours in general studies for completion.



The Training Fund’s partnership with Jefferson University connects the Fund’s BHT apprenticeship with Behavioral Health Certificate and Associate’s Degree programs at Jefferson University. The Partnership creates three steps allowing behavioral health workers to move up their career ladders through collegiate study:


Step 1: Behavioral Health Technician (BHT) Apprenticeship at the Training Fund

Step 2: 30-credit Behavioral Health Collegiate Certificate Program at Jefferson University

Step 3: Associate’s Degree in Health & Human Services at Jefferson University


Graduates of the Jefferson University Associate’s Degree program are eligible to apply for admission to the Jefferson University Bachelor of Arts degree program in Behavioral Health.

In order to sit for the Level 2 certification exam offered by the American Association of Psychiatric Technicians, applicants must complete at least 450 hours of college of university courses (30 semester hours or 40 quarter hours), plus having worked in the field of mental health or developmental disabilities for at least one year.



In addition to this certification, apprentices will also receive the Mental Health First Aid Certification. This certification course presents an overview of mental illness and substance use disorders in the U.S. and introduces participants to risk factors and warning signs of mental health problems, builds understanding of their impact, and overviews common treatments. Those who take the full course to certify as Mental Health First Aiders learn a 5-step action plan encompassing the skills, resources and knowledge to help an individual in crisis connect with appropriate professional, peer, social, and self-help care. 



We believe that by offering both the academic credit, certifications and progressive education programs maximize the future career prospects of apprentices and as well as meeting the needs of employers.  
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Appendix A

[bookmark: _Hlk127999993]Behavioral Health Technician

(Existing Title: Behavioral Health Aide)

O*NET-SOC CODE : 29-2053.00	RAPIDS CODE : 0569HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid

2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½ -2 years with an OJL attainment of minimum of 3000 to maximum 4000 hours, supplemented by the minimum required 405 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-12.






Appendix A

WORK PROCESS SCHEDULE

Behavioral Health Technician

(Existing Title: Behavioral Health Aide)

O*NET-SOC CODE: 29-2053.00	RAPIDS CODE: 0569HY

		1. Examine patients to assess general physical condition.

		Approximate Hours



		A. Take and record measures of patients' physical condition, using devices such as thermometers or blood pressure gauges.

		150

		-

		200 



		Total Hours

		150

		-

		200







		2. Operate diagnostic or therapeutic medical instruments or equipment.

		Approximate Hours



		A.  Take and record measures of patients' physical condition, using devices such as thermometers or blood pressure gauges.

		100

		-

		150 



		Total Hours

		100

		-

		150







		3. Record patient medical histories.

		Approximate Hours



		A. Take and record measures of patients' physical condition, using devices such as thermometers or blood pressure gauges.

		100

		-

		150 



		Total Hours

		100

		-

		150







		4. Inform medical professionals regarding patient conditions and care.

		Approximate Hours



		A. Monitor patients' physical and emotional well-being and report unusual behavior or physical ailments to medical staff.

		150

		-

		200 



		Total Hours

		150

		-

		200







		5. Care for patients with mental illnesses.

		Approximate Hours



		A. Provide nursing, psychiatric, or personal care to mentally ill, emotionally disturbed, or mentally retarded patients.

		125

		-

		150 



		B. Collaborate with or assist doctors, psychologists, or rehabilitation therapists in working with mentally ill, emotionally disturbed, or developmentally disabled patients to treat, rehabilitate, and return patients to the community.

		125

		-

		150 



		Total Hours

		250

		-

		300







		6. Treat patients using psychological therapies.

		Approximate Hours



		A. Provide nursing, psychiatric, or personal care to mentally ill, emotionally disturbed, or mentally retarded patients.

		125

		-

		150 



		B. Lead prescribed individual or group therapy sessions as part of specific therapeutic procedures.

		125

		-

		150 



		Total Hours

		250

		-

		300







		7. Administer intravenous medications.

		Approximate Hours



		A. Administer oral medications or hypodermic injections, following physician's prescriptions and hospital procedures.

		150

		-

		200 



		Total Hours

		150

		-

		200







		8. Administer non-intravenous medications.

		Approximate Hours



		A. Administer oral medications or hypodermic injections, following physician's prescriptions and hospital procedures.

		125

		-

		150 



		Total Hours

		125

		-

		150







		9. Interact with patients to build rapport or provide emotional support.

		Approximate Hours



		A. Observe and influence patients' behavior, communicating and interacting with them and teaching, counseling, or befriending them.

		125

		-

		150 



		Total Hours

		125

		-

		150







		10. Maintain inventory of medical supplies or equipment.

		Approximate Hours



		A. Issue medications from dispensary and maintain records in accordance with specified procedures.

		150

		-

		200 



		Total Hours

		150

		-

		200







		11. Maintain medical facility records.

		Approximate Hours



		A. Issue medications from dispensary and maintain records in accordance with specified procedures.

		100

		-

		150 



		Total Hours

		100

		-

		150







		12. Assist patients with hygiene or daily living activities.

		Approximate Hours



		A. Aid patients in performing tasks, such as bathing or keeping beds, clothing, or living areas clean.

		100

		-

		150



		Total Hours

		100

		-

		150







		13. Assist healthcare practitioners during examinations or treatments.

		Approximate Hours



		A. Collaborate with or assist doctors, psychologists, or rehabilitation therapists in working with mentally ill, emotionally disturbed, or developmentally disabled patients to treat, rehabilitate, and return patients to the community.

		150

		-

		200 



		Total Hours

		150

		-

		200







		14. Collaborate with healthcare professionals to plan or provide treatment.

		Approximate Hours



		A. Collaborate with or assist doctors, psychologists, or rehabilitation therapists in working with mentally ill, emotionally disturbed, or developmentally disabled patients to treat, rehabilitate, and return patients to the community.

		150

		-

		200 



		Total Hours

		150

		-

		200







		15. Encourage patients or clients to develop life skills.

		Approximate Hours



		A. Encourage patients to develop work skills and to participate in social, recreational, or other therapeutic activities that enhance interpersonal skills or develop social relationships.

		50

		-

		100 



		Total Hours

		50

		-

		100







		16. Position patients for treatment or examination.

		Approximate Hours



		A. Restrain violent, potentially violent, or suicidal patients by verbal or physical means as required.



		150

		-

		200



		Total Hours

		150

		-

		200









		17. Train medical providers.

		Approximate Hours



		A. Train or instruct new employees on procedures to follow with psychiatric patients.

		125

		-

		150 



		Total Hours

		125

		-

		150







		18. Teach health management classes.

		Approximate Hours



		A. Develop or teach strategies to promote client wellness and independence.

		125

		-

		150 



		Total Hours

		125

		-

		150







		19. Collect medical information from patients, family members, or other medical professionals.

		Approximate Hours



		A. Interview new patients to complete admission forms, to assess their mental health status, or to obtain their mental health and treatment history.

		150

		-

		200 



		Total Hours

		150

		-

		200







		20. Move patients to or from treatment areas.

		Approximate Hours



		A. Escort patients to medical appointments.

		175

		-

		250 



		Total Hours

		175

		-

		250







		21. Perform clerical work in medical settings.

		Approximate Hours



		A. Contact patients' relatives to arrange family conferences.

		175

		-

		250 



		Total Hours

		175

		-

		250







		Total Hours

		3000

		-

		4000










Appendix A-2

RELATED TECHNICAL INSTRUCTION

Behavioral Health Technician

(Existing Title: Behavioral Health Aide)

O*NET-SOC CODE : 29-2053.00	RAPIDS CODE : 0569HY

		Class Number

		Class Name

		Credits

		Hours



		ALHT280

		MENTAL HEALTH FIRST AID CERTIFICATION This certification course presents an overview of mental illness and substance use disorders in the U.S. and introduces participants to risk factors and warning signs of mental health problems, builds understanding of their impact, and overviews common treatments. Those who take the full course to certify as Mental Health First Aiders learn a 5-step action plan encompassing the skills, resources and knowledge to help an individual in crisis connect with appropriate professional, peer, social, and self-help care. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the potential risk factors and warning signs for a range of mental health problems, including: depression, anxiety/trauma, psychosis and psychotic disorders, substance use disorders, and self-injury

· Use a 5-step action plan to help an individual in crisis connect with appropriate professional help

· Interpret the prevalence of various mental health disorders in the U.S. and the need for reduced negative attitudes in their communities.

· Apply knowledge of the appropriate professional, peer, social, and self-help resources available to help someone with a mental health problem treat and manage the problem and achieve recovery. 

· Assess their own views and feelings about mental health problems and disorders.

		3

		45



		BEHT101

		INTRODUCTION TO BEHAVIORAL HEALTH In this course, students will explore the field of behavioral health and human services, including the public perception of mental illnesses, such as depression and personality disorders; stress and anxiety; substance abuse; as well as the value of early intervention/treatment.  The historical evolution of this field is examined to trace how treatment options have progressed.  Ethical and legal responsibilities are emphasized to ensure a complete understanding of the expectations of the field. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define the difference between Mental Health and Mental Retardation

· Identify and define the various roles of mental health workers

· Identify various mental health settings

· Define the common treatment modalities

· Clarify the role of managed care in mental health

· Critically Think about the future of mental health

		3

		45



		BEHT107

		MENTAL DISORDERS In this course, students will study a broad range of mental health disorders, examining each from multiple dimensions, including classification, diagnosis, therapeutic responses, and support opportunities through institutional resources.  Students will study the brain and its biological basis for human behavior, and its impact on a variety of disorders.  Disorders that will be discussed include:  Personality Disorders, Anxiety and Somatoform Disorders, Dissociative Disorders, Mood and Psychotic Disorders, and Substance Related Disorders.  The course explores various perspectives on mental health and how they influence treatment. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the nature of abnormal behavior and mental illness.

· Delineate the process of assessing such behavior and the most commonly used system for classifying psychological disorders.

· Discuss several different theoretical perspectives on psychological disorders.

· Explain the research methods used and research findings on various psychological disorders.

· Identify the causes and symptoms of various psychological disorders.

· Detail effective treatment approaches to different psychological disorders.

· Describe the legal issues relevant to mental illness and abnormal behavior.

		3

		45



		BEHT113

		GROUP DYNAMICS (3 CREDITS) In this course, students will study the principles underlying group interaction in social situations as well as in professional leadership and supervisory group situations.  The students learn the major theoretical approaches to group counseling and also participates in group counseling sessions on issues presented in a classroom setting.  Group Dynamics is designed to provide prospective counselors with an academic and personal understanding of the principles of leadership, membership, and development in groups, including an awareness of how one's psychological and social styles affect personal and professional behavior in group settings. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the principles of group dynamics, including group process components, developmental stage theories, group members’ roles and behaviors, and therapeutic factors of group work

· Explain group leadership styles and approaches, including characteristics of various types of group leaders and leadership styles

· Detail the theories of group counseling, including commonalties, distinguishing characteristics, and pertinent research and literature

· Demonstrate group counseling methods, including group counselor orientations and behaviors, appropriate selection criteria and methods, and methods of evaluation of effectiveness

· Describe the approaches used for other types of group work, including task groups, psychoeducational groups, and therapy groups

· Demonstrate professional preparation standards for group leaders

· Detail the ethical and legal considerations related to group work

· Recognize personal growth through participation as a group member.

		3

		45



		BEHT123

		TRENDS IN DEVELOPMENTAL DISABILITIES This course addresses health, educational, social, cultural, and economic issues related to developmental disabilities across the life span. Additionally, it will address the latest trends in public policy, legislation, and services that impact these critical issues. Students will explore the role of families and their activism in these evolving trends.  Strategies to communicate, collaborate, and cooperate with family and advocates will also include conflict resolution and risk management. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define and classify developmental disabilities

· Describe the impact of various disabilities on sexuality, socialization, education, and employment

· Recognize the uniqueness of various disabilities and implications for supports and teaching strategies

· Develop a training program for a person with specific developmental disability in personal care, home living, social or community skills 

· Recognize personal and societal biases and misconceptions regarding people with disabilities

· Identify major issues families contend with and community supports that are available to assist them

· Identify barriers to integrations for individuals with disabilities and the role of the human service support person in overcoming these barriers

· Examine ethical dilemmas involved in providing support to people with developmental disabilities

		3

		45



		BEHT203

		COUNSELING THEORIES AND TECHNIQUES In this course, the students are presented an overview of theoretical approaches to counseling, including fundamental concepts, assessment, client and counselor roles, cultural relevance, and intervention strategies/techniques. This course includes roleplaying practice of fundamental counseling response skills. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Develop strategies for personal and professional self-evaluation and implications for practice

· Delineate theories and models of counseling

· Demonstrate ethical and culturally relevant strategies for establishing and maintaining in-person and technology-assisted relationships

· Examine counselor characteristics and behavior that influence the counseling process 

· Demonstrate essential interviewing, counseling, and case conceptualization skills

· Detail methods of effectively preparing for and conducting initial assessment meetings

· Describe theories and models related to clinical mental health counseling

· Examine cultural factors relevant to clinical mental health counseling

		3

		45



		BEHT215

		BEHAVIORAL HEALTH CARE MANAGEMENT Through the analysis of management topics and counseling situations, the student will explore the skills and knowledge needed to be successful in a diverse behavioral healthcare environment. Topics include behavioral healthcare leadership, organizational design as it relates to the uniqueness of these organizations, managing professionals, and diversity in the workplace.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Monitor client activities of daily living

· Have a working knowledge of mental health terminology

· Have a working knowledge of different types of documentation and charting

· Observe, report, and document client behaviors

· Participate competently on a multidisciplinary team

· Display a working knowledge of client behavioral interventions

· Demonstrate an awareness of client cultural diversity

		3

		45



		BEHT217

		BEHAVIORAL APPROACHES This course provides students an overview of major theoretical approaches to counseling, including psychoanalytic, person-centered, cognitive-behavioral, and solution-focused theories. Students will begin to develop an understanding of the process for selecting appropriate counseling interventions, consistent with current research standards and parameters. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe characteristics of an effective counselor

· Examine general counseling practice issues and guidelines related to a counselor’s behaving ethically, managing values, using power, handling self-disclosure, therapeutically responding to client behavior, and preventing counselor burnout

· Explain the basic assumptions about human nature, goals, key concepts, roles of the client and counselor, nature of the therapeutic relationship, and major techniques and procedures’ advantages and disadvantages

· Compare and contrast the dimensions of theories in the field

· Combine complementary elements from different theories in preparation for application to the practice of helping

· Formulate and analyze a personal philosophy of counseling

		3

		45



		BEHT221

		RESOLUTION-BASED COUNSELING SKILLS Students will explore the methods used in counseling individuals with a focus on applicability to different client needs in a variety of settings. The relationship between specific theories and their counseling applications will also be assessed. Students will learn the importance of adjusting counseling techniques for various individuals to reflect their diverse backgrounds and ages. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate competence in effective listening and communication skills

· Describe conflict sources

· Differentiate various mediation processes

· Demonstrate ethical standards of practice 

		3

		45



		

		TOTAL

		27

		405












SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 


SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 







SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).















SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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APPENDIX A

CERTIFIED NURSING ASSISTANT
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE





Request for Extended Registered Apprenticeship Program for Certified Nursing Assistants (CNA)



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for CNAs receive an exemption to be a two-year program. The proposed program uses the Health Technology Training Institute (an accredited IHE licensed by the Pennsylvania Board of Nursing) as the related training provider. Apprentices receive 20 (300 contact hours) academic credits over a two-year period.  In addition, apprentices will be awarded another 12 credits for their work process attainment. Course work includes preparation for required certifications described below.  Apprenticeship graduates can articulate into an associate’s degree program, which requires an additional 28 hours in general studies for completion. This CNA apprenticeship is a direct link to our LPN apprenticeship and students who complete the CAN apprenticeship will be granted advanced standing in the LPN RAP.



In addition to these academic credits, apprentices will also receive the following three certifications, requested by employers and required by the state of Pennsylvania to perform these services.



· The MACE is a national medication aide certification exam typically administered to nurse aides who choose to receive additional training to become certified medication aides. Once certified, these medication aides serve an important role in hospitals and long-term care facilities by helping distribute medications and monitoring for adverse reactions. 



· Phlebotomy certification blend lectures and lab work to provide apprentices with a solid knowledge base on a variety of venipuncture techniques. There’s a strong emphasis on safety in the field as well, such as preventing needlestick injuries and preventing the transmission of bloodborne pathogens. 



· Telemetry-certified CNAs monitor the heart rate and rhythm of patients who require close supervision in a hospital setting. Some key telemetry nurse duties include:

· Using electrocardiogram (EKG) machines to continuously track heart performance

· Analyzing EKG results to establish baselines and spot abnormalities

· Recording EKG results to keep patient information accurate



We believe that by offering both the academic credit and these certifications maximizes the future career prospects of apprentices and meet the needs of employers as well as state requirements.
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Appendix A

[bookmark: _Hlk128207664]Certified Nursing Assistant

(Existing Title: Nurse Assistant Certified)

O*NET-SOC CODE : 31-1131.00	RAPIDS CODE : 0824HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½  to 2 years with an OJL attainment of minimum of 3000 to a maximum of 4000 hours, supplemented by the minimum required 300 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-13.




WORK PROCESS SCHEDULE

										Certified Nursing Assistant

(Existing Title: Nurse Assistant Certified)

O*NET-SOC CODE : 31-1131.00	RAPIDS CODE : 0824HY



		1. Adjust positions of patients on beds or tables.

		Approximate Hours



		A. Turn or reposition bedridden patients.

		75

		-

		100 



		B. Lift or assist others to lift patients to move them on or off beds, examination tables, surgical tables, or stretchers.

		75

		-

		100 



		C. Position or hold patients in position for surgical preparation.

		75

		-

		100 



		Total Hours

		225

		-

		300







		2. Feed patients.

		Approximate Hours



		A. Feed patients or assist patients to eat or drink.

		75

		-

		100 



		B. Prepare or serve food trays.

		75

		-

		100 



		Total Hours

		150

		-

		200







		3. Record vital statistics or other health information.

		Approximate Hours



		A. Measure and record food and liquid intake or urinary and fecal output, reporting changes to medical or nursing staff.

		75

		-

		100 



		B. Document or otherwise report observations of patient behavior, complaints, or physical symptoms to nurses.

		75

		-

		100 



		C. Record vital signs, such as temperature, blood pressure, pulse, or respiration rate, as directed by medical or nursing staff.

		75

		-

		100 



		D. Record height or weight of patients.

		75

		-

		100 



		Total Hours

		300

		-

		400







		4. Hold patients to ensure proper positioning or safety.

		Approximate Hours



		A. Position or hold patients in position for surgical preparation.

		75

		-

		100 



		Total Hours

		75

		-

		100









		5. Assist patients with daily activities.

		Approximate Hours



		A. Provide physical support to assist patients to perform daily living activities, such as getting out of bed, bathing, dressing, using the toilet, standing, walking, or exercising.

		75

		-

		100 



		B. Remind patients to take medications or nutritional supplements.

		75

		-

		100 



		C. Undress, wash, and dress patients who are unable to do so for themselves.

		75

		-

		100 



		D. Wash, groom, shave, or drape patients to prepare them for surgery, treatment, or examination.

		75

		-

		100 



		Total Hours

		300

		-

		400







		6. Analyze patient data to determine patient needs or treatment goals.

		Approximate Hours



		A. Review patients' dietary restrictions, food allergies, and preferences to ensure patient receives appropriate diet.

		75

		-

		100 



		Total Hours

		75

		-

		100







		7. Monitor patients to detect health problems.

		Approximate Hours



		A. Document or otherwise report observations of patient behavior, complaints, or physical symptoms to nurses.

		150

		-

		200 



		Total Hours

		150

		-

		200







		8. Assess physical conditions of patients to aid in diagnosis or treatment.

		Approximate Hours



		A. Observe or examine patients to detect symptoms that may require medical attention, such as bruises, open wounds, or blood in urine.

		150

		-

		200 



		Total Hours

		150

		-

		200







		9. Dispose of biomedical waste in accordance with standards.

		Approximate Hours



		A. Supply, collect, or empty bedpans.

		75

		-

		100 



		Total Hours

		75

		-

		100







		10. Interview patients to gather medical information.

		Approximate Hours



		A. Communicate with patients to ascertain feelings or need for assistance or social and emotional support.

		75

		-

		100 



		Total Hours

		75

		-

		100







		11. Prepare medical instruments or equipment for use.

		Approximate Hours



		A. Set up treating or testing equipment, such as oxygen tents, portable radiograph (x-ray) equipment, or overhead irrigation bottles, as directed by a physician or nurse.

		75

		-

		100 



		Total Hours

		75

		-

		100







		12. Collect medical information from patients, family members, or other medical professionals.

		Approximate Hours



		A. Gather information from caregivers, nurses, or physicians about patient condition, treatment plans, or appropriate activities.

		75

		-

		100 



		Total Hours

		75

		-

		100







		13. Clean patient rooms or patient treatment rooms.

		Approximate Hours



		A. Change bed linens or make beds.

		75

		-

		100 



		B. Clean and sanitize patient rooms, bathrooms, examination rooms, or other patient areas.

		75

		-

		100 



		Total Hours

		150

		-

		200







		14. Administer therapy treatments to patients using hands or physical treatment aids.

		Approximate Hours



		A. Exercise patients who are comatose, paralyzed, or have restricted mobility.

		75

		-

		100 



		Total Hours

		75

		-

		100







		15. Stock medical or patient care supplies.

		Approximate Hours



		A. Restock patient rooms with personal hygiene items, such as towels, washcloths, soap, or toilet paper.

		75

		-

		100 



		B. Stock or issue medical supplies, such as dressing packs or treatment trays.

		75

		-

		100 



		Total Hours

		150

		-

		200







		16. Assist practitioners to perform medical procedures.

		Approximate Hours



		A. Assist nurses or physicians in the operation of medical equipment or provision of patient care.

		75

		-

		100 



		Total Hours

		75

		-

		100







		17. Operate medical equipment.

		Approximate Hours



		A. Assist nurses or physicians in the operation of medical equipment or provision of patient care.

		75

		-

		100 



		Total Hours

		75

		-

		100







		18. Administer basic health care or medical treatments.

		Approximate Hours



		A. Administer medications or treatments, such as catheterizations, suppositories, irrigations, enemas, massages, or douches, as directed by a physician or nurse.

		150

		-

		200 



		Total Hours

		150

		-

		200







		19. Give medications or immunizations.

		Approximate Hours



		A. Administer medications or treatments, such as catheterizations, suppositories, irrigations, enemas, massages, or douches, as directed by a physician or nurse.

		100

		-

		150



		Total Hours

		100

		-

		150







		20. Apply bandages, dressings, or splints.

		Approximate Hours



		A. Apply clean dressings, slings, stockings, or support bandages, under direction of nurse or physician.

		125

		-

		150 



		Total Hours

		125

		-

		150







		21. Move patients to or from treatment areas.

		Approximate Hours



		A. Transport patients to treatment units, testing units, operating rooms, or other areas, using wheelchairs, stretchers, or moveable beds.

		75

		-

		100



		Total Hours

		75

		-

		100







		22. Collect biological specimens from patients.

		Approximate Hours



		A. Collect specimens, such as urine, feces, or sputum.

		75

		-

		100 



		Total Hours

		75

		-

		100







		23. Explain technical medical information to patients.

		Approximate Hours



		A. Communicate effectively to patients.

		75

		-

		100



		Total Hours

		75

		-

		100







		24. Transport biological or other medical materials.

		Approximate Hours



		A. Transport specimens, laboratory items, or pharmacy items, ensuring proper documentation and delivery to authorized personnel.

		75

		-

		100 



		Total Hours

		75

		-

		100







		25. Provide basic information to guests, visitors, or clients.

		Approximate Hours



		A. Provide information, such as directions, visiting hours, or patient status information to visitors or callers.

		75

		-

		100 



		Total Hours

		75

		-

		100







		Total Hours

		3000

		-

		4000








RELATED TECHNICAL INSTRUCTION

Certified Nursing Assistant

(Existing Title: Nurse Assistant Certified)

O*NET-SOC CODE : 31-1131.00	RAPIDS CODE : 0824HY

		Class Number

		Class Name

		Credits

		Hours



		ALHT101

		INTRODUCTION TO NURSING ASSISTANT AND HOME HEALTH AIDE This course has been designed to teach students about the basic definitions, challenges, and characteristics associated with careers in the nursing assistant/home health care field. This course emphasizes legal and ethical considerations in the field.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Define the role and function of the nurse aide and describes the legal limitations of being a nurse aide.

· Define the responsibilities of the nurse aide as a member of the health care team in an acute care, acute rehab, hospice, home health or LTC environment.

· Differentiate between hospitals, long term care facilities, and home health agencies as to their purposes and nurse aide expectations. 

· Identify the chain of command in the organizational structure of the health care agency.

· Maintain acceptable personal hygiene and appropriate dress practices.

· Explain the importance of punctuality and commitment on the job.

· Describe the role in maintaining service excellence value.

· Demonstrate effective management of multiple tasks and prioritizing work activities.

· Explain the responsibility to identify, prevent and report abuse, exploitation and neglect as found in the law.

· Identify both physical and psychological indicators of stress in self and others, as well as identifying stress reduction techniques.

· Demonstrate effective interpersonal conflict management skills.

· Identify ways to help others manage anger and difficult work situations.

· Explain the responsibility of the nurse aide to report abuse to public authorities as legislated.



		3

		45



		ALHT102

		[bookmark: _Hlk24747725]COMMUNICATION SKILLS FOR HEALTHCARE WORKERS A lack of proper communication skills can cause misunderstandings and even endanger the patient’s safety. Therefore, it is important for all Nurse Aides to enhance their communication abilities to enable proper care for the patient. Good communication is an important characteristic for Nurse Aides to perform their daily duties. Nurse Aides should be able to express themselves clearly when communicating with the patient, co-workers, supervisors and other people in the healthcare field. This not only ensures patient safety but also builds a good working relationship with the team members. Good communication skills include active listening and accurately documenting/reporting the patient’s status.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to

· Demonstrates abuse free verbal and non-verbal communication in keeping with the NA’s role with clients and their families.

· Observes by using the senses of sight, feel, touch and smell to report client behavior to the licensed professional.

· Documents Observations using appropriate terms that are specific to the work environment.

· Explains the importance of reporting observations and measurements to the licensed Professional.

· Explains the importance of maintaining the client’s record.

· Demonstrates effective communication skills with supervisors and staff.

· Communicates thoughts, feelings and ideas to justify decisions or support positions on workplace issues.

· Demonstrates speaking, reading, writing and social skills that supports effective participation as a team member.

· Demonstrates actions for asking appropriate questions to clarify meanings, understand outcomes or solve problems.

· Explain the concept of diversity and why it is important.

· Describe cultural diversity and how the nurse aide manages cultural differences among people.

· Demonstrates support for differences among clients and people.

· Identify elements of one’s own cultural formation and their potential impact in nursing practice.

· Use effective communication skills to promote clients’ well-being.

· Communicate in a respectful adult manner in accordance with the client’s stage of development and cultural background



		1

		15



		ALHT103

		INFECTION CONTROL & CARING FOR THE CLIENTS ENVIRONMENT This course includes infection prevention and control practices, the chain of infection, standard and transmission-based precautions, barriers and use of personal protective equipment (PPE), and strategies for preventing the spread of infectious disease to healthcare workers and patients. To provide safety and comfort of the patient, his surroundings should be cleaned in such a manner as to provide a safe and attractive environment.  This course provides the techniques and requirements to meet this goal.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Identifies how diseases are transmitted

· Demonstrates hand washing techniques

· Applies principles of Standard Precautions/Transmission-based Precaution

· Perform basic cleaning and disinfecting tasks

· Demonstrates correct isolation and safety techniques

· Demonstrates knowledge of how the immune system protects the body from infection and disease

· Follows infection control measures to provide quality care

· Demonstrates use and disposal of Personal Protective Equipment (PPE)

· Identify the nurse aide’s role in following OSHA regulations



		1

		15



		ALHT104

		PRINCIPLES OF NUTRITION & BASIC EMERGENCY PROCEDURES This is an introductory course in food and nutrition and chemical composition of the essential nutrients, and how they are processed and utilized in the body are discussed. An emergency is a situation that arises suddenly and requires immediate action to keep a person safe. Emergencies can be medical in nature, involving an acute illness or injury that requires immediate attention to prevent the person from dying or experiencing permanent long-term effects. Emergencies can also be environmental, involving changes to a person’s environment that affect the person’s health and safety. Examples of environmental emergencies include ﬁres, weather emergencies (such as snow storms, tornadoes and hurricanes) and disasters (severe events that cause widespread damage and destruction, affecting many people and disrupting normal functioning of the community). As a nurse aide, you must know how to respond in the event of an emergency to keep the people in your care safe.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· List general principles of basic nutrition

· Demonstrate knowledge and understanding of modified diets

· Read the instruction for special diets

· Serve prepared food as instructed

· Document meal completion

· Report Changes in the client’s meal consumption to the proper professional

· Describe factors that promote safety, comfort and client’s rights when assisting clients with nutritional and dietary needs

· Practice feeding and positioning methods that prevent aspiration

· Identify cultural and faith based practice variations in diet

· Use proper body mechanics

· Follow safety and emergency procedures

· Identify safety measures that prevent accidents to clients

· Demonstrate proper use of safety devices

· Identify signs of choking and obstructed airways

· Manage foreign body airway obstruction

· Call for help when encountering convulsive disorders, loss of consciousness, shock and hemorrhage

· Assist client within nurse aide scope of work practice until professional help arrives

· Follow disaster procedures

· Report emergencies accurately and immediately

· Identify Potential Fire Hazards

· Follow appropriate guidelines for the use of restraints, safety devices and emergency procedures to provide abuse-free quality care



		1

		15



		ALHT05

		CLIENTS RIGHTS & IMMINENT DEATH Class will cover concepts of privacy, security, confidentiality, ethics, health care legislation, and regulations relating to the maintenance and use of health information.  The focus of this class is to facilitate the quality of life and peaceful death by using an interdisciplinary approach to assess and address the holistic needs of the client and family.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Provide Privacy and Maintenance of Confidentiality

· Maintains Confidentiality of Client Information as required by HIPAA

· Promotes the Client’s Right to make personal choices

· Gives assistance to resolving grievances

· Provides necessary assistance to client when participating in single, group, family and other activities

· Maintains care and security of client’s personal possessions

· Maintains the client’s environment and care through appropriate nurse aide behavior to minimize the need for chemical or physical restraints

· Identifies types, examples and indicators of abuse, including physical, psychological and sexual abuse, as well as exploitation and neglect.

· Identifies methods to prevent abuse, exploitation, neglect, and the improper use of physical and chemical restraints

· Identifies procedures for reporting abuse, exploitation, neglect, and the improper use of physical and chemical restraints to the proper authorities

· Utilizes abuse prevention strategies in response to abusive behavior directed toward nurse aide by client and families

· Discuss own feelings and attitudes about death.

· Explain how culture and religion influence a person’s attitude towards death

· Discuss the Stages of dying

· Identify goals of hospice care

· Identify complimentary therapies used during the stages of dying

· Explain and report the common signs of approaching death.

· Provide post-mortem care while respecting the client’s right to dignity and respect.



		1

		15



		ALHT106

		BASIC NURSING AND PERSONAL CARE SKILLS Prepares the student to perform the fundamental skills of the nurse aide. Basic nursing skills, communication skills, restorative services, personal care skills, safety and emergency care issues are covered. Includes knowledge and/or principles of asepsis, OSHA and HIPAA regulations. Ethical behaviors, cultural sensitivity and principles of mental health will be addressed, as well as patient/resident rights.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Describe the functions of body systems appropriate to the nursing assistant scope of practice.

· Describe the roles and responsibility of nursing assistants including ethics, communication, legal responsibilities, abuse laws, and State Board of Nursing regulations.

· Demonstrate professional communication skills including recording and reporting, and legal and ethical responsibilities.

· Demonstrate safety and infectious control practices that comply with standards of practice for nursing assistants.

· Identify stages of growth and development.

· Define common medical terms and abbreviations used in health care.

· Comply with privacy and confidentiality laws.

· Demonstrate behaviors consistent with professional work ethics.

· Adhere to the policies and procedures of clinical sites.



		5 

		75



		ALHT107

		IDENTIFICATION AND REPORTING OF CONDITIONS OF THE HUMAN BODY (1 CREDIT) In this class, students engage in the study of the processes, structures, and interactions of the human body. Important concepts in the course include: communication, transport of substances, locomotion, metabolic processes, defense, and protection.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Discuss the function of the immune system in health and disease

· Describe how factors such as age, nutrition, drugs, pollutants, injury, disease and stress can affect human health

· Utilize the basic vocabulary common to life science and medical professionals 

· Practice cooperative and professional interaction with colleagues in developing subject expertise 

· Practice the analytical skills of the professional

		2

		30



		ALHT109

		PERSONAL CARE SKILLS I This course will cover: Care for and assist clients with cognitive impairments, such as Alzheimer’s or mental illness; by helping clients with tasks related to hygiene.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Shampoo and groom hair

· Assist the client with shaving

· Assist the client with mouth care

· Administer mouth care for the unconscious client

· Demonstrates denture care

· Feed clients according to regulations

· Distribute nourishment and water

· Assist the client going to the bathroom

· Assists the client in using bedside commode, urinal, bedpan



		3

		45



		ALHT110

		PERSONAL CARE SKILLS II This second part of the personal care skills course will cover: Helping clients with tasks related to hygiene, such as bathing, brushing teeth, and going to the bathroom; Helping transfer clients from a bed to a wheelchair or vice versa; Completing housekeeping tasks, such as changing bed linens and cleaning living areas; and Organizing a client’s schedule and appointments.

COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Demonstrate perineal care

· Provide catheter care

· Provides footcare and basic care to fingernails and toenails

· Applies elastic stockings

· Accurately measures, records and reports changes in client’s normal functions to appropriate professional

· Provides comfort measures for the client experiencing pain

· Assists the professional with a physical examination

· Empties a colostomy bag

· Applies an incontinent brief

· Ask for or provides feedback on performance of task completion

· Describe factors that affect effective teamwork

		3

		45



		

		TOTAL

		20

		300














SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).









SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Appendix A

Community Health Worker

O*NET-SOC CODE : 21-1091.00	RAPIDS CODE : 2002

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum 2000 hours and 2500 maximum hours, supplemented by the minimum required 180 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-9.




WORK PROCESS SCHEDULE

Community Health Worker

O*NET-SOC CODE :21-1091.00	RAPIDS CODE :  2002HY

[bookmark: _Toc362336118][bookmark: _Toc502241294]

		1. Provide educational materials to community members.

		Approximate Hours



		A. Prepare and distribute health education materials, such as reports, bulletins, and visual aids, to address smoking, vaccines, and other public health concerns.

		100

		-

		125



		B. Develop and maintain health education libraries to provide resources for staff and community agencies.

		100

		-

		125 



		Total Hours

		200

		-

		250







		2. Develop working relationships with others to facilitate program activities.

		Approximate Hours



		A. Develop and maintain cooperative working relationships with agencies and organizations interested in public health care.

		100

		-

		125 



		Total Hours

		100

		-

		125







		3. Maintain social services program records.

		Approximate Hours



		A. Maintain databases, mailing lists, telephone networks, and other information to facilitate the functioning of health education programs.

		100

		-

		125



		B. Document activities and record information, such as the numbers of applications completed, presentations conducted, and persons assisted.

		100

		-

		125



		Total Hours

		200

		-

		250







		4. Plan programs to address community health issues.

		Approximate Hours



		A. Develop and present health education and promotion programs, such as training workshops, conferences, and school or community presentations.

		150

		-

		200 



		B. Develop educational materials and programs for community agencies, local government, and state government.

		150

		-

		175 



		Total Hours

		300

		-

		375









		5. Present social services program information to the public.

		Approximate Hours



		A. Develop and present health education and promotion programs, such as training workshops, conferences, and school or community presentations.

		100

		-

		125



		B. Provide program information to the public by preparing and presenting press releases, conducting media campaigns, or maintaining program-related Web sites.

		100

		-

		125 



		Total Hours

		200

		-

		250







		6. Develop tools to diagnose or assess needs.

		Approximate Hours



		A. Develop, conduct, or coordinate health needs assessments and other public health surveys.

		100

		-

		125



		 

B.   Design and conduct evaluations and diagnostic studies to assess the quality and performance of health education programs.



		100

		-

		125



		Total Hours

		200

		-

		250







		7. Assess individual or community needs for educational or social services.

		Approximate Hours



		A. Collaborate with health specialists and civic groups to determine community health needs and the availability of services and to develop goals for meeting needs.

		100

		-

		125 



		Total Hours

		100

		-

		125







		8. Collect information about community health needs.

		Approximate Hours



		A. Develop, conduct, or coordinate health needs assessments and other public health surveys.

		100

		-

		125



		Total Hours

		100

		-

		125







		9. Supervise workers providing client or patient services.

		Approximate Hours



		A. Supervise professional and technical staff in implementing health programs, objectives, and goals.

		100

		-

		125 



		Total Hours

		100

		-

		125







		10. Develop educational policies.

		Approximate Hours



		A. Develop operational plans and policies necessary to achieve health education objectives and services.

		100

		-

		125



		Total Hours

		100

		-

		125







		11. Evaluate the effectiveness of counseling or educational programs.

		Approximate Hours



		A. Design and conduct evaluations and diagnostic studies to assess the quality and performance of health education programs.

		100

		-

		125 



		Total Hours

		100

		-

		125







		12. Advise others on social or educational issues.

		Approximate Hours



		A. Provide guidance to agencies and organizations on assessment of health education needs and on development and delivery of health education programs.

		100

		-

		125 



		Total Hours

		100

		-

		125







		13. Develop educational programs.

		Approximate Hours



		A. Design and administer training programs for new employees and continuing education for existing employees.

		100

		-

		125 



		Total Hours

		100

		-

		125







		14. Train staff members in social services skills.

		Approximate Hours



		A. Design and administer training programs for new employees and continuing education for existing employees.

		100

		-

		125



		Total Hours

		100

		-

		125







		Total Hours

		2000

		-

		2500








RELATED TECHNICAL INSTRUCTION

Community Health Worker

O*NET-SOC CODE :21-1091.00	RAPIDS CODE :  2002HY



		Class Number

		Class Name

		Credits

		Hours



		ALHT160

		COMMUNITY HEALTH WORKER Provides the instruments to explore and evaluate personal values, motives, feelings, needs, attitudes, interests and personality traits especially as they pertain to awareness which will help a Human Services worker; and explores personal and societal prejudices, stereotyping behaviors, and biases.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Provide a complex definition of Community Health Worker 

· Describe the roles and responsibilities of a Community Health Worker

· Identify professional boundaries of a Community Health Worker

		3

		45



		PSYC100

		INTRODUCTION TO PSYCHOLOGY A survey of the field of psychology that provides an overview of the scientific principles and theories in psychology. Topics include: biological psychology, abnormal behavior, motivation, emotion, sexuality and gender, and personality theory.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

• Identify basic concepts and research findings, and give examples of psychology's integrative themes. 

• Draw appropriate, logical, and objective conclusions about behavior and mental processes from empirical evidence. 

• Evaluate misconceptions or erroneous behavioral claims based on evidence from psychological science. 

• Describe ethical principles that guide psychologists in research and therapy

		3

		45



		ALHT161

		HELPING SKILLS IN HUMAN SERVICE Designed to help develop individual and group interaction skills based on historical and contemporary models applicable in the field of Human Services work. Utilizing audio and video taping; role play; and active classroom participation in exercises designed to demonstrate competence in appropriate listening skills, problem solving, and decision making strategies.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Summarize and explain some of the generic issues in Human Services.

· Examine the relationship between his/her own values and behavior and how this relationship impacts the helping process.

· Implement a repertoire of helping skills both within the context of the class and at the OJL site.

· Test and evaluate his/her own effectiveness in working with professionals and clients.

· Examine and compare available community resources.

· Demonstrate his/her ability to handle confidential materials in a professional manner.

		3

		45



		ALHT162

		LIFE CHANGES AND CRISIS Examines key life events leading to increased insight, change, adaptation, growth, stress and/or crisis in the life of an individual. Concentration on interpersonal relationships, social cohesion and conflict. Coping behaviors, models and counseling approaches to stress and crisis intervention will be studied and practiced in class situations.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate understanding of key data points of racial and ethnic health disparities that impact the care that patients receive 

· Describe how the social determinants of health impact the overall health status of under-served communities 

· Explain the relevance of health disparities and social determinants for patient navigation through case studies

· Describe the difference between the need for crisis counseling and typical counseling. 

· Define the basic characteristics of crisis intervention theory 

· Delineate the steps to assess and work with clients with suicidal or homicidal ideation 

· Develop skills and abilities to work within and enhance crisis teams 

· Recognize and intervene in family crises 

· Describe the macro and micro needs of populations dealing with major disaster

		3

		45



		

		TOTAL

		12

		180












SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 

SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).









SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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APPENDIX A

DENTAL ASSISTANT
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE







Request for Extended Registered Apprenticeship Program in Dental Assisting



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for Dental Assistants receive an exemption to be a two-year program. The proposed program uses Coys Dental Academy as the related training provider. Apprentices receive 25 (375 contact hours) academic credits over a two-year period.  In addition, apprentices will be awarded another 12 credits for their work process attainment. Course work includes preparation for required certifications described below.  Apprenticeship graduates can articulate into an associate’s degree program, which requires an additional 24 hours in general studies for completion.

In addition to this academic protocol, apprentices will also receive the following three certifications, required in the state of Pennsylvania:





· NELDA, or National Entry Level Dental Assistant, is an entry-level certification under the Dental Assisting National Board (DANB). As the name suggests, NELDA certification will qualify you for entry-level jobs as a dental assistant. A dental assistant certification from the DANB is essential to your career as a dental assistant. Certification proves you have the knowledge and expertise to fulfill your job responsibilities, making you an attractive candidate in the eyes of prospective employers. 



· The Dental Assisting National Board (DANB) Radiation Health and Safety (RHS) Certification is a way for candidates to demonstrate their expertise in the proper safety procedures for taking X-rays. Many states require the certification in order for a dental assistant to provide this service.



· Infection Control Certification recognizes that the recipient has the tools and knowledge to provide a safe working environment for both patients and dental health care personnel. In addition, specific guidelines are provided for writing an effective infection control program as well as maintaining a sharps injury and needle stick log, as required for dental practices.  A brief overview of OSHA standards is included.





We believe that by offering both the academic credit and these certifications maximize the future career prospects of apprentices and meet the needs of employers as well as state requirements.
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Appendix A

										 	    Dental Assistant

O*NET-SOC CODE : 31-9091.00	RAPIDS CODE : 0101HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½ to 2 years with an OJL attainment of minimum of 3000 hours to a maximum of 4000 hours, supplemented by the minimum required 375 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-10.




WORK PROCESS SCHEDULE

Dental Assistant

O*NET-SOC CODE : 31-9091.00	RAPIDS CODE : 0101HY



		1. Assist practitioners to perform medical procedures.

		Approximate Hours



		A. Prepare patient, sterilize or disinfect instruments, set up instrument trays, prepare materials, or assist dentist during dental procedures.

		125

		-

		200 



		B. Assist dentist in management of medical or dental emergencies.

		125

		-

		200 



		Total Hours

		250

		-

		400







		2. Prepare medical instruments or equipment for use.

		Approximate Hours



		A. Prepare patient, sterilize or disinfect instruments, set up instrument trays, prepare materials, or assist dentist during dental procedures.

		75

		-

		100 



		Total Hours

		75

		-

		100







		3. Explain technical medical information to patients.

		Approximate Hours



		A. Provide postoperative instructions prescribed by dentist.

		75

		-

		100 



		Total Hours

		75

		-

		100







		4. Clean medical equipment.

		Approximate Hours



		A. Prepare patient, sterilize or disinfect instruments, set up instrument trays, prepare materials, or assist dentist during dental procedures.

		100

		-

		200 



		B. Clean and polish removable appliances.

		100

		-

		200 



		Total Hours

		200

		-

		400







		5. Maintain medical records.

		Approximate Hours



		A. Record treatment information in patient records.

		175

		-

		200 



		B. Schedule appointments, prepare bills and receive payment for dental services, complete insurance forms, and maintain records, manually or using computer.

		175

		-

		200 



		Total Hours

		350

		-

		400







		6. Inventory medical supplies or equipment.

		Approximate Hours



		A. Order and monitor dental supplies and equipment inventory.

		75

		-

		100 



		Total Hours

		75

		-

		100







		7. Operate medical equipment.

		Approximate Hours



		A. Expose dental diagnostic x-rays.

		150

		-

		200 



		Total Hours

		150

		-

		200 







		8. Teach medical procedures or medical equipment use to patients.

		Approximate Hours



		A. Instruct patients in oral hygiene and plaque control programs.

		100

		-

		200 



		Total Hours

		150

		-

		200 







		9. Interview patients to gather medical information.

		Approximate Hours



		A. Take and record medical and dental histories and vital signs of patients.

		75

		-

		100 



		Total Hours

		75

		-

		100







		10. Administer basic health care or medical treatments.

		Approximate Hours



		A. Apply protective coating of fluoride to teeth.

		200

		-

		250 



		B. Clean teeth, using dental instruments.

		200

		-

		250 



		Total Hours

		400

		-

		500







		11. Process medical billing information.

		Approximate Hours



		A. Schedule appointments, prepare bills and receive payment for dental services, complete insurance forms, and maintain records, manually or using computer.

		200

		-

		250 



		Total Hours

		200

		-

		250 







		12. Schedule patient procedures or appointments.

		Approximate Hours



		A. Schedule appointments, prepare bills and receive payment for dental services, complete insurance forms, and maintain records, manually or using computer.

		200

		-

		250 



		Total Hours

		200

		-

		250 







		13. Make patient-assistive devices or device models.

		Approximate Hours



		A. Make preliminary impressions for study casts and occlusal registrations for mounting study casts.

		75

		-

		100 



		B. Pour, trim, and polish study casts.

		75

		-

		100 



		C. Fabricate temporary restorations or custom impressions from preliminary impressions.

		175

		-

		200 



		D. Fabricate and fit orthodontic appliances and materials for patients, such as retainers, wires, or bands.

		75

		-

		100 



		Total Hours

		400

		-

		500







		14. Fit patients for assistive devices.

		Approximate Hours



		A. Fabricate and fit orthodontic appliances and materials for patients, such as retainers, wires, or bands.

		200

		-

		250 



		Total Hours

		200

		-

		250 







		15. Record vital statistics or other health information.

		Approximate Hours



		A. Take and record medical and dental histories and vital signs of patients.

		200

		-

		250 



		Total Hours

		200

		-

		250 







		Total Hours

		3000

		-

		4000 








RELATED TECHNICAL INSTRUCTION

Dental Assistant

O*NET-SOC CODE : 31-9091.00	RAPIDS CODE : 0101HY



		Class Number

		Class Name

		Credits

		Hours



		DENT104

		INFECTION CONTROL AND DENTAL EMERGENCIES In this course, you’ll learn about disease transmission, pathology, and dental emergencies. You’ll also learn how to control infection in dentistry.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify common bloodborne pathogens, their paths of transmissions, and symptoms of the disease

· Describe an exposure control plan

· Recognize tasks which may lead to exposure of blooborne pathogens and describe the measures to take for protection

· Outline the steps to take following an exposure incident

· Detail post-exposure evaluation and follow-up

· Define the color coding and symbols used for biohazards

· Delineate the basics of infection control, aseptic techniques and prevention of disease 

		2

		30



		DENT181

		DENTAL ANATOMY In this course, you’ll analyze varying dental terminology, including the oral cavity, dental anatomy, and tooth morphology. You’ll learn how dental charts are created and read. You’ll also review preventative dentistry and how nutrition impacts

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Use the correct terminology when identifying the landmarks and features of the teeth and surrounding structures.

· Explain the differences among primary, permanent, and mixed dentitions and describe the general and specific features of each.

· Demonstrate the location of each primary and permanent tooth.

· Designate teeth using the Universal system, Palmer Notation system, and the ISO/FDI system.

		3

		45



		DENT183

		DENTALASSISTANT PROCEDURES This course introduces you to healthcare and the roles in that industry, including dentistry, dental assisting, and being a part of the dental team. You’ll learn some of the history of dentistry and read about the origins of inventions and the predecessors of modern equipment. You’ll also learn to identify the members of the dental team and their duties. The different types of dental offices and their separate areas will be described. The professional qualifications and responsibilities of a dental assistant will be addressed, along with a look at how licensure is managed.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Explain the responsibilities of the dental health team 

· Describe the safety features of the dental lab

· Identify the components of a modern dental office

· Discuss care and operation of dental equipment

· Apply infection control protocols in the dental setting according to OSHA guidelines

· Obtain medical/dental history including vital signs

· Demonstrate the proper seating and dismissal of the patient

· Identify the various hand and rotary dental instruments and their functions

· Discuss and apply the concepts of 4 handed dentistry

· Describe various isolation techniques including intraoral mouth mirror

· Record and chart the oral examination finding including restorations and missing teeth

· Describe the composition and application of topical and local anesthetics

· Load and unload an anesthetic syringe following proper precautions for protection of the dental team

· Become familiar with assembly of matrix band and wedges

· Articulate dental terminology 

		5

		75



		DENT184

		FRONT OFFICE BASICS In this course, you’ll learn profesional communication skills such as interpersonal communication, the eight levels of relating to others, conflict resolution, and how to greet patients. You’ll learn the reimbursement process and the various methodologies involved, such as fee-for-service and episode-of-care methodologies. The course also covers important information regarding payment systems, fee schedules, charge masters, coding, and the internal audit process. This course will also discuss how to maintain the reception area and professional skills needed for business administration for the dental assistant. 

COURSE OBJECTIVES:

Upon completion of this course, the apprentice will be able to:

· Identify daily, weekly, and monthly activities required for general office procedures.

· Define requirements for managing a dental front office.

· Effectively convey information for the proper completion of dental insurance filing, coding, and billing.

· Identify proper finance and accounting procedures for the dental front office.

· Demonstrate a high standard of professional ethics.

		5

		75



		DENT210

		DENTAL SPECIALTIES In this course, you’ll learn about endodontics and periodontics, the fields of dentistry that deal with the tissues that surround the teeth. You’ll be introduced to the specialties of pediatric dentistry and orthodontics and the specialties of prosthodontics and oral and maxillofacial surgery

COURSE OBJECTIVES:  Upon completion of this course, the apprentice will be able to:

· Describe and discuss endodontic therapy.

· List the facets of a complete periodontal examination and the role of the dental assistant.

· Describe the specialty of oral and maxillofacial surgery and the role of the dental assistant.

· Define the role of the dental assistant in a pediatric dental practice.

· Define coronal polishing, fluoride application and the role of the dental assistant (expanded function).

· Discuss dental sealant placement and the role of the dental assistant (expanded function).

· Define the role of the dental assistant in an orthodontic practice

		3

		45



		DENT212

		DENTAL RECORDS In this course, you’ll learn how to use appointment modules, account modules, chart and image modules, and how to manage employee information. You’ll learn the importance of maintaining a professional appearance and continuing professional development.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

• Define the dental record.
• Describe how to change the dental record.
• List items in the dental record.
• Describe how HIPPA, confidentiality and security effect handling of the dental record.

		2

		30



		DENT282

		DENTAL RADIOGRAPHY Students develop skill in operation of X-ray units and in exposing bitewing, periapical, extra oral and occlusal radiographs. Emphasis is placed on protection against X-ray hazards. Students also will process, mount and evaluate radiographs for diagnostic value. In this course, students demonstrate competency on a mannequin. In addition, students will expose bitewing radiographs on an adult patient. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the theoretical and practical aspects of dental radiology. 

· Demonstrate proficiency in the areas of exposing, processing and mounting radiographs. 

· Identify and describe the radiographic appearance of normal anatomy as well as abnormal structures and pathology. 

· Demonstrate current acceptable radiation safety practices, infection control protocols and quality assurance procedures in both clinical and laboratory settings. 

		3

		45



		DENT285

		DENTAL LAW, ETHICS AND PROFESSIONALISM This course examines how law affects medical and dental offices, the origin of law that affects all medical professionals, the basics of the process of litigation and its alternatives, the common-law basis for the confidentiality of healthcare information, and the laws regulating healthcare information collected and maintained by government agencies. You’ll also learn about OSHA regulations and how they’re applied in the dental office.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify historical events in dentistry.

· Identify the role of the professional dental assistant.

· Identify the roles, responsibilities, and the education requirement of the dental health care team members.

· Describe the ethical aspects of dentistry.

· Define dentistry and the law.

		2

		30



		

		TOTAL

		25

		375












SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 










SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).











SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Appendix A

EARLY CHILDHOOD EDUCATOR LEVEL 1

O*NET-SOC CODE : 39-9011.00	RAPIDS CODE : 3004HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum 2000 hours to a maximum 2500 hours, supplemented by the minimum required 180 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-8.




Appendix A

WORK PROCESS SCHEDULE

EARLY CHILDHOOD EDUCATOR LEVEL 1

O*NET-SOC CODE : 39-9011.00	RAPIDS CODE : 0840



		1. 
Recognizing and Addressing Childhood Development Issues

		Approximate Hours



		A. Understanding the developmental period of early childhood from birth through age eight across domains and areas such as physical, cognitive, social, emotional, and linguistic (including bilingual development

		100

		-

		150



		B. Understanding and valuing each child as an individual with unique developmental variations, agency, strengths, interests, challenges, approaches to learning, experiences and abilities

		75

		-

		100



		C. Understanding the ways that child development and the learning process occur within multiple contexts including family, culture, language, and community as well as within a larger societal context of structural inequities

		125 

		-

		150



		D. Using this multidimensional knowledge (developmental period of early childhood, individual child, context of development, and multiple social identities (race, language, culture, class, gender and others)) to make evidence-based decisions

		75

		-

		100



		Total Hours

		375

		-

		500







		2. Recognizing and Using Family and Community Resources

		Approximate Hours



		A. Knowing about, understanding and valuing the diversity of families and communities

		125

		-

		150



		B. Engaging as partners with families in young children’s development and learning through respectful and reciprocal relationships

		100

		-

		150



		C. Utilizing community resources to support families and young children

		125

		-

		150



		Total Hours

		350

		-

		450







		3. Using assessment tools properly.

		Approximate Hours



		A. Understanding that assessment (formal and informal, formative and summative) is conducted to make informed choices and for planning in early learning settings

		100 

		-

		110 



		B. Knowing a wide-range of types of assessments, their purposes, and their associated methods and tools

		100

		

		110



		C. Practicing assessment that is ethically grounded and developmentally, culturally, and linguistically appropriate to document developmental progress and promote positive outcomes for each child

		75

		

		90



		D. Building assessment partnerships with families and professional colleagues

		75

		

		90



		Total Hours

		350

		-

		400







		4. Develop teaching skills and strategies.

		Approximate Hours



		A. Understanding positive, caring, supportive relationships and interactions as the foundation of early childhood educators’ work with young children

		75 

		-

		90 



		B. Understanding that the science of learning and child development indicates the need for distinct teaching skills and strategies appropriate to early childhood along with differentiated instruction to support children’s individual needs, including children with developmental delays or disabilities

		75

		

		90



		C. Using a broad repertoire of developmentally appropriate, culturally and linguistically relevant, anti-bias and evidence-based teaching skills and strategies that reflect universal design for learning principles

		100

		

		130



		D. Developing and sustaining reflective, responsive and intentional practice

		75

		

		90



		Total Hours

		325

		

		400







		5. Applying content knowledge and resources,

		Approximate Hours



		A. Understanding content knowledge and resources—the central concepts, methods, inquiry and application tools, and structures—of the academic disciplines in an early education curriculum

		75

		-

		100



		B. Understanding pedagogical content knowledge—how young children learn in each discipline—and how to use the educator knowledge and practices described in Standards One through Four to support young children’s learning in each content area

		75

		

		100



		C. Applying, expanding, integrating and updating their content knowledge in the disciplines, knowledge of curriculum content resources, and pedagogical content knowledge to their teaching practice

		75

		

		100



		Total Hours

		225

		-

		300







		6. Applying professional and ethical standards.

		Approximate Hours



		A. Identifying and involving oneself with the early childhood field and serving as an informed advocate

		75 

		-

		90



		B. Knowing about and upholding ethical standards and other early childhood professional guidelines

		75

		

		90



		C. Engaging in continuous, collaborative learning to inform practice

		75

		

		90



		D. Integrating knowledgeable and critical perspectives on early education and developing the habit of intentional reflective practice

		75

		

		90



		E. Using strong communication skills to effectively support young children’s learning and development and to work with families and colleagues

		75

		

		90



		Total Hours

		375

		-

		450







		Total Hours

		2000

		-

		2500














Appendix A

RELATED TECHNICAL INSTRUCTION

EARLY CHILDHOOD EDUCATOR LEVEL 1

O*NET-SOC CODE : 39-9011.00	RAPIDS CODE : 3004HY



		Class Number

		Class Name

		Credits

		Hours



		EDUC101

		HEALTH, SAFETY AND NUTRITION FOR YOUNG CHILDREN   This course provides an overview of information and procedures related to the health, safety and nutrition of young children, birth to fourth grade. Students will learn techniques for maintaining a safe and healthy classroom environment; for providing health, safety, and nutrition education for young children and their families; for working with children with special needs; for advocating for children and families; and for responding to a range of childhood illnesses and emergencies. In addition, students will be provided with information about the ways that specific health or social problems, including HIV/AIDS, homelessness and family violence affect child health and development.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define and implement basic supervision and safety practices 

· Provide a safe environment for children 

· Model safe practices for children during routines and learning activities 

· Demonstrate the knowledge that environments must be healthy to promote children’s physical and psychological health, safety, and sense of security. 

· Plan a nutritious weekly menu to foster healthy eating habits in children 

· Identify standards for creating an environment that supports the way children learn. 

· Describe the name and examples of materials for learning centers recommended for high-quality classrooms for children  

· Design secure and stimulating learning environment for the age group that they serve. 

· Identify materials for each interest center that are developmentally appropriate. 

		3

		45



		EDUC210

		OBSERVATION AND ASSESSMENT OF YOUNG CHILDREN Examines the skills and methods used to observe and assess young children in various early childhood environments. An emphasis will be placed on authentic assessment practices, the appropriate use of assessment and observation strategies to document the development, play, and learning of young children. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Indicate value of intentional observation of children 

· Utilize a learner profile to begin documentation on child progress. 

· Evaluate ways to support individual and group learning goals in the classroom 

· Analyze the appropriateness of learning experiences and content in meeting the needs and interests of individual children 

· Structure the learning environment, curriculum plans, and interactions based on observations and assessment of children 

· Evaluate ways to support individual and group learning goals in the classroom 

· Analyze the appropriateness of learning experiences and content in meeting the needs and interests of individual children 

· Structure the learning environment, curriculum plans, and interactions based on observations and assessment of children 

· Define integrated curriculum 

· Explain the connections between curriculum and assessment and the Early Learning Standards. 

· Present a weekly lesson plan based upon a theme generated from a scenario and integrate curriculum across domains and content areas. 

· Explore resources for identification of developmental delays 

· Demonstrate knowledge of the teacher’s role in implementing IFSP/IEPs

· Use strategies to adjust program setting and curriculum to meet needs of children with disabilities. 

		3

		45



		EDUC215

		CHILD, FAMILY AND COMMUNITY Students learn the significance of the family-child-school relationship, the role of parents and other caregivers, and how to work effectively with diverse families and within diverse communities. Particular emphasis will be paid to cultural, ethnic, linguistic and economic diversity; nontraditional families; and families and communities faced with special challenges such as poverty. Involvement of parents and/or other primary caregivers in children's schooling is discussed at length, including various types of informal and formal home-school communications, home visits, home-school meetings and conferences. Students learn how to develop partnerships with families, including those with children who have special developmental needs, and study the legal rights of the child, special housing concerns and social service agency support.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate knowledge and strategies to establish respectful, reciprocal relationships with the families of the children served 

· Employ a variety of methods for family engagement in the classroom/program 

· Identify how culture impacts family dynamics 

· Describe family structures 

· Support family needs as able including families of children with special needs 

· Identify key characteristics in healthy, positive communication with families 

· Use resources to strengthen skills 

· Identify ways to support families at conferences 

· Recognize family stressors 

· Explore ways to encourage families to participate in shared decision-making and goal setting for their children 

		3

		45



		ALHT121

		PEDIATRIC CPR, AED, AND FIRST AID This is a hands-on scenario-based course. The course will include a mix of video, PowerPoint and lecture paired with hands-on practice sessions. Participants will be presented with situations that they will need to practice and treat which will include review and group critique. This is a hands-on class and participants will be practicing some of the skills on their fellow classmates.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Prevent medical emergencies from occurring. 

· Describe the steps that need to be taken prior to delivering care during a medical emergency. 

· Identify the normal functions of the human body to know when the body is not functioning properly. 

· Assess a victim during a medical emergency to determine what care is needed. 

· Perform CPR on child and infant victims. 

· Use an AED on child and infant victims. 

· Manage breathing emergencies in child and infant victims. 

		1

		15



		

		TOTAL

		10

		150












SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 


SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 







SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).

















SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Appendix A

Emergency Medical Technician

O*NET-SOC CODE : 29-2042.00	RAPIDS CODE : 0730HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum of 2000 hours and a maximum of 2500 hours, supplemented by the minimum required 180 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-7.




Appendix A

WORK PROCESS SCHEDULE

[bookmark: _Toc502241294][bookmark: _Toc362336118]Emergency Medical Technician

O*NET-SOC CODE :29-2042.00	RAPIDS CODE :0730HY

       

		1. Inform medical professionals regarding patient conditions and care.

		Approximate Hours



		A. Communicate with dispatchers or treatment center personnel to provide information about situation, to arrange reception of victims, or to receive instructions for further treatment.

		125

		-

		175



		B. Observe, record, and report to physician the patient's condition or injury, the treatment provided, and reactions to drugs or treatment.

		125

		-

		175



		Total Hours

		250

		-

		350







		2. Treat medical emergencies.

		Approximate Hours



		A. Administer first aid treatment or life support care to sick or injured persons in prehospital settings.

		125

		-

		150



		B. Perform emergency diagnostic and treatment procedures, such as stomach suction, airway management, or heart monitoring, during ambulance ride.

		125

		-

		150 



		Total Hours

		250

		-

		300







		3. Analyze patient data to determine patient needs or treatment goals.

		Approximate Hours



		A. Assess nature and extent of illness or injury to establish and prioritize medical procedures.

		200

		-

		250 



		Total Hours

		200

		-

		250







		4. Collaborate with healthcare professionals to plan or provide treatment.

		Approximate Hours



		A. Coordinate work with other emergency medical team members or police or fire department personnel.

		150

		-

		200



		Total Hours

		150

		-

		200







		5. Drive vehicles to transport individuals or equipment.

		Approximate Hours



		A. Drive mobile intensive care unit to specified location, following instructions from emergency medical dispatcher.

		150

		-

		200



		Total Hours

		150

		-

		200







		6. Interact with patients to build rapport or provide emotional support.

		Approximate Hours



		A. Comfort and reassure patients.

		125

		-

		150



		Total Hours

		125

		-

		150







		7. Maintain inventory of medical supplies or equipment.

		Approximate Hours



		A. Maintain vehicles and medical and communication equipment, and replenish first aid equipment and supplies.

		125

		-

		150 



		Total Hours

		125

		-

		150







		8. Maintain medical equipment or instruments.

		Approximate Hours



		A. Maintain vehicles and medical and communication equipment, and replenish first aid equipment and supplies.

		125

		-

		150 



		Total Hours

		125

		-

		150







		9. Maintain medical or professional knowledge.

		Approximate Hours



		A. Attend training classes to maintain certification licensure, keep abreast of new developments in the field, or maintain existing knowledge.

		125

		-

		150 



		Total Hours

		125

		-

		150







		10. Monitor patient progress or responses to treatments.

		Approximate Hours



		A. Observe, record, and report to physician the patient's condition or injury, the treatment provided, and reactions to drugs or treatment.

		125

		-

		150 



		Total Hours

		125

		-

		150







		11. Position patients for treatment or examination.

		Approximate Hours



		A. Immobilize patient for placement on stretcher and ambulance transport, using backboard or other spinal immobilization device.

		125

		-

		150 



		Total Hours

		125

		-

		150







		12. Record patient medical histories.

		Approximate Hours



		A. Observe, record, and report to physician the patient's condition or injury, the treatment provided, and reactions to drugs or treatment.

		125

		-

		150 



		Total Hours

		125

		-

		150







		13. Sterilize medical equipment or instruments.

		Approximate Hours



		A. Decontaminate ambulance interior following treatment of patient with infectious disease, and report case to proper authorities.

		125

		-

		150 



		[bookmark: _Hlk132016030]Total Hours

		125

		-

		150







		Total Hours

		2000

		-

		2500












RELATED TECHNICAL INSTRUCTION

Emergency Medical Technician

O*NET-SOC CODE :29-2042.00	RAPIDS CODE :  0730HY



		Class Number

		Class Name

		Credits

		Hours



		EMTP101

		BASIC EMT The Emergency Medical Technician course serves as a vital link in the chain of the healthcare team. The EMT can recognize the nature and seriousness of the patient condition or extent of the injuries to assess requirements for emergency medical care. The EMT will administer appropriate care based on assessment findings. The EMT will lift, move, position, and otherwise handle and transport the patient to minimize discomfort and prevent further injury. 



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Recognize the nature and seriousness of the patient's condition or extent of injuries to assess requirements for emergency medical care

· Administer appropriate emergency medical care based on assessment findings of the patient's condition

· Lift, move, position and otherwise handle the patient to minimize discomfort and prevent further injury

		5

		75



		EMTP102

		ADVANCED EMERGENCY TECHNICIAN Students perform emergency patient care, basic life support and limited advanced life support in the field, transporting injured and ill patients to hospital emergency departments. They also perform care in hospital emergency departments



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate the ability to comprehend, apply and evaluate the clinical information relative to his/her role as an entry-level advanced EMT

· Demonstrate technical proficiency in all skills necessary to fulfill the role of entry-level advanced EMT

· Demonstrate personal behaviors consistent with professional and employer expectations for the entry-level advanced EMT

		4

		60



		EMTP103

		PARAMEDIC MEDICAL PRINCIPLES This course addresses the complex depth of anatomy, physiology, and pathophysiology of major human systems while also introducing the paramedic students to the topics of shock, immunology, and bleeding. 



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe basic principles and concepts related to the structure and functions of biological molecules, cells, tissues, organs, and selected systems of the human body.

· Demonstrate the proper techniques for dealing with shock, immunology and bleeding

		3

		45



		

		TOTAL

		12

		180










SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).









SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Appendix A

[bookmark: _Hlk128211932]Health Information Technician

(Existing Title:  Medical Record and Health Information Technician/Medical Coders)

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum 2000 hours and maximum 2500 hours, supplemented by the minimum required 165 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-8.




Appendix A

WORK PROCESS SCHEDULE

Health Information Technician

(Existing Title:  Medical Record and Health Information Technician/Medical Coders)

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114





		1. 
Perform clerical work in medical settings.

		Approximate Hours



		A. Release information to persons or agencies according to regulations.

		100

		-

		125



		B. Retrieve patient medical records for physicians, technicians, or other medical personnel.

		100

		-

		125



		C. Scan patients' health records into electronic formats.

		100

		-

		125



		D. Transcribe medical reports.

		100

		-

		125



		Total Hours

		400

		-

		500







		2. Code data or other information.

		Approximate Hours



		A. Identify, compile, abstract, and code patient data, using standard classification systems.

		100

		-

		125 



		Total Hours

		100

		-

		125







		3. Process healthcare paperwork.

		Approximate Hours



		A. Process and prepare business or government forms.

		100

		-

		125



		B. Process patient admission or discharge documents.

		100

		-

		125 



		C. Scan patients' health records into electronic formats.

		100

		-

		125 



		Total Hours

		300

		-

		375







		4. Classify materials according to standard systems.

		Approximate Hours



		A. Assign the patient to diagnosis-related groups (DRGs), using appropriate computer software.

		200

		-

		250 



		Total Hours

		200

		-

		250



		5. Collect medical information from patients, family member45890-s, or other medical professionals.

		Approximate Hours



		A. Identify, compile, abstract, and code patient data, using standard classification systems.

		100

		-

		125 



		Total Hours

		100

		

		125







		6. Communicate with management or other staff to resolve problems.

		Approximate Hours



		A. Resolve or clarify codes or diagnoses with conflicting, missing, or unclear information by consulting with doctors or others or by participating in the coding team's regular meetings.

		100

		-

		125 



		Total Hours

		100

		-

		125







		7. Enter patient or treatment data into computers.

		Approximate Hours



		A. Enter data, such as demographic characteristics, history and extent of disease, diagnostic procedures, or treatment into computer.

		100

		-

		125 



		Total Hours

		100

		-

		125







		8. Maintain medical facility records.

		Approximate Hours



		A. Maintain or operate a variety of health record indexes or storage and retrieval systems to collect, classify, store, or analyze information.

		100

		-

		125 



		Total Hours

		100

		-

		125







		9. Maintain medical or professional knowledge.

		Approximate Hours



		A. Consult classification manuals to locate information about disease processes.

		100

		-

		125 



		Total Hours

		100

		-

		125







		10. Maintain security.

		Approximate Hours



		A. Protect the security of medical records to ensure that confidentiality is maintained.

		100

		-

		125 



		Total Hours

		100

		-

		125







		11. Monitor medical facility activities to ensure adherence to standards or regulations.

		Approximate Hours



		A. Review records for completeness, accuracy, and compliance with regulations.

		100

		-

		125 



		Total Hours

		100

		-

		125







		12. Prepare official health documents or records.

		Approximate Hours



		A. Process and prepare business or government forms.

		100

		-

		125 



		Total Hours

		100

		-

		125







		13. Process medical billing information.

		Approximate Hours



		A. Post medical insurance billings.

		100

		-

		125 



		Total Hours

		100

		-

		125







		14. Record patient medical histories.

		Approximate Hours



		A. Compile and maintain patients' medical records to document condition and treatment and to provide data for research or cost control and care improvement efforts.

		100

		-

		125 



		[bookmark: _Hlk132016344]Total Hours

		100

		-

		125







		Total Hours

		2000

		-

		2500
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RELATED TECHNICAL INSTRUCTION

Health Information Technician

(Existing Title:  Medical Record and Health Information Technician/Medical Coders)

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114



		Class Number

		Class Name

		Credits

		Hours



		ALHT181

		MEDICAL TERMINOLOGY This course will introduce the student to: 1) medical combining forms, prefixes, suffixes, and abbreviations; 2) anatomy and physiology basics of body systems; 3) pathologies and associated signs and symptoms; 4) procedures, therapeutics, and healthcare specialties; and, 5) associated pharmacology.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the basic structure of medical words, including prefixes, suffixes, roots, combining forms, and plurals. 

· Identify medical terminology as it relates to the anatomy and physiology of the human body. 

· Describe the rules of building medical terms and a connection between the term and its relationship to anatomy and physiology

		2

		30



		HIT218

		HIT218 HEALTHCARE REIMBURSEMENT (4 CREDITS) This course covers health insurance products and managed care approaches to the financing and delivery of healthcare services. Students explore reimbursement and payment methodologies. Students examine forms, processes, practices, and the roles of health information professionals.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply policies and procedures for the use of clinical data required in reimbursement and prospective payment systems (PPS) in healthcare delivery. 

· Support accurate billing through coding, chargemaster, claims management, and bill reconciliation processes. 

· Use established guidelines to comply with reimbursement and reporting requirements such as the National Correct Coding Initiative. 

· Compile patient data and perform data quality reviews to validate code assignment and compliance with reporting requirements such as outpatient prospective payment systems.

· Apply policies and procedures to comply with the changing regulations among various payment systems for healthcare services such as Medicare, Medicaid, managed care, and so forth. 

· Monitor coding and revenue cycle processes.

		3

		45



		HIT220

		ICD-10-CM CODING Gives students in-depth instruction on key terms, code sets, conventions, and guidelines, as well updates on current codes, for ICD-10-CM.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply guidelines unique to ICD-10-CM and incorporate vocabulary and data used in health information systems. 

· Consult medical references, medical dictionaries, professional journals, and official coding references. 

· Interpret healthcare data and apply inpatient/outpatient coding guidelines to code and sequence diagnosis and procedures. 

· Assign ICD-10-CM codes.

· Apply data set definitions to select the first-listed and principal diagnoses, complications and comorbidities, secondary diagnoses, and procedures. 

· Define and assign DRGs and define major diagnostic categories, principal diagnosis, complication, and comorbidity.

		3

		45



		HIT225

		CPT/OUTPATIENT CODING This course will emphasize the American Medical Association's Current Procedural Terminology (CPT) coding system. Course work will focus on introductory outpatient coding with emphasis on evaluation and management, and surgery. Coding exercises will reference documentation guidelines and application of coding and reporting guidelines for outpatient services.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Locate and identify medical procedures, supplies, and services by translating them into CPT and HCPCS codes. 

· Demonstrate understanding of correct coding guidelines by completing coding simulations and reviews. 

· Build their information database

		3

		45



		

		TOTAL

		11

		165












SELECTION PROCEDURES

SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).













SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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APPENDIX A

HOME HEALTH AIDE
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE







Request for Modified Registered Apprenticeship Program for Home Health Aides (HHA)



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for HHAs receive an exemption to be a one-year program. The proposed program uses the Health Technology Training Institute (an accredited IHE licensed by the Pennsylvania Board of Nursing) as the related training provider. Apprentices receive 12 (180 contact hours) academic credits over a one-year period.  In addition, apprentices will be awarded another 6 credits for their work process attainment. Course work includes preparation for required certifications described below.  Apprenticeship graduates can articulate into our CNA apprenticeship program with advanced standing. This CNA apprenticeship is a direct link to our LPN apprenticeship and students who complete the CNA apprenticeship will be granted advanced standing in the LPN RAP.



In addition to these academic credits, apprentices will also be certified in First Aid/CPR, requested by employers and required by the state of Pennsylvania to perform these services.



In our collective bargaining structure, this is considered the entry-level cohort below the CNA and therefore would not exceed the requirements for a CNA in our structure.  This is the agreement we have with over 50 health care providers in our region and the structure we encourage with other partners. 



[image: ]                                                                                                                                                                                                                                                                                                                           [image: ]



We believe that we offer sufficient instruction and experiences to maximize the future career prospects of HHA apprentices and meet the needs of employers as well as state requirements
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Appendix A

Home Health Aide

O*NET-SOC CODE : 31-1121.00	RAPIDS CODE : 1086HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum of 2000 hours and maximum 2500 hours, supplemented by the minimum required 180 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-10.






Appendix A

WORK PROCESS SCHEDULE

Home Health Aide

O*NET-SOC CODE :31-1121.00	RAPIDS CODE :  1086HY



		1. 
Maintain medical records.

		Approximate Hours



		A. Maintain records of patient care, condition, progress, or problems to report and discuss observations with supervisor or case manager.

		200

		-

		250



		Total Hours

		200

		-

		250







		2.  Assist patients with daily activities.

		Approximate Hours



		A. Provide patients with help moving in and out of beds, baths, wheelchairs, or automobiles and with dressing and grooming.

		75

		-

		100



		B. Bathe patients.

		75

		-

		85 



		C. Care for patients by changing bed linens, washing and ironing laundry, cleaning, or assisting with their personal care.

		75

		-

		90



		D. Care for children who are disabled or who have sick or disabled parents.

		75

		-

		100



		Total Hours

		300

		-

		375







		3. Give medications or immunizations.

		Approximate Hours



		A. Administer prescribed oral medications, under the written direction of physician or as directed by home care nurse or aide, and ensure patients take their medicine.

		200

		-

		250 



		Total Hours

		200

		-

		250







		4. Engage patients in exercises or activities.

		Approximate Hours



		A. Entertain, converse with, or read aloud to patients to keep them mentally healthy and alert.

		150

		-

		175



		B. Direct patients in simple prescribed exercises or in the use of braces or artificial limbs.

		150

		-

		200



		Total Hours

		300

		-

		375







		5. Feed patients.

		Approximate Hours



		A. Plan, purchase, prepare, or serve meals to patients or other family members, according to prescribed diets.

		100

		-

		125



		Total Hours

		100

		-

		125







		6. Teach basic living or other adaptive skills to patients or caregivers.

		Approximate Hours



		A. Provide patients and families with emotional support and instruction in areas such as caring for infants, preparing healthy meals, living independently, or adapting to disability or illness.

		200

		-

		250 



		Total Hours

		200

		-

		250







		7. Accompany patients or clients on outings to provide assistance.

		Approximate Hours



		A. Perform a variety of duties as requested by client, such as obtaining household supplies or running errands.

		100

		-

		125 



		B. Accompany clients to doctors' offices or on other trips outside the home, providing transportation, assistance, and companionship.

		100

		-

		125 



		Total Hours

		200

		-

		250







		8. Apply bandages, dressings, or splints.

		Approximate Hours



		A. Change dressings.

		200

		-

		250 



		Total Hours

		200

		-

		250







		9. Assess physical conditions of patients to aid in diagnosis or treatment.

		Approximate Hours



		A. Check patients' pulse, temperature, and respiration.

		100

		-

		125



		Total Hours

		100

		-

		125







		10. Administer therapy treatments to patients using hands or physical treatment aids.

		Approximate Hours



		A. Massage patients or apply preparations or treatments, such as liniment, alcohol rubs, or heat-lamp stimulation.

		200

		-

		250 



		[bookmark: _Hlk132016894]Total Hours

		200

		-

		250







		Total Hours

		2000

		-

		2500
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RELATED TECHNICAL INSTRUCTION

Home Health Aide

O*NET-SOC CODE :31-1121.00	RAPIDS CODE :  1086HY



		Class Number

		Class Name

		Credits

		Hours



		ALHT150

		INTRODUCTION TO HOME HEALTHCARE Home healthcare aides help elderly disabled and ill persons in their own homes instead of being in a healthcare facility. This course focuses on anatomy, stages of human development, preventing the spread of infectious disease, special client needs, transfers and ambulation, safety and body mechanics, maternal and infant care, and much more.



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define the role and function of the home health care worker and describes the legal limitations of being a home health care worker.

· Define the responsibilities of the home health care worker as a member of the health care team in an acute care, acute rehab, hospice, home health or LTC environment.

· Differentiate between hospitals, long term care facilities, and home health agencies as to their purposes and home health care worker expectations. 

· Identify the chain of command in the organizational structure of the health care agency.

· Maintain acceptable personal hygiene and appropriate dress practices.

· Explain the importance of punctuality and commitment on the job.

· Describe the role in maintaining service excellence value.

· Demonstrate effective management of multiple tasks and prioritizing work activities.

· Explain the responsibility to identify, prevent and report abuse, exploitation and neglect as found in the law.

· Identify both physical and psychological indicators of stress in self and others, as well as identifying stress reduction techniques.

· Demonstrate effective interpersonal conflict management skills.

· Identify ways to help others manage anger and difficult work situations.

· Explain the responsibility of the home health care worker to report abuse to public authorities as legislated.

		3

		45



		ALHT102

		[bookmark: _Hlk24747725]COMMUNICATION SKILLS FOR HEALTHCARE WORKERS A lack of proper communication skills can cause misunderstandings and even endanger the patient’s safety. Therefore, it is important for all Nurse Aides to enhance their communication abilities to enable proper care for the patient. Good communication is an important characteristic for Nurse Aides to perform their daily duties. Nurse Aides should be able to express themselves clearly when communicating with the patient, co-workers, supervisors and other people in the healthcare field. This not only ensures patient safety but also builds a good working relationship with the team members. Good communication skills include active listening and accurately documenting/reporting the patient’s status.



COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to

· Demonstrates abuse free verbal and non-verbal communication in keeping with the NA’s role with clients and their families.

· Observes by using the senses of sight, feel, touch and smell to report client behavior to the licensed professional.

· Documents Observations using appropriate terms that are specific to the work environment.

· Explains the importance of reporting observations and measurements to the licensed Professional.

· Explains the importance of maintaining the client’s record.

· Demonstrates effective communication skills with supervisors and staff.

· Communicates thoughts, feelings and ideas to justify decisions or support positions on workplace issues.

· Demonstrates speaking, reading, writing and social skills that supports effective participation as a team member.

· Demonstrates actions for asking appropriate questions to clarify meanings, understand outcomes or solve problems.

· Explain the concept of diversity and why it is important.

· Describe cultural diversity and how the nurse aide manages cultural differences among people.

· Demonstrates support for differences among clients and people.

· Identify elements of one’s own cultural formation and their potential impact in nursing practice.

· Use effective communication skills to promote clients’ well-being.

· Communicate in a respectful adult manner in accordance with the client’s stage of development and cultural background

		1

		15



		ALHT104

		PRINCIPLES OF NUTRITION & BASIC EMERGENCY PROCEDURES This is an introductory course in food and nutrition and chemical composition of the essential nutrients, and how they are processed and utilized in the body are discussed. An emergency is a situation that arises suddenly and requires immediate action to keep a person safe. Emergencies can be medical in nature, involving an acute illness or injury that requires immediate attention to prevent the person from dying or experiencing permanent long-term effects. Emergencies can also be environmental, involving changes to a person’s environment that affect the person’s health and safety. Examples of environmental emergencies include ﬁres, weather emergencies (such as snow storms, tornadoes and hurricanes) and 

disasters (severe events that cause widespread damage and destruction, affecting many people and disrupting normal functioning of the community). As a nurse aide, you must know how to respond in the event of an emergency to keep the people in your care safe.



COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· List general principles of basic nutrition

· Demonstrate knowledge and understanding of modified diets

· Read the instruction for special diets

· Serve prepared food as instructed

· Document meal completion

· Report Changes in the client’s meal consumption to the proper professional

· Describe factors that promote safety, comfort and client’s rights when assisting clients with nutritional and dietary needs

· Practice feeding and positioning methods that prevent aspiration

· Identify cultural and faith based practice variations in diet

· Use proper body mechanics

· Follow safety and emergency procedures

· Identify safety measures that prevent accidents to clients

· Demonstrate proper use of safety devices

· Identify signs of choking and obstructed airways

· Manage foreign body airway obstruction

· Call for help when encountering convulsive disorders, loss of consciousness, shock and hemorrhage

· Assist client within nurse aide scope of work practice until professional help arrives

· Follow disaster procedures

· Report emergencies accurately and immediately

· Identify Potential Fire Hazards

· Follow appropriate guidelines for the use of restraints, safety devices and emergency procedures to provide abuse-free quality care

		1

		15



		ALHT109

		PERSONAL CARE SKILLS I This course will cover how to care for and assist clients with cognitive impairments, such as Alzheimer’s or mental illness; by helping clients with tasks related to hygiene.



COURSE OBJECTIVES: Upon successful completion of this course, the apprentice will be able to:

· Shampoo and groom hair

· Assist the client with shaving

· Assist the client with mouth care

· Administer mouth care for the unconscious client

· Demonstrates denture care

· Feed clients according to regulations

· Distribute nourishment and water

· Assist the client going to the bathroom

· Assists the client in using bedside commode, urinal, bedpan

		3

		45



		ALHT120

		CPR/FIRST AID Prepares students to perform first aid and CPR in a variety of circumstances.  Students receive certification from the American Red Cross.



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Prevent medical emergencies from occurring. 

· Describe the steps that need to be taken prior to delivering care during a medical emergency. 

· Identify the normal functions of the human body to know when the body is not functioning properly. 

· Assess a victim during a medical emergency to determine what care is needed. 

· Perform CPR on adult, child, and infant victims. 

· Use an AED on adult, child and infant victims. 

· Manage breathing emergencies in adult, child, and infant victims. 

· Manage soft tissue injuries and bleeding. 

· Manage musculoskeletal injuries. 

		2

		30



		ALHT151

		MEDICAL ETHICS Prepares students to display professionalism and perform within ethical and legal boundaries in the healthcare setting.



COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe how the ethical principles/virtues of autonomy, justice, trust, and caring apply to the delivery of health care

· Recognize the importance of and bring to bear ethical principles, virtues, values and theory in professional activities

· Apply an ethical decision-making process to various contemporary and complex health care issues

		2

		30



		

		TOTAL

		12

		180














SELECTION PROCEDURES

SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 


SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).






SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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APPENDIX A

LICENSED PRACTICAL NURSE
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE







Request for Extended Registered Apprenticeship Program for Licensed Practical Nursing (LPN)



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for LPNs receive an exemption to be a two-year program. The proposed program uses the Health Technology Training Institute (an accredited IHE licensed by the Pennsylvania Board of Nursing) as the related training provider. Apprentices receive 44 (660 contact hours) academic credits over a two-year period.  In addition, apprentices will be awarded another 12 credits for their work process attainment. Course work includes preparation for required certifications described below.  Apprenticeship graduates can articulate into an associate’s degree program, which requires an additional 12 hours in general studies for completion. LPN graduates can articulate into available RN programs should they choose to do so.

The LPN apprenticeship is licensed by the Pennsylvania Board of Nursing which requires all of the coursework provided in Appendix A-2.  In order to complete these classes as an apprentice, we are required to spread the RTI over 2 years.  

Through coursework and work processes, LPN apprentices are exposed to the full range of nursing experiences from behavioral health to medical/surgical, gerontology, to obstetrics.  We believe this provides the apprentice with numerous options for employment.

We believe that the LPN RAP maximizes the future career prospects of apprentices and meets the needs of employers as well as state licensure requirements.
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Appendix A

Licensed Practical Nurse

O*NET-SOC CODE : 29-2061.00	RAPIDS CODE : 0837HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½ - 2 years with an OJL attainment of minimum of 3000 hours and a maximum of 4000 hours, supplemented by the minimum required 660 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-17.




Appendix A

WORK PROCESS SCHEDULE

Licensed Practical Nurse

O*NET-SOC CODE : 29-2061.00	RAPIDS CODE : 0837HY





		1. Record patient medical histories.

		Approximate Hours



		A. Observe patients, charting and reporting changes in patients' conditions, such as adverse reactions to medication or treatment, and taking any necessary action.

		75

		-

		100 



		B. Measure and record patients' vital signs, such as height, weight, temperature, blood pressure, pulse, or respiration.

		75

		-

		100 



		C. Administer prescribed medications or start intravenous fluids, noting times and amounts on patients' charts.

		75

		-

		150 



		D. Record food and fluid intake and output.

		75

		-

		150 



		Total Hours

		300

		-

		500







		2. Monitor patient conditions during treatments, procedures, or activities.

		Approximate Hours



		A. Observe patients, charting and reporting changes in patients' conditions, such as adverse reactions to medication or treatment, and taking any necessary action.

		75

		-

		100 



		Total Hours

		75

		-

		100







		3. Measure the physical or physiological attributes of patients.

		Approximate Hours



		A. Measure and record patients' vital signs, such as height, weight, temperature, blood pressure, pulse, or respiration.

		75

		-

		100 



		Total Hours

		75

		-

		100







		4. Administer basic health care or medical treatments.

		Approximate Hours



		A. Provide basic patient care or treatments, such as taking temperatures or blood pressures, dressing wounds, treating bedsores, giving enemas or douches, rubbing with alcohol, massaging, or performing catheterizations.

		125

		-

		150



		Total Hours

		125

		-

		150







		5. Administer intravenous medications.

		Approximate Hours



		A. Administer prescribed medications or start intravenous fluids, noting times and amounts on patients' charts.

		125

		-

		150 



		Total Hours

		125

		-

		150







		6. Apply bandages, dressings, or splints.

		Approximate Hours



		A. Provide basic patient care or treatments, such as taking temperatures or blood pressures, dressing wounds, treating bedsores, giving enemas or douches, rubbing with alcohol, massaging, or performing catheterizations.

		75

		-

		100 



		Total Hours

		75

		-

		100







		7. Assist patients with hygiene or daily living activities.

		Approximate Hours



		A. Help patients with bathing, dressing, maintaining personal hygiene, moving in bed, or standing and walking.

		125

		-

		150 



		B. Provide medical treatment or personal care to patients in private home settings, such as cooking, keeping rooms orderly, seeing that patients are comfortable and in good spirits, or instructing family members in simple nursing tasks.

		125

		-

		150 



		Total Hours

		250

		-

		300







		8. Supervise patient care personnel.

		Approximate Hours



		A. Supervise nurses' aides or assistants.

		75

		-

		100 



		Total Hours

		75

		-

		100







		9. Train patients, family members, or caregivers in techniques for managing disabilities or illnesses.

		Approximate Hours



		A. Provide medical treatment or personal care to patients in private home settings, such as cooking, keeping rooms orderly, seeing that patients are comfortable and in good spirits, or instructing family members in simple nursing tasks.

		75

		-

		100 



		Total Hours

		75

		-

		100







		10. Collaborate with healthcare professionals to plan or provide treatment.

		Approximate Hours



		A. Evaluate nursing intervention outcomes, conferring with other healthcare team members as necessary.

		125

		-

		150 



		B. Work as part of a healthcare team to assess patient needs, plan and modify care, and implement interventions.

		125

		-

		150 



		Total Hours

		250

		-

		300







		11. Analyze quantitative data to determine effectiveness of treatments or therapies.

		Approximate Hours



		A. Evaluate nursing intervention outcomes, conferring with other healthcare team members as necessary.

		75

		-

		100 



		Total Hours

		75

		-

		100







		12. Sterilize medical equipment or instruments.

		Approximate Hours



		A. Sterilize equipment and supplies, using germicides, sterilizer, or autoclave.

		75

		-

		100 



		Total Hours

		75

		-

		100







		13. Prepare medical supplies or equipment for use.

		Approximate Hours



		A. Assemble and use equipment, such as catheters, tracheotomy tubes, or oxygen suppliers.

		150

		-

		200 



		B. Set up equipment and prepare medical treatment rooms.

		150

		-

		200 



		Total Hours

		300

		-

		400







		14. Operate diagnostic or therapeutic medical instruments or equipment.

		Approximate Hours



		A. Assemble and use equipment, such as catheters, tracheotomy tubes, or oxygen suppliers.

		75

		-

		100 



		Total Hours

		75

		-

		100









		15. Maintain medical facility records.

		Approximate Hours



		A. Make appointments, keep records, or perform other clerical duties in doctors' offices or clinics.

		75

		-

		100 



		Total Hours

		75

		-

		100







		16. Perform clerical work in medical settings.

		Approximate Hours



		A. Make appointments, keep records, or perform other clerical duties in doctors' offices or clinics.

		75

		-

		100 



		Total Hours

		75

		-

		100







		17. Schedule patient procedures or appointments.

		Approximate Hours



		A. Make appointments, keep records, or perform other clerical duties in doctors' offices or clinics.

		75

		-

		100 



		Total Hours

		75

		-

		100







		18. Collect biological specimens from patients.

		Approximate Hours



		A. Collect samples, such as blood, urine, or sputum from patients, and perform routine laboratory tests on samples.

		75

		-

		100 



		Total Hours

		75

		-

		100







		19. Test biological specimens to gather information about patient conditions.

		Approximate Hours



		A. Collect samples, such as blood, urine, or sputum from patients, and perform routine laboratory tests on samples.

		150

		-

		200 



		Total Hours

		150

		-

		200







		20. Manage preparation of special meals or diets.

		Approximate Hours



		A. Prepare or examine food trays for conformance to prescribed diet.

		75

		-

		100 



		Total Hours

		75

		-

		100









		21. Explain medical procedures or test results to patients or family members.

		Approximate Hours



		A. Prepare patients for examinations, tests, or treatments and explain procedures.

		75

		-

		100 



		Total Hours

		75

		-

		100







		22. Prepare patients physically for medical procedures.

		Approximate Hours



		A. Prepare patients for examinations, tests, or treatments and explain procedures.

		75

		-

		100 



		Total Hours

		75

		-

		100







		23. Treat patients using physical therapy techniques.

		Approximate Hours



		A. Apply compresses, ice bags, or hot water bottles.

		75

		-

		100 



		Total Hours

		75

		-

		100







		24. Clean medical equipment or facilities.

		Approximate Hours



		A. Clean rooms and make beds.

		75

		-

		100 



		Total Hours

		75

		-

		100







		25. Maintain inventory of medical supplies or equipment.

		Approximate Hours



		A. Inventory and requisition supplies and instruments.

		75

		-

		100 



		Total Hours

		75

		-

		100







		26. Order medical supplies or equipment.

		Approximate Hours



		A. Inventory and requisition supplies and instruments.

		75

		-

		100 



		Total Hours

		75

		-

		100







		27. Assist healthcare practitioners during examinations or treatments.

		Approximate Hours



		A. Assist in delivery, care, or feeding of infants.

		75

		-

		100 



		Total Hours

		75

		-

		100







		Total Hours

		3000

		-

		4000





Appendix A

RELATED TECHNICAL INSTRUCTION

Licensed Practical Nurse

O*NET-SOC CODE : 29-2061.00	RAPIDS CODE :  0837HY



		Class Number

		Class Name

		Credits

		Hours



		SCIE240

		ANATOMY AND PHYSIOLOGY I This course includes an overview of the normal structure and function of the human body. Basic principles of chemistry and microbiology are also incorporated. Detailed study cells, tissues, and selected systems within the human body are included.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the microscopic and gross anatomy of selected organs and systems from laboratory dissection of animal organs and systems, interactive labs, and lab demonstrations. 

· Define the macroscopic and microscopic structure and function of the human body systems.

· Describe the systems and mechanisms involved in maintaining a state of human health. 

· Use terminology key to the fields of anatomy and physiology. 

· Correlate the relationships of the body systems as they work together.

		3

		45



		PSYC100

		PSYCHOLOGY This course provides an introduction to behavioral psychology in which the basic principles of human behavior are explored; emphasis is placed on concepts of personality structure, psychosocial growth and development, the learning process, and therapeutic communication skills. Basic concepts of abnormal psychology as well as methods of treatment are explored.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

• Identify basic concepts and research findings, and give examples of psychology's integrative themes. 

• Draw appropriate, logical, and objective conclusions about behavior and mental processes from empirical evidence. 

• Evaluate misconceptions or erroneous behavioral claims based on evidence from psychological science. 

• Describe ethical principles that guide psychologists in research and therapy

		3

		45



		LPN102

		FUNDAMENTALS OF NURSING This course is an introduction to the fundamental skills of nursing practice. The student will learn to recognize patient needs and perform related skills progressing from the simple to the complex. Procedure demonstrations return demonstrations and skills practice provide opportunities for students to become proficient. The nursing process and critical thinking skills are introduced as important tools for effective nurse-patient interaction. With faculty guidance, the student will have the opportunity to utilize newly acquired nursing skills in the acute and/or extended care clinical setting as a beginning member of the health care team.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe all components of the nursing process including assessment, diagnosis, planning, implementation, and evaluation. 

· Describe the hierarchy of human needs and how to prioritize patient care. 

· Associate the nursing process and critical thinking skills in the delivery of safe, quality, and patient-centered nursing care. 

· Illustrate the principles of medical and surgical asepsis to prevent and/or control the spread of infection. 

· Demonstrate basic nursing skills that are based on patient values, clinical expertise, and current evidence and research. Demonstrate therapeutic communication, cultural sensitivity, and respect while providing individualized care to all patients and their families. 

· Utilize an electronic health record to plan and document patient care. 

· Demonstrate effective communication with the interdisciplinary healthcare team to plan and implement holistic care that meets the individualized needs of the patient and their families. 

· Describe the scope of practice of the licensed practical nurse in the state in which the LPN will be practicing. 

· Detail the importance of professionalism, leadership, patient advocacy, and continual education in the field of nursing.

		3

		45



		LPN103

		NURSING ISSUES The Nursing Issues course shows the evolution of practical nursing in the health care delivery system. It includes concepts of personal and community health development, a study of the philosophy of nursing, and the ethical and legal responsibilities of practical nurses. Topics may also include cultural competence, spiritual care needs, the health care team and the health care delivery system. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe historical and contemporary trends and issues in nursing and their impact on the practice of nursing within a multicultural global environment.

· Describe the scope of nursing practice, as articulated in ethical, legal, and professional documents  (e.g. Scope and Standards of Nursing Practice, Nursing Codes of Ethics, Nurse Practice Acts, and Nursing Process).

· Examine the culture of professional nursing including values, beliefs, behaviors, attitudes and professional nursing organizations.

· Employ theoretical foundations of nursing, including selected nursing theories and theories from other disciplines that support nursing knowledge and evidence-based practice.

· Examine one’s own beliefs, values, biases, health and risks as they relate to personal health and professional practice and the ability to provide quality care to diverse populations.

· Compare and contrast the roles, functions, and perspectives of the nurse professional with other care professionals on the healthcare team.

· Discuss the inter- and intra-professional communication, collaborative and advocacy skills needed to deliver patient-centered nursing care.

· Explore the delivery of nursing and health care in the United States and globally.

· Differentiate technologies that assist the nurse to deliver safe, quality care, including search and retrieval information, telecommunications, patient care, decision making and clinical information systems (CIS).

		3

		45



		LPN104

		PRINCIPLES OF PHARMACOLOGY AND DOSAGE CALCULATIONS This is an introduction to pharmacological mathematics including a basic arithmetic review and an introduction to metric and apothecary systems. Students are introduced to routes of administration of medications and medication dispensing systems as well as documentation strategies. Students will learn principles for determining medication dosages and will be introduced to calculation of intravenous flow rates. With faculty guidance, the student will have the opportunity to utilize newly acquired nursing skills in the acute and/or extended care clinical setting as a beginning member of the health care team.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe Pharmacy and Medical Math concepts

· Master percentages in relation to dosage calculation

· Conduct pediatric and adult dosage calculation

· Dilute drugs using alligation method or dilution formula for pediatric dosing and special cases or patient population that needs dosing adjustment

· Explain the Math behind IV infusion

· Avoid medication errors brought about by calculation error

		3

		45



		SCIE250

		ANATOMY AND PHYSIOLOGY II This course is a continuation of Anatomy and Physiology I. It includes a study of the structure and function of the cardiovascular, respiratory, gastrointestinal, nervous, sensory, digestive, urinary, reproductive, and endocrine systems. Normal interrelationships between body systems as well as fluid, electrolyte and acid-base balance are explored. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Use anatomical terminology to identify and describe locations of major organs of each system covered. 

· Explain interrelationships among molecular, cellular, tissue and organ functions in each system. 

· Describe the interdependency and interactions of the systems. 

· Explain contributions of organs and systems to the maintenance of homeostasis. 

· Identify causes and effects of homeostatic imbalances. 

· Describe modern technology and tools used to study anatomy and physiology.

		3

		45



		LPN201

		MEDICAL/SURGICAL NURSING I This course progresses from Fundamentals of Nursing and provides information necessary for the student to apply the biological and behavioral sciences and the nursing process to meet the needs of the adult patient with a cardiovascular, respiratory, gastrointestinal, genitourinary, or reproductive disease or disorder. An introduction to trends in health care, predisposing and direct causes of illness, the body’s physical defenses against illness, pain and comfort, immobilization, and infection are included in this course of study. The student will have the opportunity to apply didactic information in the clinical setting as a beginning member of the health care team.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the various disease processes and how they affect different body systems. 

· Identify and plan individual nursing care based on the nursing process. 

· Demonstrate and continue to develop leadership and management skills. 

· Identify the issues and trends that are affecting the medical-surgical nurse. 

· Identify assessment skills and the application of the nursing process in clinical practice. 

· Identify the psychosocial aspects that affect a patient’s reaction to illness. 

· Identify aspects of the care of surgical patients. 

· Identify the nursing care for patients with chronic illness, including those in extended-care facility. 

· Identify ways to prevent infection in all patients and the nursing care involved in treating the patient who does experience an infection.

		3

		45



		LPN202

		PHARMACOLOGY I This course introduces the science of pharmacology. Principles of medication administration with more emphasis on precision than was covered during Level I is primary. Major classes of therapeutically relevant drugs grouped according to body systems with a focus on action, uses, adverse reactions, drug interactions, nursing implications and patient teaching are included. Calculating and regulating intravenous and tube feeding rates are included. The nursing process will be used as a focus for nursing implications and patient/family teaching concerns. Clinical lab practice and field experience will enable students to develop knowledge and skill in giving medications efficiently and effectively.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the general principles of pharmacotherapeutics, pharmacokinetics, pharmacodynamics, and pharmacogenetics/genomics in wellness promotion and illness prevention and treatment.

· Describe principles of safe administration of medications.

· Contrast the principles of pharmacotherapeutics across the lifespan including the effects of race, gender and, ethnicity.

· Investigate technologies and systems used for medication administration.

· Discuss legal and ethical parameters of medication administration.

		2

		30



		SOCI100

		SOCIOLOGY The Sociology course provides an analysis of the social nature of people as individuals, as members of the family unit, and as members of society. Social problems related to health care are presented and community resources outlined.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply the sociological imagination to a variety of contemporary social phenomena

· Describe the historical development of Sociology as a separate social sciences discipline

· Distinguish among various research methods 

· Identify, compare, and apply primary sociological perspectives

· Explain and apply key sociological concepts

· Describe the basic dimensions of social inequality & social change in historical and contemporary society

· Assess the social forces & organizational structures shaping individual & group behavior in contemporary society.

		2

		30



		LPN204

		NUTRITION ESSENTIALS This course is an introduction to basic principles of nutrition and diet therapy. Students learn to view nutrition as a fundamental aspect of their own health as well as recognizing that it is essential for the health and well-being of patients. Students acquire knowledge regarding basic nutrition and the role it plays in a maintaining wellness. Principles of digestion and absorption, the function of nutrients, lifecycle nutritive needs, disease prevention, diet modifications, and weight control are included. The nursing process is used as an important tool for assessing nutritional status and diagnosing and planning care for a variety of nutritional problems throughout the life cycle. With faculty guidance, the student will have the opportunity to utilize newly acquired knowledge in varied clinical settings.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define scientific terms used in nutrition science. 

· Identify the basic principles and concepts of nutritional science. 

· Discuss the relationship between food, nutrition and health. 

· Identify nutrients in food which are essential to health and well-being. 

· Discuss nutritional assessment. 

· Identify nutrition throughout life cycle (pregnancy, infancy ). 

· Discuss the problem of obesity ,under nutrition and eating disorders. 

· Describe the therapeutic diet for certain diseases

		2

		30



		LPN300

		MEDICAL/SURGICAL NURSING II This course is a continuation of Introduction to Medical/Surgical Nursing I and provides information necessary for the student to apply the biological and behavioral sciences and the nursing process. Pathophysiology, etiology, incidence, nursing assessment, medical, surgical pharmacological, dietary, and nursing interventions for common illnesses will be presented. The student will have the opportunity to apply didactic information in the clinical setting.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the various disease processes and how they affect different body systems. 

· Identify and plan individual nursing care based on the nursing process. 

· Demonstrate and continue to develop leadership and management skills. 

· Identify the issues and trends that are affecting the medical-surgical nurse.

· Identify assessment skills and the application of the nursing process in clinical practice. 

· Identify the psychosocial aspects that affect a patient’s reaction to illness. 

· Identify aspects of the care of surgical patients. 8. Identify aspects of the care of patients with disorders of the respiratory system. 

· Identify the nursing care for patient with disorders of the gastrointestinal system. 

· Identify the nursing care for patients with disorders of the gallbladder and pancreas.

		5

		75



		LPN301

		MENTAL HEALTH NURSING This course provides students with an opportunity to recognize and respond to mental health issues. Basic principles of human behavior are explored; concepts of personality structure, psychosocial growth and development, the learning process, and therapeutic communication skills introduced in general psychology are expanded. Basic concepts of abnormal psychology as well as methods of treatment are explored. Threats to mental health and selected psychological disorders and their treatment modalities, including psychopharmacology, are covered. The nursing process in mental health is incorporated through acute and long-term in-patient and outpatient clinical settings.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Analyze selected nursing and psychological theories used in psychiatric/mental health settings. 

· Describe the legal, economic, sociocultural, and ethical issues impacting the psychiatric/mental health delivery system and apply them in the clinical setting. 

· Define clinical modalities and psychiatric terminology as it relates to psychiatric/mental health nursing practice.

· Utilize principles of Evidence-Based Practice in psychiatric mental health nursing. 

· Compare and contrast the difference in mental illnesses in clients in urban and rural geographic areas. 

· Identify barriers to care for patients with psychiatric illnesses.

		2

		30



		LPN302

		PHARMACOLOGY II Major classes of therapeutically relevant drugs grouped according to body systems with a focus on action, uses, adverse reactions, drug interactions, nursing implications and patient teaching continues. Additionally, students will learn the basic concepts of intravenous therapy including selection of equipment, starting intravenous therapy, and solving problems related to the flow of fluids or medications. Students will also learn how to withdraw blood samples. Experience in these skills will be provided in the nursing laboratory.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify side effects, adverse drug reactions, drug-drug, and drug-nutrient interactions of selected drugs covered in this course 

· Describe major classifications and actions of selected drugs used in current treatment of diseases 

· Provide patient teaching regarding drug therapy that reflects rural access, developmental stage, age, culture, and spirituality 

· Apply principles of normal anatomy and physiology of human body systems to the pathophysiologic processes of prescribed health problems 

· Identify concepts, principles, and responses related to pathophysiologic processes that result in disease 

· Discuss clinical manifestations of selected disease processes and health problems 

· Discuss the nurse’s role and responsibility for assessment of individuals experiencing health problems that result in pathophysiologic alterations

		2

		30



		LPN400

		GERONTOLOGY This course introduces the student to geriatric nursing and it’s growing importance in today’s society. It places emphasis on aging as a normal process. The role of the practical nurse in health maintenance and in the care of the residents in long-term care facilities will be addressed. The student will have clinical experience in a facility or agency that primarily provides services to older people. Students will be given opportunities to function in leadership positions in the long-term care facilities.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Incorporate professional attitudes, values, and expectations about physical and mental aging in the provision of patient-centered care for older adults and their families. 

· Assess the living environment as it relates to functional, physical, cognitive, psychological, and social needs of older adults. 

· Intervene to assist diverse older adults and their support network to achieve personal goals, including functional, physical, and mental wellness based on the availability of community resources/programs. 

· Compare models of care that promote safe, quality physical and mental health care for older adults. 

· Integrate relevant theories and concepts included in a liberal education into the delivery of patient-centered care for older adults.

		2

		30



		LPN401

		NURSING OF THE CHILDBEARING FAMILY This course encompasses family-centered nursing care with a focus on fetal development, the pre-, peri-, and postnatal periods, and growth and development from birth through adolescence. Emphasis is placed on wellness with consideration given to deviations from the normal. Preventative as well as restorative nursing care will be stressed. The student will be given the opportunity to utilize this knowledge in selected clinical settings.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Use critical thinking skills to differentiate trends in care of the childbearing family 

· Use the nursing process to provide quality nursing care of the infant and their families 

· Apply therapeutic interventions to promote, maintain and restore the health of infants and childbearing families

· Utilize standards of practice to provide cultural specific care to infants and their families 

· Utilize therapeutic communication techniques appropriate to learning and developmental needs of childbearing families Utilize evidence based practice to assist the child bearing family to achieve optimal health

· Demonstrate understanding of professional ethics and principles in clinical practice

		2

		30



		LPN402

		NURSING OF CHILDREN This course is an overview of the role of the practical nurse in pediatric nursing. It provides students with an opportunity to use the nursing process in the delivery of nursing care to the pediatric patient incorporating knowledge of common elements of nursing and growth and development throughout the stages of childhood. The student will gain a basic knowledge and beginning skill in the promotion of health in the well child as well as specific nursing interventions used for the ill child. The student will be given the opportunity to apply this knowledge in selected clinical settings.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the steps of a focused health assessment on children and identify deviations from normal.

· Describe the role of the nurse as a member of the health care team and advocate while providing patient-centered care to children. 

· Apply knowledge of pharmacology, pathophysiology, and nutrition, as well as evidence based practice, to the care of children. 

· Describe how verbal and nonverbal communication promotes therapeutic relationships with children and their families, as well as professional relationships with members of the health care team. 

· Identify technologies and evidence-based literature that support clinical decision making and impact patient care. 

· Identify health education needs of children and their families, as well as strategies used to reinforce education. 

· Discuss organizational, time management, and priority-setting skills used when providing care to children. 

· Identify patient care needs related to safety and delivery of quality care. 

· Describe ethical and legal standards as well as professional accountability in the delivery of care to children and their families.

		2

		30



		LPN403

		NURSING MANAGEMENT This course is an overview of the role of the practical nurse in a leadership or management position. It provides students with an opportunity to learn requisite skills needed as first line leaders (charge nurses) in directing and supervising other health care providers in extended care facilities. The student will be given the opportunity to practice these skills and apply this knowledge in the long-term care clinical setting. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Analyze the impact of nurse managers as change agents on nurse-driven quality indicators and on healthcare policy at the local and national levels. 

· Identify organizational variables that impact professional nurse practice, including the evaluation of patient care and delivery systems. 

· Relate the principles and barriers to scientific inquiry while researching implementation of evidence-based practice at the bedside. 

· Describe the importance of nursing informatics and healthcare technology and their impact on nursing practice, education, and research 

· Explain the influence the nurse manager has on the healthcare finances (unit, hospital, local, and national levels) 

· Explain conflict resolution, negotiation, and collaborative care teams and their impact on patient care quality 

		2

		30



		

		TOTAL

		44

		660










SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).




SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Appendix A

Medical Assistant

O*NET-SOC CODE : 31-9092.00	RAPIDS CODE : 1085HY

1. APPRENTICESHIP APPROACH

☒ Time-based	☐ Competency-based	☐ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½ -2 years with an OJL attainment of minimum 3000 hour to a maximum 4000 hours, supplemented by the minimum required 405 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-12.








Appendix A

WORK PROCESS SCHEDULE

Medical Assistant

O*NET-SOC CODE : 31-9092.00	RAPIDS CODE : 1085HY



		1. Assess physical conditions of patients to aid in diagnosis or treatment.

		Approximate Hours



		A. Interview patients to obtain medical information and measure their vital signs, weight, and height.

		200 

		-

		250



		Total Hours

		200

		-

		250







		2. Clean medical equipment.

		Approximate Hours



		A. Clean and sterilize instruments and dispose of contaminated supplies.

		150 

		-

		175



		Total Hours

		150

		-

		175







		3. Dispose of biomedical waste in accordance with standards.

		Approximate Hours



		A. Clean and sterilize instruments and dispose of contaminated supplies.

		150 

		-

		175



		Total Hours

		150

		-

		175







		4. Interview patients to gather medical information.

		Approximate Hours



		A. Interview patients to obtain medical information and measure their vital signs, weight, and height.

		200 

		-

		250



		Total Hours

		200

		-

		250







		5. Record vital statistics or other health information.

		Approximate Hours



		A. Record patients' medical history, vital statistics, or information such as test results in medical records.

		150 

		-

		200



		B. Collect blood, tissue, or other laboratory specimens, log the specimens, and prepare them for testing.

		150 

		-

		200



		Total Hours

		300

		-

		400







		6. Explain technical medical information to patients.

		Approximate Hours



		A. Explain treatment procedures, medications, diets, or physicians' instructions to patients.

		200 

		-

		250



		Total Hours

		200

		-

		250







		7. Clean patient rooms or patient treatment rooms.

		Approximate Hours



		A. Prepare treatment rooms for patient examinations, keeping the rooms neat and clean.

		100 

		-

		150



		Total Hours

		100

		-

		150







		8. Collect biological specimens from patients.

		Approximate Hours



		A. Collect blood, tissue, or other laboratory specimens, log the specimens, and prepare them for testing.

		200 

		-

		250



		Total Hours

		200

		-

		250







		9. Prepare patient treatment areas for use.

		Approximate Hours



		A. Prepare treatment rooms for patient examinations, keeping the rooms neat and clean.

		200 

		-

		250



		Total Hours

		200

		-

		250







		10. Give medications or immunizations.

		Approximate Hours



		A. Help physicians examine and treat patients, handing them instruments or materials or performing such tasks as giving injections or removing sutures.

		150 

		-

		175



		B. Prepare and administer medications as directed by a physician.

		150 

		-

		175



		Total Hours

		300

		-

		350









		11. Administer basic health care or medical treatments.

		Approximate Hours



		A. Help physicians examine and treat patients, handing them instruments or materials or performing such tasks as giving injections or removing sutures.

		150

		-

		175



		Total Hours

		150

		-

		175







		12. Assist practitioners to perform medical procedures.

		Approximate Hours



		A. Help physicians examine and treat patients, handing them instruments or materials or performing such tasks as giving injections or removing sutures.

		200 

		-

		250



		Total Hours

		200

		-

		250







		13. Conduct diagnostic tests to determine patient health.

		Approximate Hours



		A. Perform routine laboratory tests and sample analyses.

		150

		-

		175



		Total Hours

		150

		-

		175







		14. Process medical billing information.

		Approximate Hours



		A. Perform general office duties, such as answering telephones, taking dictation, or completing insurance forms.

		100

		-

		150



		B. Keep financial records or perform other bookkeeping duties, such as handling credit or collections or mailing monthly statements to patients.

		100

		-

		150



		Total Hours

		200

		-

		300







		15. Perform clerical work in medical settings.

		Approximate Hours



		A. Perform general office duties, such as answering telephones, taking dictation, or completing insurance forms.

		150 

		-

		175



		Total Hours

		150

		-

		175







		16. Control prescription refills or authorizations.

		Approximate Hours



		A. Authorize drug refills and provide prescription information to pharmacies.

		150 

		-

		175



		Total Hours

		150

		-

		175







		17. Apply bandages, dressings, or splints.

		Approximate Hours



		A. Change dressings on wounds.

		200 

		-

		250



		Total Hours

		200

		-

		250







		18. Schedule patient procedures or appointments.

		Approximate Hours



		A. Schedule appointments for patients.

		100 

		-

		125



		B. Contact medical facilities or departments to schedule patients for tests or admission.

		100 

		-

		125



		Total Hours

		200

		-

		250







		19. Inventory medical supplies or equipment.

		Approximate Hours



		A. Inventory and order medical, lab, or office supplies or equipment.

		100 

		-

		150



		Total Hours

		100

		-

		150







		20. Operate medical equipment.

		Approximate Hours



		A. Operate x-ray, electrocardiogram (EKG), or other equipment to administer routine diagnostic tests.

		300 

		-

		350



		Total Hours

		300

		-

		350







		21. Prepare medical instruments or equipment for use.

		Approximate Hours



		A. Set up medical laboratory equipment.

		200 

		-

		250



		[bookmark: _Hlk132018192]Total Hours

		200

		-

		250







		Total Hours

		3000

		-

		4000









Appendix A

RELATED TECHNICAL INSTRUCTION

Medical Assistant

O*NET-SOC CODE : 31-9092.00	RAPIDS CODE :  1085HY

		Class Number

		Class Name

		Credits

		Hours



		ALHT181

		MEDICAL TERMINOLOGY This course will introduce the student to: 1) medical combining forms, prefixes, suffixes, and abbreviations; 2) anatomy and physiology basics of body systems; 3) pathologies and associated signs and symptoms; 4) procedures, therapeutics, and healthcare specialties; and, 5) associated pharmacology.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the basic structure of medical words, including prefixes, suffixes, roots, combining forms, and plurals. 

· Identify medical terminology as it relates to the anatomy and physiology of the human body. 

· Describe the rules of building medical terms and a connection between the term and its relationship to anatomy and physiology

		2

		30



		ALHT182

		MEDICAL CODING AND BILLING The student will learn coding systems as they apply to physician billing, claim submission and accurate reimbursement from Medicare, Medicaid and third party payers.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe different types of codes (ICD-9, ICD-10, CT, HCPCS) used in healthcare billing, and discuss where each type of codes are applicable. 

· Explain different types of managed care organizations, and discuss the concept of integrated delivery systems. 

· Apply techniques for coding compliance. 

· Evaluate the strengths and weaknesses different types of healthcare reimbursement methods ranging from prospective and retrospective to episodeof-care reimbursement techniques. 

· Evaluate different types of private and government-sponsored health insurance plans and describe the differences between these plans. 

· Differentiate between various government-sponsored healthcare programs such as Medicare, Medicaid, and Indian Health Services programs. 

· Apply the RBRVS based physician reimbursement technique to practical scenarios. 

· Differentiate between Medicare and Medicaid prospective payment systems for healthcare services delivered to patients in post-acute care. 

· Define basic language associated with reimbursement under Medicare and Medicaid prospective payment systems in post-acute care. 

· Apply concepts related to payment formulas and reimbursement methods to practical situations to compute reimbursements. 

· Explain the concept of revenue cycle and describe the importance of effective revenue cycle management for a provider’s fiscal stability.

		4

		60



		ALHT183

		MEDICAL ASSISTANT ADMINISTRATIVE PROCEDURES This course introduces students to office management and business administration in the medical office. The student learns to schedule appointments, perform filing, record keeping, telephone and reception duties, communicate effectively with patients and other medical office staff, and keep an inventory of supplies. Students apply introductory medical coding skills and managed care terminology.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Scheduling appointments

· Communicate by telephone 

· Process mail 

· Manage records 

· Bill and collect from patients 

· Compose a variety of medical communications 

· Keep financial records 

· Process insurance claims 

· Conduct medical transcription 

· Preparation of medical office procedures manual 

Describe emergency preparedness procedures

		3

		45



		ALHT184

		HUMAN BODY IN HEALTH AND DISEASE Focuses on diseases that are frequently first diagnosed and treated in the medical office setting. Students learn to recognize the causes, signs and symptoms of diseases of the major body systems, as well as the diagnostic procedures, usual treatment, prognosis and prevention of common diseases. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the structural organization of the human body

· Identify the body systems and major organs.

· Describe the normal function of each body system separately and discuss their relationship to each other

· Identify and describe common disease processes related to each system

· Describe the clinical application of common diagnostic procedures, interventions and supportive treatments.

		3

		45



		ALHT282

		MEDICAL ASSISTANT LAB PROCEDURES Introduces medical assistant students to laboratory procedures commonly performed by medical assistants in a medical office setting. Students perform Clinical Laboratory Improvement Amendment (CLIA) waived routine laboratory procedures commonly performed in the ambulatory care setting. Students follow laboratory safety requirements and federal regulations while performing specimen collection and processing, microbiology and urinalysis testing

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate venipuncture and skin puncture technique. 

· Demonstrate compliance with Universal Standards and Precautions based on OSHA guidelines. 

· Perform CLIA- waived laboratory tests. 

· Label and handle all biologic specimens.

· Use equipment including calibration, maintenance and troubleshooting. 

· Demonstrate quality assurance and quality control procedures.

		4

		60



		ALHT283

		MEDICAL ASSISTANT CLINICAL PROCEDURES Introduces medical assistant students to the clinical procedures performed in the medical office setting. Students perform basic examining room skills including screening, vital signs, patient history, minor surgery, and patient preparation for routine and specialty exams in the ambulatory care setting

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply the concept of medical ethics and law in the medical office setting.

· Use therapeutic communication techniques to develop a relationship with the patient and co-workers. 

· Differentiate the concepts of disease transmission and practice medical/surgical asepsis to control the spread of infection. 

· Accurately perform and chart vital sign measurements. 

· Distinguish the parts of the patient medical history. 

· Obtain patient information and record on the patient record. 

· Differentiate between signs and symptoms of illness and/or a medical condition. 

· List the positions and sequence of the physical exam. 

· Provide patient teaching. 

· Prepare the patient and exam room for the examination. 

· Assist with routine and specialty examinations. 

· Describe normal nutrition with an understanding of food groups, carbohydrates, fats, proteins, vitamins, and minerals and provide patient education of nutritional requirements. 

· Understand and perform medication administration using assessment skills. 

· Describe types of medication administration, sites of administration, risks and contraindications to medication administration

		4

		60



		ALHT284

		MEDICAL OFFICE INSURANCE AND FINANCE Introduces medical assistant students to health insurance and finance in the medical office. Students perform bookkeeping procedures, apply managed care guidelines, and complete insurance claim forms. Students use medical coding and managed care terminology to perform insurance related duties

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Understand the basic concepts of medical insurance.

· Define common medical and diagnostic terms. 

· Identify the background and importance of insurance claims completion, coding, and billing. 

· Explain the purpose of coding professional services properly, using a procedure codebook. 

· Distinguish between the major classes of health insurance contracts. 

· Explain the basic steps in processing an insurance claim form. 

· Prepare legally correct medical legal forms. 

· Describe the difference between CPT and ICD coding systems. 

· Identify the differences between medical ethics and medical etiquette 

· Use CPT and ICD coding accurately by using good proofreading skills. 

· Determine the differences between medical ethics and medical etiquette. 

· Describe various methods of payment by insurance companies and state and federal programs. 

· Explain how insurance knowledge and medical knowledge can be kept current. 

· Demonstrate a general knowledge of good computer skills

		4

		60



		ALHT285

		MEDICAL LAW, ETHICS AND PROFESSIONALISM Prepares students to display professionalism and perform within ethical and legal boundaries in the healthcare setting. Students maintain confidentiality, examine legal aspects of the medical record, perform risk management procedures, and examine legal and bioethical issues. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Analyze and apply the law and ethics to the responsibilities and duties of the Healthcare Professional. 

· Identify medical/legal ethical issues and how to respond appropriately in the workplace environment.

· Describe the regulatory and licensing structure as it applies to medical professionals. 

· Exam professional, civil and criminal ramifications of conduct not in compliance with applicable law.

		3

		45



		

		TOTAL

		27

		405










SELECTION PROCEDURES

SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 


SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).






SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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APPENDIX A

MEDICAL CODER
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE







Request for Extended Registered Apprenticeship Program in Medical Coding



The District 1199C Training and Upgrading Fund, the training arm of the National Union of Hospital and Healthcare Employees, AFSCME, is requesting that their proposed national guidelines for Medical Coding receive an exemption to be a two-year program. The proposed program uses Peirce College as the related training provider. Apprentices receive 24 (360 contact hours) academic credits over a two-year period.  In addition, apprentices will be awarded another 12 credits for their work process attainment. Course work includes upper division courses in Anatomy and Physiology, as well as Pathophysiology.  Apprenticeship graduates can articulate into an associate’s degree program, which requires an additional 24 hours in general studies for completion.



In addition to this academic rigor, apprentices will also receive the following certifications:

· CPC stands for Certified Professional Coder. This medical coding certification is offered through the American Academy of Professional Coders (AAPC) and serves to provide that you have the knowledge and skills needed to work as a professional coder. The CPC certification validates your proficiency in CPT, HCPCS level II supply and procedure codes and ICD-10-CM diagnosis codes. Obtaining this certification allows you to code medical claims in a physician's office or similar settings.



· The Certified Outpatient Coder (COC) is the only standalone outpatient coding credential in the healthcare industry.  The COC certification validates your proficiency in CPT, HCPCS level II supply and procedure codes and ICD-10-CM diagnosis codes. Obtaining this certification allows you to code in an outpatient hospital or facility.



· The inpatient medical coding credential, Certified Inpatient Coder (CIC), is the only certification exclusively specialized in hospital and facility inpatient coding. The CIC validates mastery in abstracting information from the medical record for ICD-10-CM and ICD-10-PCS coding.



· Certified Risk Adjustment Coders (CRCs) play a critical role in establishing accurate risk scores for patients, which promotes optimal patient care and ethical payer reimbursement for providers and health plans.



We believe that by offering both the academic credit and these certifications maximize the future career prospects of apprentices and meet the needs of employers for this critical work.  
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Appendix A

Medical Coder

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 ½ -2 years with an OJL attainment of minimum of 3000 hours to a maximum 4000 hours, supplemented by the minimum required 360 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-10.




Appendix A

WORK PROCESS SCHEDULE

Medical Coder

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114HY

[bookmark: _Toc362336118][bookmark: _Toc502241294]

		1. Perform clerical work in medical settings.

		Approximate Hours



		A. Release information to persons or agencies according to regulations.

		75

		-

		100 



		B. Retrieve patient medical records for physicians, technicians, or other medical personnel.

		125

		-

		150 



		C. Scan patients' health records into electronic formats.

		75

		-

		100



		D. Transcribe medical reports.

		125

		-

		150 



		Total Hours

		400

		-

		500







		2. Process healthcare paperwork.

		Approximate Hours



		A. Process and prepare business or government forms.

		175

		-

		200 



		B. Process patient admission or discharge documents.

		175

		-

		200



		C. Scan patients' health records into electronic formats.

		75

		-

		100 



		Total Hours

		425

		-

		500







		3. Classify materials according to standard systems.

		Approximate Hours



		A. Assign the patient to diagnosis-related groups (DRGs), using appropriate computer software.

		200

		-

		250



		Total Hours

		200

		-

		250







		4. Code data or other information.

		Approximate Hours



		A. Identify, compile, abstract, and code patient data, using standard classification systems.

		175

		-

		250 



		Total Hours

		175

		-

		250







		5. Collect medical information from patients, family members, or other medical professionals.

		Approximate Hours



		A. Identify, compile, abstract, and code patient data, using standard classification systems.

		175

		-

		250



		Total Hours

		175

		-

		250







		6. Communicate with management or other staff to resolve problems.

		Approximate Hours



		A. Resolve or clarify codes or diagnoses with conflicting, missing, or unclear information by consulting with doctors or others or by participating in the coding team's regular meetings.

		175

		-

		250 



		Total Hours

		175

		-

		250







		7. Enter patient or treatment data into computers.

		Approximate Hours



		A. Enter data, such as demographic characteristics, history and extent of disease, diagnostic procedures, or treatment into computer.

		175

		-

		250 



		Total Hours

		175

		-

		250







		8. Maintain medical facility records.

		Approximate Hours



		A. Maintain or operate a variety of health record indexes or storage and retrieval systems to collect, classify, store, or analyze information.

		175

		-

		250 



		Total Hours

		175

		-

		250







		9. Maintain medical or professional knowledge.

		Approximate Hours



		A. Consult classification manuals to locate information about disease processes.

		175

		-

		250 



		Total Hours

		175

		-

		250







		10. Maintain security.

		Approximate Hours



		A. Protect the security of medical records to ensure that confidentiality is maintained.

		175

		-

		250 



		Total Hours

		175

		-

		250







		11. Monitor medical facility activities to ensure adherence to standards or regulations.

		Approximate Hours



		A. Review records for completeness, accuracy, and compliance with regulations.

		175

		-

		250 



		Total Hours

		175

		-

		250







		12. Prepare official health documents or records.

		Approximate Hours



		A. Process and prepare business or government forms.

		175

		-

		250 



		Total Hours

		175

		-

		250







		13. Process medical billing information.

		Approximate Hours



		A. Post medical insurance billings.

		75

		-

		100 



		Total Hours

		75

		-

		100







		14. Record patient medical histories.

		Approximate Hours



		A. Compile and maintain patients' medical records to document condition and treatment and to provide data for research or cost control and care improvement efforts.

		175

		-

		200 



		Total Hours

		175

		-

		200







		15. Schedule appointments.

		Approximate Hours



		B. Schedule medical appointments for patients.

		75

		-

		100 



		Total Hours

		75

		-

		100







		16. Schedule patient procedures or appointments.

		Approximate Hours



		A. Schedule medical appointments for patients.

		75

		-

		100 



		Total Hours

		75

		-

		100







		Total Hours

		3000

		-

		4000










Appendix A

RELATED TECHNICAL INSTRUCTION

Medical Coder

O*NET-SOC CODE : 29-2072.00	RAPIDS CODE : 1114HY



		Class Number

		Class Name

		Credits

		Hours



		ALHT181

		MEDICAL TERMINOLOGY This course will introduce the student to: 1) medical combining forms, prefixes, suffixes, and abbreviations; 2) anatomy and physiology basics of body systems; 3) pathologies and associated signs and symptoms; 4) procedures, therapeutics, and healthcare specialties; and, 5) associated pharmacology.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the basic structure of medical words, including prefixes, suffixes, roots, combining forms, and plurals. 

· Identify medical terminology as it relates to the anatomy and physiology of the human body. 

· Describe the rules of building medical terms and a connection between the term and its relationship to anatomy and physiology

		3

		45



		SCIE240

		ANATOMY & PHYSIOLOGY I An introduction to the structure and function of the human body, this course explores basic chemistry and biochemistry, cells, tissues, and membranes. The body systems examined in this course include the integumentary, muscular, central nervous, peripheral and autonomic nervous system, special senses, and the endocrine system.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Identify the microscopic and gross anatomy of selected organs and systems from laboratory dissection of animal organs and systems, interactive labs, and lab demonstrations. 

· Define the macroscopic and microscopic structure and function of the human body systems.

· Describe the systems and mechanisms involved in maintaining a state of human health. 

· Use terminology key to the fields of anatomy and physiology. 

· Correlate the relationships of the body systems as they work together.

		3

		45



		SCIE250

		ANATOMY AND PHYSIOLOGY II A continuation of SCI 240, topics examined include blood, heart, circulation and blood vessels, the lymphatic and immune systems, and infection control and standard precautions. The body systems examined in this course include the respiratory, digestive, urinary, and reproductive. Other topics explored include nutrition, genetics, and genetically linked diseases. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Use anatomical terminology to identify and describe locations of major organs of each system covered. 

· Explain interrelationships among molecular, cellular, tissue and organ functions in each system. 

· Describe the interdependency and interactions of the systems. 

· Explain contributions of organs and systems to the maintenance of homeostasis. 

· Identify causes and effects of homeostatic imbalances. 

· Describe modern technology and tools used to study anatomy and physiology.

		3

		45



		SCIE270

		PATHOPHYSIOLOGY This course examines foundational disease concepts, including the mechanisms of disease, neoplasms, inflammation, and infection. Common diseases and disorders by body system are explored with an emphasis on common signs and symptoms, etiology, diagnosis, diagnostic tests, treatment, prevention, and the effects of aging. Other topics include genetics, childhood diseases, and mental health disorders.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the general physiological processes used by the body to maintain homeostasis

· Describe the pathophysiological responses to infection, necrosis, stress, and carcinogenesis 

· Discuss the etiology and effects of disease on the various organ systems 

· Identify compensation mechanisms that occur in response to trauma and disease

		3

		45



		HIT218

		HEALTHCARE REIMBURSEMENT This course covers health insurance products and managed care approaches to the financing and delivery of healthcare services. Students explore reimbursement and payment methodologies. Students examine forms, processes, practices, and the roles of health information professionals.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply policies and procedures for the use of clinical data required in reimbursement and prospective payment systems (PPS) in healthcare delivery. 

· Support accurate billing through coding, chargemaster, claims management, and bill reconciliation processes. 

· Use established guidelines to comply with reimbursement and reporting requirements such as the National Correct Coding Initiative. 

· Compile patient data and perform data quality reviews to validate code assignment and compliance with reporting requirements such as outpatient prospective payment systems.

· Apply policies and procedures to comply with the changing regulations among various payment systems for healthcare services such as Medicare, Medicaid, managed care, and so forth. 

· Monitor coding and revenue cycle processes.

		3

		45



		HIT220

		ICD-10-CM CODING Gives the student in-depth instruction on key terms, code sets, conventions, and guidelines, as well updates on current codes, for ICD-10-CM.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Apply guidelines unique to ICD-10-CM and incorporate vocabulary and data used in health information systems. 

· Consult medical references, medical dictionaries, professional journals, and official coding references. 

· Interpret healthcare data and apply inpatient/outpatient coding guidelines to code and sequence diagnosis and procedures. 

· Assign ICD-10-CM codes.

· Apply data set definitions to select the first-listed and principal diagnoses, complications and comorbidities, secondary diagnoses, and procedures. 

Define and assign DRGs and define major diagnostic categories, principal diagnosis, complication, and comorbidity.

		3

		45



		HIT225

		CPT/OUTPATIENT CODING This course will emphasize the American Medical Association's Current Procedural Terminology (CPT) coding system. Course work will focus on introductory outpatient coding with emphasis on evaluation and management, and surgery. Coding exercises will reference documentation guidelines and application of coding and reporting guidelines for outpatient services.

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Locate and identify medical procedures, supplies, and services by translating them into CPT and HCPCS codes. 

· Demonstrate understanding of correct coding guidelines by completing coding simulations and reviews. 

· Build their information database

		3

		45



		HIT226

		ADVANCED CPT CODING & VIRTUAL PPE This course includes advanced concepts, principles, and conventions of the CPT and HCPCS coding systems. Students will assign procedural codes and groupings, including APCs, in accordance with current regulations and established guidelines. Special emphasis is placed upon coding compliance strategies, auditing, reporting, and coding quality monitors. The AHIMA Virtual Lab is used in this course. This course includes advanced concepts, principles, and conventions of the CPT and HCPCS coding systems. Students will assign procedural codes and groupings, including APCs, in accordance with current regulations and established guidelines. Special emphasis is placed upon coding compliance

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Analyze health records to assign principal/secondary diagnoses and procedures. 

· Assign reimbursement methodologies. 

· Complete intermediate and advanced coding exercises by applying the coding guidelines of ICD-10-CM/PCS, CPT, and HCPCS level II. 

· Use computerized software to assign diagnoses and procedure codes and assign appropriate prospective payment system reimbursement categories.

		3

		45



		

		TOTAL

		24

		360












SELECTION PROCEDURES

SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).






SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________















Appendix A | 12

image1.jpg

DISTRICT 1199C a/w

Training &
Upgrading %9
Fund ?






image2.png








image13.emf
Peer Specialist -  Appendix A


Peer Specialist - Appendix A
[image: ]                                                                                                                                                                                                                                                                                                                           [image: ]



APPENDIX A

PEER SPECIALIST
ON-THE-JOB TRAINING OUTLINE
RELATED INSTRUCTION OUTLINE


[image: ]                                                                                                                                                                                                                                                                                                                           [image: ]





Appendix A | 2

Appendix A

Peer Specialist

O*NET-SOC CODE : 21-1093.00	RAPIDS CODE : 2039HY

1. APPRENTICESHIP APPROACH

☐ Time-based	☐ Competency-based	☒ Hybrid



2. TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of minimum of 2000 hours and maximum 2500 hours, supplemented by the minimum required 180 hours of related instruction.  



3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The recommended apprentice to journey worker ratio is: 1 Apprentice to 1 journey worker.  The ratio of apprentices to journeyworkers is determined by the collective bargaining agreement (s) applicable to the Local JAC.



4. APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]Apprentices shall be paid a progressively increasing schedule of wages based on the collective bargaining agreement (s) applicable to the Local JAC.

5. PROBATIONARY PERIOD

The recommended probationary period for every apprentice is 12 weeks. The probationary period is determined by the collective bargaining agreement (s) applicable to the Local JAC.



6. SELECTION PROCEDURES

Please see page A-9.






WORK PROCESS SCHEDULE

Peer Specialist

O*NET-SOC CODE : 21-1093.00	RAPIDS CODE : 2039HY

[bookmark: _Toc502241294]

		1. Conduct diagnostic tests to determine patient health.

		Approximate Hours



		A. Assess clients' cognitive abilities and physical and emotional needs to determine appropriate interventions.

		75

		-

		100



		Total Hours

		75

		-

		100







		2. Examine patients to assess general physical condition.

		Approximate Hours



		A. Assess clients' cognitive abilities and physical and emotional needs to determine appropriate interventions.

		75

		-

		100



		Total Hours

		75

		-

		100







		3. Develop treatment plans for patients or clients.

		Approximate Hours



		 Develop and implement behavioral management and care plans for clients.

		75

		-

		100



		Total Hours

		75

		-

		100







		4. Teach life skills or strategies to clients or their families.

		Approximate Hours



		A. Advise clients regarding food stamps, child care, food, money management, sanitation, or housekeeping.

		100

		-

		125



		B. Meet with youth groups to acquaint them with consequences of delinquent acts.

		100

		-

		125



		Total Hours

		200

		-

		250







		5. Maintain social services program records.

		Approximate Hours



		A. Keep records or prepare reports for owner or management concerning visits with clients.

		75

		-

		100



		Total Hours

		75

		-

		100







		6. Write reports or evaluations.

		Approximate Hours



		A. Keep records or prepare reports for owner or management concerning visits with clients.

		100

		-

		125



		B. Submit reports and review reports or problems with superior.

		100

		-

		125



		Total Hours

		200

		-

		250







		7. Visit individuals in their homes to provide support or information.

		Approximate Hours



		A. Visit individuals in homes or attend group meetings to provide information on agency services, requirements, or procedures.

		75

		-

		100



		Total Hours

		75

		-

		100







		8. Help clients get needed services or resources.

		Approximate Hours



		A. Assist in locating housing for displaced individuals.

		75

		-

		100



		Total Hours

		75

		-

		100







		9. Interview clients to gather information about their backgrounds, needs, or progress.

		Approximate Hours



		A. Interview individuals or family members to compile information on social, educational, criminal, institutional, or drug history.

		75

		-

		100



		Total Hours

		75

		-

		100







		10. Present social services program information to the public.

		Approximate Hours



		A. Provide information or refer individuals to public or private agencies or community services for assistance.

		75

		-

		100 



		Total Hours

		75

		-

		100







		11. Refer clients to community or social service programs.

		Approximate Hours



		A. Provide information or refer individuals to public or private agencies or community services for assistance.

		75

		-

		100



		Total Hours

		75

		-

		100







		12. Collaborate with other professionals to assess client needs or plan treatments.

		Approximate Hours



		A. Consult with supervisor concerning programs for individual families.

		75

		-

		100 



		Total Hours

		75

		-

		100







		13. Demonstrate activity techniques or equipment use.

		Approximate Hours



		A. Demonstrate use and care of equipment for tenant use.

		75

		-

		100 



		Total Hours

		75

		-

		100







		14. Assist clients in handling details of daily life.

		Approximate Hours



		A. Assist in planning food budgets, using charts or sample budgets.

		100

		-

		125



		B. Assist clients with preparation of forms, such as tax or rent forms.

		100

		-

		125



		Total Hours

		200

		-

		250







		15. Explain regulations, policies, or procedures.

		Approximate Hours



		A. Explain rules established by owner or management, such as sanitation or maintenance requirements or parking regulations.

		75

		-

		100



		Total Hours

		75

		-

		100







		16. Advise clients or community groups on health issues.

		Approximate Hours



		A. Observe clients' food selections and recommend alternate economical and nutritional food choices.

		75

		-

		85



		B. Observe and discuss meal preparation and suggest alternate methods of food preparation.

		75

		-

		90 



		Total Hours

		150

		-

		175







		17. Monitor nutrition related activities of individuals or groups.

		Approximate Hours



		A. Observe clients' food selections and recommend alternate economical and nutritional food choices.

		75

		-

		85



		B. Observe and discuss meal preparation and suggest alternate methods of food preparation.

		75

		-

		90



		Total Hours

		150

		-

		175







		18. Transport clients to appointments.

		Approximate Hours



		A. Transport and accompany clients to shopping areas or to appointments, using automobile.

		75

		-

		100



		Total Hours

		75

		-

		100







		19. Provide basic information to guests, visitors, or clients.

		Approximate Hours



		A. Inform tenants of facilities, such as laundries or playgrounds.

		75

		-

		100 



		Total Hours

		75

		-

		100







		Total Hours

		2000

		-

		2500












RELATED TECHNICAL INSTRUCTION

Peer Specialist

O*NET-SOC CODE :21-1093.00	RAPIDS CODE :  2039HY



		Class Number

		Class Name

		Credits

		Hours



		BEHT101

		INTRODUCTION TO BEHAVIORAL HEALTH In this course, students will explore the field of behavioral health and human services, including the public perception of mental illnesses, such as depression and personality disorders; stress and anxiety; substance abuse; as well as the value of early intervention/treatment.  The historical evolution of this field is examined to trace how treatment options have progressed.  Ethical and legal responsibilities are emphasized to ensure a complete understanding of the expectations of the field. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Define the difference between Mental Health and Mental Retardation

· Identify and define the various roles of mental health workers

· Identify various mental health settings

· Define the common treatment modalities

· Clarify the role of managed care in mental health

· Critically Think about the future of mental health

		3

		45



		BEHT113

		GROUP DYNAMICS In this course, students will study the principles underlying group interaction in social situations as well as in professional leadership and supervisory group situations.  The students learn the major theoretical approaches to group counseling and also participates in group counseling sessions on issues presented in a classroom setting.  Group Dynamics is designed to provide prospective counselors with an academic and personal understanding of the principles of leadership, membership, and development in groups, including an awareness of how one's psychological and social styles affect personal and professional behavior in group settings. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Describe the principles of group dynamics, including group process components, developmental stage theories, group members’ roles and behaviors, and therapeutic factors of group work

· Explain group leadership styles and approaches, including characteristics of various types of group leaders and leadership styles

· Detail the theories of group counseling, including commonalties, distinguishing characteristics, and pertinent research and literature

· Demonstrate group counseling methods, including group counselor orientations and behaviors, appropriate selection criteria and methods, and methods of evaluation of effectiveness

· Describe the approaches used for other types of group work, including task groups, psychoeducational groups, and therapy groups

· Demonstrate professional preparation standards for group leaders

· Detail the ethical and legal considerations related to group work

· Recognize personal growth through participation as a group member.

		3

		45



		BEHT203

		COUNSELING THEORIES AND TECHNIQUES In this course, the students are presented an overview of theoretical approaches to counseling, including fundamental concepts, assessment, client and counselor roles, cultural relevance, and intervention strategies/techniques. This course includes roleplaying practice of fundamental counseling response skills. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Develop strategies for personal and professional self-evaluation and implications for practice

· Delineate theories and models of counseling

· Demonstrate ethical and culturally relevant strategies for establishing and maintaining in-person and technology-assisted relationships

· Examine counselor characteristics and behavior that influence the counseling process 

· Demonstrate essential interviewing, counseling, and case conceptualization skills

· Detail methods of effectively preparing for and conducting initial assessment meetings

· Describe theories and models related to clinical mental health counseling

· Examine cultural factors relevant to clinical mental health counseling

		3

		45



		BEHT221

		RESOLUTION-BASED COUNSELING SKILLS Students will explore the methods used in counseling individuals with a focus on applicability to different client needs in a variety of settings. The relationship between specific theories and their counseling applications will also be assessed. Students will learn the importance of adjusting counseling techniques for various individuals to reflect their diverse backgrounds and ages. 

COURSE OBJECTIVES: Upon completion of this course, the apprentice will be able to:

· Demonstrate competence in effective listening and communication skills

· Describe conflict sources

· Differentiate various mediation processes

· Demonstrate ethical standards of practice 

		3

		45



		

		TOTAL

		12

		180







SELECTION PROCEDURES



SECTION 1 – APPLICATION PROCEDURES - 

1. The (Local JAC) accepts apprentice applications throughout the year, disseminating information concerning the nature of apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship opportunities, sources of apprenticeship applications and the equal opportunity policy of the (Local JAC) no less than semi-annually. All persons requesting an application shall have one made available and all applications are identical in form and requirements. 

2. All applications are identical in form and requirements. Each application and its related forms will be kept on file for no less than five years. These files will be kept in good order so all applications can be accounted for. Each file contains information about the race/ethnicity and gender of each applicant. This information will be available, upon request, for review by an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 

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

4. Receipt of the properly completed application form, along with required supporting documents (proof of age - driver’s license, birth certificate or other acceptable documentation) will constitute the completed application. 

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

6. Upon meeting the requirements, the applicant will be permitted entrance into the first available starting class.

7. Each application and its related forms will be kept on file for a period of not less than five (5) years. These files will be kept in good order so that all applications can be accounted for. Each file will contain information about the race/ethnicity and gender of each applicant. This information will be available upon request to an authorized representative of the U.S. Department of Labor’s Office of Apprenticeship. 












SECTION 2 – SELECTION PROCEDURES 

1. The (Local JAC) will accept all applicants referred by employer members of the program into the apprenticeship program provided the program employer employs the applicant and the applicant meets the minimum qualifications for apprenticeship. 


2. Selected applicants must respond to the notice of selection within a time period determined by the (Local JAC). If applicants cannot be reached by telephone or email, their names shall be passed and notice sent to their address by USPS to determine if the applicants are still interested. If no response is received in fifteen (15) working days from the written notice, the applicant’s name shall be removed from the list. Only one notice shall be mailed. 


SECTION 3 – DIRECT ENTRY 

The (Local JAC) will award Credit for Previous Experience in accordance with these Standards, and shall pay the apprentice(s) at the wage rate commensurate with their skill attainment. The Credit for Previous Experience shall be awarded without regard to race, color, religion, national origin, qualifying handicapped condition, sexual preference or gender. The methods for direct entry shall include the following:

1. Youth who complete a Job Corps training program in any occupation covered in these Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement. The (Local JAC) shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship. Entry of Job Corps graduates shall be done without regard to race, color, religion, national origin, or sex. 

2. Military Veterans who completed military technical training school and/or participated in a registered apprenticeship program or related craft while in the military may be given direct entry into the apprenticeship program. The (Local JAC) shall evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate. The (Local JAC) shall determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program. Entry of Military Veterans shall be done without regard to race, color, religion, national origin, or sex. 

3. Former inmates of Department of Justice - Bureau of Prisons (BOP) who have participated in or have successfully completed a specific BOP apprenticeship program, where the (Local JAC) Apprenticeship Program agrees to admit such inmates without regard to race, color, religion, national origin, or sex and all individuals receive equal consideration. 

4. An employee of a non-participating employer who becomes a new member employer of the (Local JAC) organization who does not qualify as a journeyworker when the employer becomes a member, shall be evaluated by the (Local JAC) in accordance with the procedures for the granting of credit for previous experience, and registered at the appropriate period of apprenticeship based on previous work experience and related training. Any employee not eligible for receipt of credit must make application in accordance with the normal application procedures. 



SECTION 4 – COMPLAINT PROCEDURE

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

2. The complaint shall be in writing and shall be signed by the complainant. It must include the name, address, and telephone number of the person allegedly discriminated against, the (Local JAC) involved, and a brief description of the circumstances of the failure to apply equal opportunity standards. 

3. The complaint must be filed not later than 180 days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards.

4. Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR part 30, and the procedures as set forth above. 

5. The (Local JAC) shall provide written notice of their complaint procedure to all applicants for apprenticeship and all apprentices. 


SECTION 5 – MAINTENANCE OF RECORDS 

The 1199C Training & Upgrading Fund will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with the regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor. The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and female (minority and non-minority) participants. Each sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4. Each sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b).









SECTION 6 – OFFICIAL ADOPTION OF SELECTION PROCEDURES 

The (JAC Name) officially adopts these Qualifications & Selection Procedures. 





______________________________________________________________________ 

Signature of Program Sponsor & Date 





Printed Name : __________________________________________________________ 







_______________________________________________________________________ 

Signature of Labor & Date (if applicable) 





Printed Name : ___________________________________________________________
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Program Registration and
Apprenticeship Agreement

U.S. Department of Labor
Employment and Training Administration
Office of Apprenticeship

APPRENTICE AGREEMENT AND REGISTRATION - SECTION II

OMB No. 1205-0223 Expiration Date: 06/30/2024

PART A: APPRENTICE’S INFORMATION

1. First Name Last Name

Middle Name (Optional) Suffix (Optional)

Address (No., Street, City, State, Zip Code)
Apprentice Address

Apprentice City Apprentice State
Apprentice Zip

Telephone Number (Optional) E-mail Address (Optional)

*Social Security Number

2. Date of Birth (Mo., Day, Yr.) 3. Sex (Select One)

[ Male ] Female

[] Participant Did Not
Self-1dentify

Answer Both 4a. and 4b. below

. a. Ethnicity (Select One)

[7 Hispanic or Latino

[71 Not Hispanic or Latino

[T Participant Did Not Self-Identify
b. Race (Select One or More)

[ American Indian or Alaska Native
L] Asian

[0 Black or African American

[J Native Hawaiian or other
Pacific Islander

L] White
[J Participant Did Not Self-Identify

5. Veteran Status
(Select All That Apply)

[0 Non Veteran
O Veteran

U Non Veteran, Other Eligible
Individual

U Veteran, Eligible

[J Participant Did Not Self-
Identify

6. Education Level (Select One)

Not High School graduate
High School graduate
(including equivalency)
Some College or Associate’s
degree

Bachelor's degree

Master’s degree

Doctorate or professional
degree

Oooo O oo

7. Employment Status of Apprentice (Select One)

] New Employee [ Current Employee

8. Did the apprentice complete a pre-apprenticeship program prior to their registration in this apprenticeship program?

UYes n No

Pre-Apprenrenticeship Name

If yes, please provide the Pre-Apprenticeship Program Name and Address: Pre-Apprenticeship Address

Pre-Apprenticeship City

Pre-Apprenticeship Zip Code

Pre-Apprenticeship State

PART B: PROGRAM SPONSOR’S INFORMATION

1. Program Number
Sponsor’s Name and Address (No,, Street, City, State, Zip Code, County)
Sponsor Name and Title
Contact Street Address

Contact City Sponsor State

Sponsor County Sponsor Zip

Telephone Number
Office Phone

Cell Phone Number (Optional)
Cell Phone

E-mail Address
E-mail Address

2. Occupation (The work processes listed in the standards are part of

this agreement.)

Occupation

a. RAPIDS Code: RAPIDS CODE

b. O*NET Code: O0*NetCode

c. Interim Credentials Offered (i.e., Career Lattice Occupation)?

O Yes [ONo
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a. Sponsor’s Principal Place of Business Address
(If different from Sponsor’s address above)
Sponsor address (if Different)

Sponsor City (if Different)

Sponsor County (if Different)

b. Employer’s Name and Address
(If different from Sponsor’s address above)
Employer Name and Title (if Different)

Employer address (if Different)
Employer City (if Different)
Employer Zip Code (if Different)

Sponsor State (if Different)

Sponsor Zip Code (if Different)

Employer State (if Different)

3. Occupation Type
(Select One)

a. @ Time-based
b. ' Competency-based
c. [0 Hybrid

4. Term Length
(Hrs., Mos., Yrs.)

Hrs., Mos., Yrs.

5. Probationary Period
(Hrs. or Wks.)

Hrs. or WKks.

6. Credit for Previous
On-The-Job Learning
Experience
(Hrs. Mos,, Yrs.):

Hrs., Mos., Yrs.

a. Term Remaining
(Hrs,, Mos, Yrs.)

Hrs., Mos., Yrs.

7. Credit for Previous
Related Instruction

Experience
(Hrs., Mos., Yrs.)

Hrs., Mos., Yrs.

8. Date Apprenticeship
Begins

a. Expected Completion
Date

9. Related Instruction Provider(s) Name and Address

RTI Provider(s)
RTI Provider Address

City State

Zip

a. Total Length of Related Instruction

b. Are Wages Paid During Related Instruction?

[ Yes [ No

c. Hours When Related Instruction Is Provided
[C] buring Work Hours
] Not During Work Hours
] Both During and Not During Work Hours

10. Progressive Wage Schedule:
a. Apprentice’s Entry Wage $

b. Journeyworker’ s (i.e., Experienced Worker’s) Wage $

c.  Wage Rate Units Period 1

' hourly

3 4 5

I~ weekly Duration

1 monthly (If Applicable)

I~ quarterly

™ semi-annually
i~ annually
I competencies

d. Wage Rate (Select
One) .
Competencies
[T % of (If Applicable)
Journeyworker
(ie.
Experienced
Worker) wage

" $ amount of
wage

[l Both % and $
amount of
wage

Wage Rate

11. Name and Contact Information of the Individual Designated by the Program Sponsor to Receive Complaints

Contact Name and Title
Contact Street Address
Telephone Number

Contact Phone Contact Cell

E-mail Address

Contact E-mail

Contact City

Cell Phone Number (Optional)

Contact State

Zip
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PART C: AGREEMENT AND SIGNATURES

The program sponsor’s Apprenticeship Standards, which the sponsor certifies are in conformity with the requirements for program registration
contained in 29 Code of Federal Regulations (CFR) part 29, subpart A and 29 CFR part 30, are attached and are hereby incorporated into this
agreement. The program sponsor and apprentice hereby agree to the terms of the Apprenticeship Standards that are incorporated as part of this
agreement, as those Standards existed on the date of the agreement.

These Apprenticeship Standards may be amended during the period of this agreement with the consent of the parties to the agreement, provided
that such amendments are also in conformity with the requirements for program registration contained in 29 CFR part 29, subpart A and 29 CFR
part 30.

The apprentice will be accorded equal opportunity in all phases of apprenticeship employment and training by the program sponsor, without
discrimination because of race, color, religion, national origin, sex (including pregnancy and gender identity), sexual orientation, age (40 or
older), genetic information, or disability.

This agreement may be canceled by either of the parties, citing cause(s), with written notice to the registration agency, in compliance with 29
CFR part 29, subpart A.

During the probationary period described in Part B above, this apprenticeship agreement may be cancelled by either party upon written notice
to the registration agency. After the probationary period, this agreement may be cancelled at the request of the apprentice, or suspended or
cancelled by the sponsor, for good cause, with due notice to the apprentice and a reasonable opportunity for corrective action, and with written
notice to the apprentice and to the Registration Agency of the final action taken.

This apprenticeship agreement does not constitute a certification under 29 CFR part 5 for the employment of the apprentice on Federally
financed or assisted construction projects. Current certifications must be obtained from the Office of Apprenticeship (OA) or the recognized
State Apprenticeship Agency.

1. Signature of Apprentice Date 2. Signature of Parent/Guardian (If minor) Date

3. Signature of Sponsor’s Representative(s) Date 4. Signature of Sponsor’s Representative(s) Date

5. Signature of Employer’s Representative(s) Date 6. Signature of Employer’s Representative(s) Date
(If Applicable) (If Applicable)

PART D: TO BE COMPLETED BY REGISTRATION AGENCY

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

4. Apprentice Identification Number:

NOTE: The collection and maintenance of the data on ETA-671, Apprentice Agreement and Registration - Section II Form, is authorized
under the National Apprenticeship Act, 29 U.S.C. 50, and 29 CFR part 29, subpart A. 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 systems of records entitled, DOL/ETA-31, The
Enterprise Business Support System (EBSS) (encompassing RAPIDS), at the U.S. Department of Labor, Office of Apprenticeship. Data may be
disclosed to Federal, state, and local agencies and community-based organizations, including State Apprenticeship Agencies, to facilitate
statistical research, audit, and evaluation activities necessary to ensure the success, integrity, and improvement of employment and training
programs. Data may also be disclosed to these organizations to determine an assessment of skill needs and program information, and in
connection with federal litigation or when required by law.
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Definitions / Instructions

Part A: Apprentice’s Information

Item 4a. Ethnicity
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 4b. Race
American Indian or Alaska Native: A person having origins in any of the original peoples of North and South America (including
Central America) and who maintains tribal affiliation or community attachment. 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 or 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 5. Veteran Status
A Veteran is a person who has served in the active military, naval, or air service of the United States, and who was discharged or
released therefrom under conditions other than dishonorable.
A Non Veteran, Other Eligible Individual is a person who is a dependent spouse or child—or the surviving spouse or child—of a
Veteran, and who is eligible for certain G.I. Bill and other VA-administered educational assistance benefits provided under Title 38 of the
U.S. Code.
A Veteran, Eligible is a Veteran who is eligible for certain G.I. Bill and other VA-administered educational assistance benefits provided
under Title 38 of the U.S. Code.

Item 8.
Pre-Apprenticeship: A program or set of strategies designed to prepare individuals to enter and succeed in a Registered
Apprenticeship program and has a documented partnership with at least one, if not more, Registered Apprenticeship program(s).

nn nn non nn

Part B: Program Sponsor’s Information

Item 1. A Program Number is a generated number assigned to a program sponsor when a program is registered in the Office of
Apprenticeship’s Registered Apprenticeship Partners Information Data System (RAPIDS).
Item 1. A Sponsor Name is any person, association, committee, or organization operating an apprenticeship program and in whose

name the program is (or is to be) registered or approved.

Item 1b. An Employer is any person or organization employing an apprentice whether or not such person or organization is a party to an
Apprenticeship Agreement with the apprentice.

Item 2. An Occupation refers to the occupation an apprentice will be trained in, and the occupation will be listed in the sponsor’s
program standards.

Item 2a. A RAPIDS Code is the numeric code of the occupation in the apprenticeable occupation list.

Item 2b. An Occupational Information Network (O*NET) Code is an 8-digit code in the O*NET data system
(https://www.onetonline.org/).

Item 2c. Interim Credentials (Certificate of Training) applies to career lattice occupations. These credentials are issued by the
Registration Agency upon request by the program sponsor. Interim credentials provide certification of competency attainment
by an apprentice, but does not necessarily indicate completion of the program.

Item 3. Occupation Type refers to the following three training approaches listed below.

Item 3a. A 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.

Item 3b. A 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. An apprentice must be registered in an approved competency-based occupation for 12 calendar months of
on-the-job-learning.

Item 3c. A 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.

Item 4. A Term Length (Hrs., Mos., Yrs.) of the occupation is based on the program sponsor’s training approach as approved by the
Registration Agency.

Item 5. A Probationary Period (Hrs. or WKs.) is the number of hours or weeks of on-the-job learning during the apprentice’s
probationary period. A probationary period cannot exceed 25 percent of the term length of the occupation or one year,
whichever is shorter.

Item 6. Credit for Previous On-the-Job Learning Experience (Hrs., Mos., Yrs.) is granted by the program sponsor based upon
documented evidence provided by the apprentice. An apprentice must complete a minimum of six months on-the-job learning
regardless of credits for previous experience awarded.
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Item 6a.

Item 7.
Item 9a.
Item 10.
Item 10a.
Item 10b.

Item 10c.

Item 10d.

Item 11.

The Term Remaining (Hrs., Mos., Yrs.) is the difference between the term length of the on-the-job learning and the credits for
previous experience awarded.

Credit for Previous Related Instruction Experience (Hrs., Mos,, Yrs.) is granted by the program sponsor based upon
documented evidence provided by the apprentice.

Total Length of Related Instruction is the duration spent in related instruction in technical subjects related to the occupation,
which is recommended to be not less than 144 hours per year.

Progressive Wage Schedule:

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

Journeyworker’s (i.e., Experienced Worker’s) Wage: A sponsor enters the wage per unit (i.e., hourly, weekly, monthly,
quarterly, semi-annually, or annually).

Wage Rate Units: A sponsor enters the apprentice schedule of pay for each advancement period based on the program sponsor’s
training approach (i.e., hourly, weekly, monthly, quarterly, semi-annually, annually, or competencies).

Wage Rate: Sponsor selects either percent of journeyworker (i.e., experienced worker) wage, dollar amount of wage, or both the
percent of journeyworker wage and dollar amount of wage. If the sponsor selects “Both the percent of journeyworker wage and $
amount of wage,” the sponsor can enter a percentage or dollar amount for the wage in each period.

Complaints: Identifies the individual or entity responsible for receiving complaints (29 CFR 29.7(k)).

Part D: To Be Completed By Registration Agency

Item 4.

Apprentice Identification Number: 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 the apprentice’s social security number is requested. The apprentice’s social security number will be used for program
management purposes, such as verification of the apprentice’s period of employment and earnings to align with Department of Labor’s job
training and employment program performance indicators for measuring performance outcomes. The Office of Apprenticeship will use wage
records through the State Wage Interchange System 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 the apprentice is a registered apprentice to ensure that the employer is complying with the geographic prevailing wage of the occupational
classification. Failure to disclose an apprentice’s social security number on this form will not affect the right to be registered as an apprentice.
Civil and criminal provisions of the Privacy Act apply to any unlawful disclosure of social security numbers, which is prohibited.

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, Employment and Training
Administration, Office of Apprenticeship, 200 Constitution Avenue, N.W., Room C-5321, Washington, D.C. 20210 (OMB Control Number 1205-

0223).
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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: 06/30/2024

Please check one of the boxes below:

YES, | HAVE A DISABILITY (or previously had a disability)
NO, I DON'T HAVE A DISABILITY
[ 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).

(11 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.apprenticeship.gov/eeo.

ETA 671 — Section 11
Page | B-7





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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Affirmative Action Plan

Adopted By

(Click to Insert name of Sponsor(s) or organization(s)) 

As Required Under 29 Code of Federal Regulations Part 30

Developed in Cooperation with the
U. S. Department of Labor, Office of Apprenticeship

_______________________________________________________	______________________________________________________
(Registration Agency Representative Signature)	(Registration Agency Representative Typed/Printed Name)

___________________________________________	__________________________________________
(Title)	(Date)

This Affirmative Action Plan template is provided by the U.S. Department of Labor, Office of Apprenticeship, for the convenience of apprenticeship program sponsors.  Its use is recommended to promote understanding of, and compliance with, the Department’s EEO in Apprenticeship rules at 29 CFR Part 30.

Please supply all requested information, unless otherwise directed by the form.  If needed, use additional pages to complete responses.
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Affirmative Action Plan

We, (enter Program Sponsor)_________________, adopt this written Affirmative Action Plan (“written AAP” or  “Plan”) in good faith to promote equality of opportunity in our registered apprenticeship program.  This written AAP is a part our apprenticeship Standards.  We also incorporate by reference the Equal Opportunity Pledge contained in the Standards for this program. 

This written AAP, which is based upon the minimum requirements for AAP contained in the equal opportunity in apprenticeship final regulation located at 29 CFR Part 30, is composed of nine key components.  Each of these components requires us to examine different aspects of our apprentice workforce and document our review.  At various stages of our review, we will analyze our utilization, recruitment activities, and selection, training, and assignment practices in order to ensure that all elements of our apprenticeship program are in accordance with equal employment opportunity requirements.

The key components of this AAP are as follows:

· Section I:	Workforce Analysis for race, sex, and ethnicity (by occupation title and by major occupation group);

· Section II:	Availability Analysis for race, sex, and ethnicity (by major occupation group); 

· Section III:	Utilization Analysis (comparing the workforce and availability analyses); 

· Section IV:	Utilization goals for race, sex, and ethnicity (if necessary); 

· Section V:	Utilization goals for individuals with disabilities; 

· Section VI:	Targeted outreach, recruitment, and retention activities (if necessary); 

· Section VII:	Annual review of personnel processes;

· Section VIII:	Invitation to self-identify as an individual with a disability;

· Section IX:	Official adoption of the written AAP.

Abbreviations Key:  

Please note that the following abbreviations denoting relevant racial and ethnic groups appear in the demographic charts contained in this written AAP (Appendix C):

HISP	= Hispanic;

AA	= African American/Black; 

AS	= Asian; 

AIAN	= American Indian or Alaska Native; 

NHPI	= Native Hawaiian or Other Pacific Islander.

NOTE:  For detailed definitions of the above racial and ethnic groups, please see Attachment 1 of the Reference Guide.

PLEASE NOTE:  To collect the demographic information on your apprentice workforce requested in Sections I through VIII below, you should consult the data supplied by your program’s apprentices in ETA Form 671.  In addition, to ensure timely compliance with the AAP requirements contained in 29 CFR Part 30, you should keep a record of the date(s) on which you completed the analyses and activities described in Sections I through VIII below.




Section I – Workforce Analysis for race, sex, and ethnicity 
(by occupation title and by major occupation group)

The apprentice information needed to complete this workforce analysis section is available in the Registered Apprenticeship Partners Information Data System (RAPIDS) for all federally registered programs in the Office of Apprenticeship (OA) States, and for many state programs managed by State Apprenticeship Agencies (SAAs).  Access to RAPIDS is available at: https://dol.appiancloud.com/suite/sites/registered-apprenticeship.  Sponsors that are not required to use RAPIDS to manage their apprentices are encouraged to work with the appropriate SAA to complete their workforce analysis.

The following terms are used in this section:

· An Occupation Title is a specific occupation that has been assigned a 6-digit “detailed occupation” code in the U.S. Bureau of Labor Statistics’ Standard Occupational Classification and Coding Structure (SOC), https://www.bls.gov/soc/, and a corresponding 8-digit code in the Occupational Information Network (O*NET), https://www.onetonline.org/).  Detailed occupations are defined so that each includes workers who perform similar job tasks based on work performed and, in some cases, on the skills, education and/or training needed to perform the work.  For the purposes of completing the workforce analysis, occupation titles are defined by the 8-digit O*NET code.  Sponsors can locate the O*NET code associated with their registered occupations from the program occupation tab in RAPIDS.

· A Major Occupation Group is the highest-level classification in the SOC, which combines related occupations into major occupation groups.  These Major Occupation Groups are designated by the two-digit SOC code and the two-digit prefix of the O*NET code.  (See Attachment 2, “Standard Occupational Classification and Coding Structure” in the accompanying Reference Guide for a complete list of the 23 major occupation groups and their two-digit SOC/O*NET code designations).

Example:  A sponsor has an apprenticeship program that offers training in four different occupation titles:  Roofer (SOC/O*NET code:  47-2181.00), Electrician (SOC/O*NET code: 47-2111.00), Tool and Die Maker (SOC/O*NET Code:  51-4111.00), and Machinist (SOC/O*NET code:  51-4041.00).  In completing Tables 1, 2, and 3 of the workforce analysis below, the sponsor will enter identifying characteristics for their apprenticeship workforce by utilizing the Occupation Titles and the corresponding SOC/O*NET codes for each of those titles.

In completing Tables 4, 5, and 6 of the analysis, however, the sponsor will classify their apprentice workforce by the two Major Occupation Groups that encompass these titles:  Construction (2-digit SOC/O*NET code: 47) and Manufacturing (2-digit SOC/O*NET code: 51).




Instructions for completing the Workforce Analysis

In completing the tables (1 through 6) contained in this Section I, sponsors should utilize the demographic identification provided by apprentices in their Program Registration and Apprenticeship Agreements (see Form 671, Section II).[footnoteRef:1]  If you are a RAPIDS user, the workforce analysis is available as a report in the system.  As noted above, sponsors that are not required to use RAPIDS to manage their apprentices are encouraged to work with the appropriate SAA to complete their workforce analysis. [1:  Self‐identification is the most reliable method and preferred method for compiling information about a person’s sex, race, and ethnicity.  Sponsors are strongly encouraged to rely on employee self‐identification to obtain this information.  Please note that while visual observation is an acceptable method for identifying demographic data in the absence of self-identification data, it may not be reliable in every instance, and sponsors should not guess or assume the sex, race, or ethnicity of an apprentice or applicant for apprenticeship.] 


A. Workforce Analysis by Occupation Title for Sex, Ethnicity, and Race

NOTE:  The workforce analyses by occupation title for sex, ethnicity, and race contained in Tables 1, 2, and 3 in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for sex, ethnicity, and race should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

Instructions:

For each Occupation Title in a program, please indicate the total number of responses received from apprentices that self-identify for sex, ethnicity, and race in the following tables:

TABLE 1 – Occupation Titles by Sex

Number of Responses Selecting a Sex

		Occupation Title

		8-Digit

O*NET Code

		Female

		Male

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





TABLE 2 – Occupation Titles by Ethnicity

Number of Responses Selecting an Ethnicity

		Occupation Title

		8-Digit

O*NET Code

		HISP

		NON-HISP

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		








TABLE 3 – Occupation Titles by Race

Note:  For Table 3 below, responding apprentices may elect to choose one or more of the specified races.  If an apprentice has identified himself or herself as more than one race, count the apprentice in each of the racial categories that he or she has identified.

EXAMPLE:  The sponsor of an apprenticeship program for the occupation of Lodging Manager obtained responses from 18 apprentices who identified their racial characteristics.  Of these 18 individuals, 2 identified as AS only, 1 identified as both AS and AA, 4 identified as AA only, 1 identified as both AA and White, 1 identified as AIAN only, 0 identified as NHPI, and 9 identified as White only.  While the number of respondents is 18, a total figure of 20 should nevertheless be entered in the “Total” responses column due to the selection by some apprentices of more than one race.

	Number of Responses Selecting One (or More) Race

		Occupation Title

		8-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		Lodging Managers

		11-9081.00

		3

		6

		1

		0

		10

		20







	Number of Responses Selecting One (or More) Race

		Occupation Title

		8-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		








B. Workforce Analysis by Major Occupation Group for Sex, Ethnicity, and Race

NOTE:  The workforce analysis by major occupation group for sex, ethnicity, and race contained in Tables 4, 5, and 6 in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for sex, ethnicity, and race should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place). 

Instructions:

For each Major Occupation Group in a program, please complete the following sex, ethnicity, and race tables.

TABLE 4 – Major Occupation Groups by Sex

	Number of Responses 
Selecting a Sex

		Major Occupation Group  

		2-Digit O*NET Code

		Female

		Male

		Total

		Female Percent of Total Responses



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





TABLE 5 – Major Occupation Groups by Ethnicity

	Number of Responses 
Selecting an Ethnicity

		Major Occupation Group  

		2-Digit O*NET Code

		HISP

		NON-HISP

		Total

		HISP Percent of Total Responses



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		








TABLES 6.1 and 6.2 – Major Occupation Groups by Race

Note:  For Table 6.1 below, responding apprentices may elect to choose one or more of the specified races.  If an apprentice has identified himself or herself as more than one race, count the apprentice in each of the race categories that he or she has identified.  

For Table 6.2 below, align the Major Occupation Groups and 2-Digit O*NET Codes with the Major Occupation Groups and 2-Digit O*NET Codes completed in Table 6.1, and compute the percentage of total responses within a racial category by comparing the number of responses selecting a particular race to the total number of responses completed in Table 6.1.

EXAMPLE:  Using the example above for Table 3, the program sponsor obtained responses from 18 apprentices who identified their racial characteristic.  Of these 18 individuals, 2 identified as AS only, 1 identified as both AS and AA, 4 identified as AA only, 1 identified as both AA and White, 1 identified as AIAN only, 0 identified as NHPI, and 9 identified as White only.  While the number of respondents is 18, a total figure of 20 should nevertheless be entered in the “Total” responses column due to the selection by some apprentices of more than one race.  

Accordingly, to compute the percentage of total responses within a racial category, the sponsor would compare the number of responses selecting a particular race to the total number of responses (20).  For instance, in the sample table below, the AS percentage is determined by calculating the proportion of AS responses (3) to the total number of responses (20), resulting in a figure of 15%.

(Please note that the occupation title for “Lodging Managers” that appears in Table 3 above is classified under the “Management Occupations” Major Occupation Group for purposes of this table, with a two-digit SOC/O*NET Code of 11).

6.1	Number of Responses Selecting One (or More) Race

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		Management Occupations

		11

		3

		6

		1

		0

		10

		20





6.2	Percent of Total Responses

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI



		Management Occupations

		11

		15%

		30%

		5%

		0%





6.1	Number of Responses Selecting One (or More) Race

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		





6.2	Percent of Total Responses

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Section II – Availability Analysis for race, sex, and ETHNICITY 
(by major occupation group)

PLEASE NOTE:  You should complete this section only in connection with a program review conducted by your Registration Agency.  The Registration Agency will provide you with assistance in completing this section.

A. Minimum Educational Attainment Levels Required for Program Enrollment

Select the minimum educational attainment qualification required to be eligible to enroll in the Major Occupation Group(s) covered by your apprenticeship program from among the options below.

Choose One:

☐  Not High School graduate

☐  High School graduate (including equivalency)   

☐  Some College or Associate’s degree  

☐  Bachelor’s degree

☐  Master’s degree

☐  Doctorate or professional degree

NOTE:  The options listed immediately above correspond to the educational attainment categories for which the U.S. Government compiles workforce data by race, national origin, and sex.  Use the same educational qualifications that are in your Standards; check all levels above that apply.

If additional qualifications, credentials, or skills are required for program enrollment beyond those listed above, list them here (please limit the number of characters to 2,000)




NOTE:  These required additional qualifications must already be in the sponsor’s Standards; they cannot be added subsequently.




B. Designated Recruitment Area for Apprentices

Select the category below that corresponds to the relevant recruitment area for each Major Occupation Group represented in your program.

Choose One:

☐  External recruitment area – the geographical area from which the sponsor usually seeks or reasonably could seek apprentices when recruiting from outside of its own current employees.  An external recruitment area can be an area within a specific radius of a sponsor’s location; a county or counties; or a state or states.  Please provide a brief rationale for selecting this recruitment area:

Enter text here




☐  Other recruitment area or source – a source or geographic area other than an External Recruitment Area from which a sponsor seeks (or reasonably could seek) to recruit apprentices (such as from the sponsor’s existing workforce).  Please describe this source or area and explain your reason(s) for selecting it:

Enter text here




☐  Combination of external recruitment area / other recruitment area or source – If your program typically recruits apprentices from an external recruitment area AND another recruitment area or source (such as from your existing workforce), select this option, explain your reason for selecting it, and provide the estimated percentage of selectees that typically come from each source (e.g., 75% selectees from external recruitment area / 25% selectees from existing workforce):

Enter text here







C. Specifying the External Recruitment Area

If you are utilizing an External Recruitment Area, please complete the following items: 

For each Major Occupation Group, we seek (or reasonably could seek) individuals who live in the following geographical zones or jurisdiction(s) (CHECK ONE):

☐  A political jurisdiction

☐  A geographical zone that is a specified radius from the sponsor’s program location

If you checked “political jurisdiction” above, please specify the jurisdiction:

☐  County (ies):  County(ies)_____________

☐  State(s):  State(s)___________________

NOTE:  Definitions for these Census Bureau political jurisdiction categories are provided in Attachment 3 of the Reference Guide.

If you instead checked “a specified radius from the sponsor’s program location,” please CHECK ONE of the following distances:

[image: ]





☐  5 miles

☐  10 miles

☐  15 miles

☐  20 miles

☐  25 miles

☐  50 miles

☐  100 miles

☐  200 miles

☐  300 miles

☐  500 miles

☐  1000 miles






Section III: Utilization Analysis 
(comparing the workforce and availability analyses)

NOTE:  The utilization analysis contained in this Section should initially be completed, with the assistance of the Registration Agency, at the first program review after the second anniversary of registration.  Subsequent utilization analyses should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

Determining Whether the Establishment of Utilization Goals Is Necessary:
Methods for Utilization Analysis

A. Using the Demographic Analysis Tool

OA strongly encourages you to use the electronic Demographic Analysis Tool (DAT)[footnoteRef:2] to conduct a utilization analysis because it provides a streamlined process for conducting the analysis, and also utilizes the most accurate, up-to-date national demographic data.  You are eligible to utilize the DAT if you satisfy ALL of the following criteria:  [2:  The DAT utilizes U.S. Census Bureau data derived from the EEO Tabulation EEO-ALL07R-N1:  Educational Attainment (6) by Younger Age Groups, Sex, and Race/Ethnicity (Part I) for Residence Geography, Total Population, Number] 


· If, for a Major Occupation Group, you do not require applicants to meet credentials or skills beyond those specified in the minimum educational attainment checkboxes in Section II. A (see Section II. A above); 

· If, for a Major Occupation Group, you recruit apprentices solely from an external recruitment area (i.e., you choose to establish a recruitment area that is based on a source derived from U.S. Census Bureau data) (see Section II. B above), AND

· You choose to utilize either the “80% method” or the “two standard deviations method” (which are described in Section III. B below) for conducting a utilization analysis.

PLEASE NOTE:  If you do not meet each of the three criteria listed above, you should contact the Registration Agency for assistance in conducting your utilization analysis.

B. Applicable Methodology for Utilization Analysis Review

Select the method used to evaluate whether the utilization of women, Hispanics or Latinos, or a particular racial minority group in your workforce is significantly less than would be reasonably expected given the availability of such individuals for apprenticeship:

☐	80% Method (Under the “80% method”, if utilization is less than 80% of availability, it is considered significantly less);

[bookmark: _Hlk14862620]☐	Two Standard Deviations Method (Under the “two standard deviations” method, if utilization is more than two standard deviations less than availability, it is considered significantly less.  A standard deviation is a statistical test that predicts the likelihood that an outcome – in this case, the outcome that utilization is less than availability – occurs by chance).  PLEASE NOTE:  The “two standard deviations” method may only be used if the program sponsor employs a total of 30 or more apprentices, as measured in Table 1 (Occupation Titles by Sex) of this Appendix C; or 

· If you choose a method OTHER than the 80% Method or the Two Standard Deviations Method, you must describe it in the space below (please limit the number of characters to 2,000).  Please also note that selection of such an alternative method will disqualify you from utilizing the DAT.

Enter text here





Eligible sponsors may complete the DAT by accessing RAPIDS:

https://dol.appiancloud.com/suite/sites/registered-apprenticeship.

After entering the data requested by the DAT, print a copy of the DAT Report, and attach it to this written AAP (Appendix C).  Then proceed to Section IV below.




Section IV:  Utilization goals for race, sex, and ethnicity (if necessary)

PLEASE NOTE:  If the results of your utilization analysis (Section III above) did not identify any significant underutilization of apprentices by sex, race, or ethnicity in a Major Occupation Group, you may skip this section and proceed to Section V.

Completion of Table 7 below is only required in connection with a program review conducted by a Registration Agency.  The Registration Agency will provide you with assistance in completing this section.

Based on the analyses summarized in the DAT Report, identify the sex/race/ethnic group(s) for which the proportion in your Major Occupation Group was significantly less than that group’s availability in the relevant recruitment area(s).  Record the results in Table 7 below by copying the “yes” and “no” utilization outcomes from the DAT Report in the second column of the Table.

Next, enter the percentage utilization goal for any race, sex, or ethnicity group in which there was significant underutilization.  The goal for any such group must at least equal the corresponding availability figure in the DAT Report, rounded to the nearest whole number.  For any row in which the response in the second column is “no,” leave the third column blank.

TABLE 7 – Underutilization of Sex, Ethnicity, and Race

		[bookmark: _Hlk3397593]Population Group

		Significant Underutilization? (Yes/No)

[bookmark: _Hlk3397173][from the DAT Report]

		Goal (%)

[at least equal to the corresponding figures 
in the DAT Report]



		Women

		

		



		HISP

		

		



		AA

		

		



		AS

		

		



		AIAN

		

		



		NHPI

		

		





PLEASE NOTE:  The percentage goals listed in Table 7 above are not intended and will not be used by the program sponsor to discriminate against any qualified applicant or apprentice on the basis of race, color, religion, national origin, sex (including pregnancy, gender identity, and sexual orientation), sexual orientation, age (40 or older), genetic information, or disability.  These goals do not supersede eligibility requirements for this apprenticeship program.

The program sponsor will not use these goals as rigid and inflexible quotas; as either a ceiling or a floor for the selection of members of a particular group(s) as apprentices; or as a justification to extend a preference to any individual, select an individual, or adversely affect an individual’s status as an apprentice.  Instead, the sponsor will use these goals as objectives or targets, applying every good faith effort to make all aspects of the entire affirmative action program work and to attain the goals.  




Section V – Utilization goals for individuals with disabilities

NOTE:  The workforce analysis for individuals with disabilities (IWDs) in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for individuals with disabilities should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

A. Workforce Analysis for Individuals with Disabilities by Occupation Title

Table 8 below shows, for each Occupation Title represented in the program, the numbers of apprentices in the workforce whose responses to the question “do you have a disability?” on their most recent Voluntary Disability Disclosure Form was “yes;” “no;” or “I do not wish to answer” (or who did not return the form).

TABLE 8 - Disability Status by Occupation Title

Number of Individuals Responding to the Question: “Do you have a disability?”

		Occupation Title

		8-Digit O*NET Code

		Yes

		No

		Did not answer or return form

		Total Number of Individuals Responding Either ‘Yes’ or ‘No’



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





B. Workforce Analysis for Individuals with Disabilities by Major Occupation Group

Table 9 below shows, for each Major Occupation Group represented in the program, the numbers and percentages of apprentices whose responses to the question “do you have a disability?” on their most recent Voluntary Disability Disclosure Form was “yes;” “no;” or “I do not wish to answer” (or who did not return the form).

TABLE 9 – Disability Status by Major Occupation Group

Number of Individuals Responding to the Question: “Do you have a disability?”

		Major Occupation Group

		2-Digit O*NET Code

		Yes

		No

		Did not answer or return form

		Total Number of Individuals Responding 
‘Yes’ or ‘No’

		Proportion of persons responding ‘yes’ to the total number of individuals that responded either ‘yes’ or ‘no’ (expressed as a percentage)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





C. 


C. Identification of Potential Impediments for Individuals with Disabilities (IWDs)

The Major Occupation Group(s) in our program in which the percentage of IWDs was less than seven percent is/are listed in the first column of Table 10 below.  For these groups, we reviewed our program to identify any impediments to equal opportunity for IWDs, with the results shown in the second column.  The following are examples of impediments to achieving equal employment opportunity for apprentices with IWDs, which may be utilized in completing Table 10 below.

☐  Lack of effective outreach to IWDs

☐  Inaccessible methods for testing applicants’ qualifications or readiness for progression 

☐  Qualifications or other selection mechanisms that disfavor IWDs and are not job related

☐  Hostile or unwelcoming work environments for IWDs

☐  Different training opportunities or work assignments for IWDs than for others

☐  Different pay, disciplinary standards, or other working conditions for IWDs

☐  Failure to provide reasonable accommodations or information about reasonable accommodations 

☐  Provisions in collective bargaining or employer acceptance agreements 

[bookmark: _Hlk14945695]☐  Other:  (fill in the blank)________________________________________________________ 

TABLE 10 – Impediments to EEO for IWDs

		Major Occupation Groups in which the percentage of IWDs was less than 7%

		Impediments to EEO for IWDs



		

		1.  

2.  

3.  



		

		1.  

2.  

3. 





Section VI – Targeted Outreach, Recruitment, and Retention ACTIVITIES (if necessary)

PLEASE NOTE:  Completion of this section is mandatory if you were required to adopt race, sex, or ethnicity goals (under Section IV of this written AAP) or if you found impediments to equal employment opportunity for IWDs (under Section V of this written AAP).  Otherwise, completion of this section is purely optional.

In the coming year, we will undertake the outreach, recruitment, and retention activities listed below.  These activities are targeted to the race/sex/ethnicity group(s) for which we adopted goals (as shown in Section IV) and/or to IWDs (if we found impediments to equal employment opportunity for such individuals, as shown in Section V).

1. We will disseminate information to organizations serving each underutilized group regarding the nature of our apprenticeship program, requirements for selection for apprenticeship, availability of apprenticeship opportunities, and our equal opportunity pledge.  The Universal Outreach Tool (UOT) can help connect sponsors with local organizations who may be able to assist sponsors in meeting their outreach, recruitment, and retention goals; the UOT may be accessed at:  https://apprenticeshipusa.secure.force.com/eeoresourcetool.)  These organizations and the group(s) that each serve are listed in Table 11:

TABLE 11 – Organizations Serving Underutilized Populations

		Major Occupation Group

		Underutilized Population

(i.e., Women, AA, HISP, AS, AIAN, NHPI, IWDs)

		Organization(s) serving population

to which information will be disseminated



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





2. We will advertise all openings for apprenticeship opportunities by publishing advertisements in the following media that have wide circulation in our relevant recruitment areas: 

Enter text here. (Please limit the number of characters to 2,000.)





3. We will cooperate with the following local school boards and vocational education systems to develop and/or establish relationships with pre-apprenticeship programs targeting students from each underutilized group to prepare them to meet the standards and criteria required to qualify for entry into our apprenticeship programs: 

Enter text here. (Please limit the number of characters to 2,000.)





4. We will establish linkage agreements or partnerships with the following pre-apprenticeship programs, community-based organizations, advocacy organizations, or other appropriate organizations, in recruiting qualified individuals for apprenticeship: 

Enter text here. (Please limit the number of characters to 2,000.)





5. After every selection cycle for registering apprentices, we will evaluate and document the overall effectiveness of the above-targeted outreach and recruitment activities and refine them as needed.  

[Choose one:]

☐  The documentation of the evaluations of these activities that we conducted (and any changes made to these activities in response to the evaluations) since the last review is attached to this written AAP; or

☐  We did not select or register any apprentices since the last review.

6. We [Choose one:] ☐  will / ☐  will not undertake the following optional activities:

☐	Enlist journeyworkers (i.e., experienced workers) from the underutilized group(s) to assist in implementing our AAP.

☐	Enlist journeyworkers from the underutilized group(s) to mentor apprentices and to assist with our targeted outreach and recruitment activities.

☐	Conduct exit interviews of each apprentice who leaves our apprenticeship program before completion to understand better why he/she left and to help shape retention activities.

☐	Other:  

[Choose as many as applicable, or none.]

Enter text here





Section VII – Annual Review of Personnel Practices

PLEASE NOTE:  You should initially complete this section by the second anniversary of your program’s registration with a Registration Agency, and again on an annual basis. 

We conduct a thorough, systematic, and comprehensive review at the program, industry and occupation level of our personnel processes related to the administration of the apprenticeship program annually.  Such an annual review ensures that the apprenticeship program is operating free from discrimination based on race, color, religion, national origin, sex (including pregnancy, gender identity, and sexual orientation), sexual orientation, age (40 or older), genetic information, and disability.

Our reviews have included (but may not be limited to): the qualifications for apprenticeship, application and selection procedures, wages, outreach and recruitment activities, advancement opportunities, promotions, work assignments, job performance, rotations among all work processes of the occupation, disciplinary actions, handling of requests for reasonable accommodations, and the program's accessibility to individuals with disabilities (including the use of information and communication technology).

As a result of our most recent annual review, which was conducted on:  (insert date)______, we made or will make the modifications to the program listed in Table 12 below.  Examples of modifications that may improve equal employment for apprentices may include, but not limited to:

☐  Developing, revising, or enhancing training or information sessions on EEO requirements, and providing a nondiscriminatory, welcoming work environment.

☐  Taking appropriate disciplinary actions (up to and including termination) against staff or apprentices who engage in unlawful harassment or otherwise fail to provide equal employment opportunity.

☐  Renegotiating or terminating collective bargaining or employer acceptance agreements to eliminate discriminatory policies or processes or otherwise allow the sponsor to address barriers or impediments to EEO.

☐  Taking steps to ensure that compensation in an occupational group does not vary based on any protected category. 

☐  Revising work assignments to ensure that they do not discriminate on the basis of any protected category.

☐  Revising disciplinary standards to ensure that they do not discriminate on the basis of any protected category.

☐  Other provision of reasonable accommodations to IWDs:  Fill in the blank_______________________ 

TABLE 12 – Modifications of Personnel Practices

		Modification of Personnel Practices

		Date Made or To Be Made



		

		



		

		



		

		



		

		



		

		





Section VIII – Invitation to Self-Identify as an Individual with a Disability

PLEASE NOTE:  You should initially complete this section by the second anniversary of your program’s registration with a Registration Agency, and again on each occasion that you update your written AAP.

☐  On (insert date)______, we began inviting all applicants for our program, at the time that they apply or are considered for apprenticeship, to inform us whether they believe that they are IWDs.  

☐	We invited our then-current apprentices to self-identify on (insert date)______.  

☐	Since then, we have continued to invite all applicants to self-identify when they apply, and all accepted applicants to self-identify after acceptance into the program but before they begin their apprenticeships.  

☐	Every year, we have reminded all current apprentices that they may update their Voluntary Disability Disclosure Form.  We sent our most recent reminder on (insert date)______.

☐	We use the Voluntary Disability Disclosure Form for these self-identification invitations.

☐	We keep the Voluntary Disability Disclosure Form separate from the application and the apprentice’s program files.




Section IX – Official Adoption of THE Written Affirmative Action Plan

1. Adoption by the Sponsor 
(where there is no labor union involvement in the sponsorship of the program)

(insert official name of sponsor)_______________________________________ adopts this written Affirmative Action Plan on this (day) day of (month) 20 (year).

________________________________________________
Signature of Sponsor’s Representative

(insert typed/printed name)______ ______________
Typed/Printed Name

(insert date)____________________ ______________
Date

2. Adoption by Labor and Management Representatives of the Sponsor
(where applicable)

[Complete below ONLY IF there is joint union-management sponsorship of the apprenticeship program, and where separate signatures from labor union and management representatives are required.]

(insert official name of sponsor)_______________________________________ adopts this written Affirmative Action Plan on this (day) day of (month) 20 (year).

_________________________________________________	________________________________________________
Signature of Management Representative	Signature of Labor Representative

(insert typed/printed name)______ ______________	(insert typed/printed name)______ ______________
Typed/Printed Name	Typed/Printed Name

(insert date)____________________ ______________	(insert date)____________________ ______________
Date	Date
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BACKGROUND

What is an Affirmative Action Program (AAP)?

An AAP is a tool designed to assist a sponsor in detecting, diagnosing, and correcting any barriers to equal
opportunity that may exist in its apprenticeship program. AAPs are designed to promote and ensure equal
opportunity in apprenticeship for all workers, including women, minorities, and individuals with
disabilities and can assist sponsors in building the skilled and diverse workforce needed to compete in
the global economy. Communities can also benefit from this proven model to develop talent pipelines for
high-growth industries.

An AAP requires the sponsor to take affirmative steps to encourage and promote equal opportunity, to
create an environment free from discrimination, and to address any barriers to equal opportunity in
apprenticeship. An AAP also helps the sponsor identify and address underutilization and helps the
sponsor establish procedures to monitor and examine its employment practices and decisions with
respect to apprenticeship. As part of an AAP, sponsors must create and maintain a written Affirmative
Action Plan (such as this Appendix C) that memorializes and discusses the contents of the program.

Which sponsors must establish an AAP?

Ordinarily, a registered apprenticeship program sponsor must develop its own AAP, even if individual
employers who may be participating in the sponsor's program maintain their own AAPs. However, the
Department’s regulation at 29 CFR Part 30 on equal employment opportunity in apprenticeship provides
two exemptions from the requirement to establish and maintain an AAP:

e If a program has fewer than five apprentices (this exemption is based on the number of
apprentices per program sponsor -- not per participating employer); or

e [f a program can demonstrate that it has an affirmative action plan covering apprentices,
including the use of goals for underrepresented groups, that currently meets the requirements of
either: (a) Executive Order 11246 and section 503 of the Rehabilitation Act (administered by the
Department’s Office of Federal Contract Compliance Programs (OFCCP)); or (b) title VII of the
Civil Rights Act of 1964 (administered by the Equal Employment Opportunity Commission
(EEOQ)), provided that the sponsor has extended the affirmative action plan to include
individuals with disabilities. Additionally, apprenticeship programs will qualify for this
exception only if the goals for any underrepresented group are likely to be equal to or greater
than the goals required under the final rule.

Please note that, even if a registered apprenticeship program sponsor satisfies one of the two
exemptions listed above, the sponsor must comply with the other requirements contained in the equal
employment opportunity (EEO) in apprenticeship final rule at 29 CFR part 30.

Page | C Reference -2





By when must a sponsor complete its initial written AAP?

For a new sponsor of an apprenticeship program (as well as for existing sponsors who registered their
apprenticeship programs after January 18, 2017), the deadline for completing an initial written AAP is
two years after their registration date. Sponsors who have registered their apprenticeship
programs in an SAA state should contact their local Registration Agency for more information
concerning the applicable AAP compliance deadlines in that state.

What other compliance deadlines must a sponsor meet under an AAP?

By the program’s two-year registration anniversary date, a sponsor must also have conducted an initial
review of personnel practices (see Section VII of Appendix C), an initial workforce analysis for race, sex,
and ethnicity (see Section L.A. of Appendix C), and a separate workforce analysis for individuals with
disabilities (see Section V of Appendix C). Similarly, by the program’s two-year registration anniversary,
the sponsor must have begun issuing invitations to apprentices and program applicants to self-identify as
individuals with disabilities (IWDs).

Under an AAP, the sponsor’s review of its personnel practices must occur on an annual basis. Additional
workforce analyses for race, sex, and ethnicity must be undertaken by the sponsor during each EEO
compliance review (described below) that is conducted by the Registration Agency, and again
in three years if there has been no intervening compliance review. Similarly, a
workforce analysis for I[IWDs must be undertaken by the sponsor during each EEO
compliance review conducted by the Registration Agency, and again in three years if there has
been no intervening compliance review. Sponsors must also remind apprentices on a yearly basis that
they may voluntarily update their disability status.

What is an EEO compliance review?

An EEO compliance review of a sponsor’s apprenticeship program is a review conducted by a
Registration Agency of the sponsor’s compliance with the provisions of 29 CFR part 30, including the
nondiscrimination obligations and other provisions that apply to all sponsors (which are covered at
apprenticeship program reviews); and provisions regarding AAPs that apply only to sponsors that have
five or more apprentices or are not otherwise exempt from the affirmative-action requirement (which are
covered at extended apprenticeship program reviews).

Reviews are conducted at regular intervals, and may consist of (but are not limited to) comprehensive
analyses and evaluations of each aspect of the program through off-site reviews, such as desk audits of
records submitted to the Registration Agency, and on-site reviews conducted at the sponsor's
establishment that may involve examination of records, inspection and copying of documents, and
interviews with employees, apprentices, journeyworkers (i.e., experienced workers), supervisors,
managers, and hiring officials. As part of the EEO compliance review process, the Registration Agency will
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provide technical assistance to sponsors in conducting the required availability and utilization analyses
described immediately below.

What specific analyses must a sponsor conduct in connection with an AAP, and
when must these be undertaken?

First, as noted above, each sponsor will conduct a workforce analysis within two years of the program'’s
registration. Subsequent workforce analyses should be undertaken at the time of each subsequent
program review (or at least once every three years if a program review does not take place).  The
workforce analysis simply identifies the racial, sex, and ethnic composition of its
apprenticeship workforce (as stated above, a separate analysis needs to be conducted at this time to
identify the apprentices in each program with disabilities). The EEO in apprenticeship regulation focuses
the workforce analysis so that it is conducted at the occupational title level.

Second, at the time of the program’s first program review after the second anniversary of registration and
at each program review thereafter, the sponsor will conduct (with the assistance of the Registration
Agency) an availability analysis (see Section Il of Appendix C). The purpose of the availability analysis
is to determine the racial, sex, and ethnic representation of qualified individuals available for
apprenticeship in the relevant recruitment area. This analysis, which is conducted at the major
occupation group level, will yield an availability figure for each major occupation group represented in
the sponsor's apprenticeship program.

Finally, at the time of the program’s first program review after the second anniversary of registration, the
sponsor will compare (with the assistance of the Registration Agency) the racial, sex, and ethnic
representation of its apprenticeship workforce to the racial, sex, and ethnic representation of qualified
individuals available for apprenticeship in the relevant recruitment area. The comparison of
these demographic profiles is referred to as a “utilization analysis.” (see Section III of Appendix C).
If the utilization analysis reveals that the representation of qualified women or racial or ethnic minorities
in the sponsor’s apprenticeship workforce is significantly lower than would be expected compared
with the relevant labor market, then the sponsor must establish utilization goals and engage in targeted
outreach, recruitment, and retention activities to meet these goals (see Sections IV and VI of Appendix C).

Why do sponsors who develop AAPs have to analyze their apprenticeship
workforces twice: first by occupational title; and then by major occupational group?

The rule provides for utilization analyses by major occupational group to provide a larger data set for
comparing to the availability data and deciding whether or not goals need to be established. For many
programs, a utilization analysis at the occupational title level would not be very helpful, because there are
not many apprentices within each occupation.

The regulations require use of the more granular occupational title data when sponsors perform internal
analyses of their workforces, such as during their annual reviews of personnel practices. Having data
broken down by occupational title allows sponsors to review their apprentice workforces at a deeper level
that could be overlooked when combined in the utilization analysis.
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How can a sponsor determine the availability of qualified individuals within its
recruitment area?

The availability analysis looks at the racial, sex, and ethnic breakdown of these available
individuals. Individuals are considered available if they meet the basic qualifications for
enrollment in the apprenticeship program. Registration Agencies work closely with each
sponsor at their regular compliance reviews (described above) to develop and conduct an availability
analysis.

To determine availability, sponsors must examine the following two factors for each major
occupation group in its apprenticeship program:

e The percentage of individuals who are eligible for enrollment in the apprenticeship program
within the sponsor's relevant recruitment area - broken down by race, sex, and ethnicity; and

e The percentage of the sponsor's employees who are eligible for enrollment in the apprenticeship
program - broken down by race, sex, and ethnicity.

At what point does a sponsor have to establish a utilization goal for race, sex, or
ethnicity?

A sponsor is "underutilized" when the percentage of women, Hispanics or Latinos, or individuals of a
particular racial minority group in the sponsor's program is significantly less than would be reasonably
expected given the availability of such individuals for apprenticeship. If the sponsor finds that
its program's percentage of apprentices of a particular race, sex, or ethnicity falls significantly below
that group's availability in the relevant recruitment area, it must establish a utilization goal.

What is the significance of a program sponsor’s adoption of a utilization goal?

A sponsor’s adoption of a utilization goal (or goals) as part of an AAP constitutes neither a finding nor an
admission of discrimination. Utilization goals are used to measure the effectiveness of the sponsor’s
outreach, recruitment, and retention efforts. Utilization goals are not rigid and inflexible quotas that must
be met, nor are they to be considered either a ceiling or a floor for the selection of particular groups as
apprentices. Quotas are expressly forbidden. Utilization goals may not provide a sponsor with a
justification to extend a preference to any individual, select an individual, or adversely affect an
individual’s status as an apprentice on the basis of that person’s race, sex, or ethnicity. Utilization goals do
not create “set-asides” for specific groups, nor are they intended to achieve proportional representation or
equal results. Utilization goals may not be used to supersede eligibility requirements for apprenticeship,
and do not require sponsors to select a person who lacks qualifications to participate in the apprenticeship
program or to select a less qualified person in preference to a more qualified one.
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How can a sponsor know if it is meeting its utilization goals?

Sponsors will work with the Registration Agency at each compliance review to establish or review
utilization goals. Sponsors then compare their workforce analyses to the goals to determine if they are
meeting their goals.

What happens if an apprenticeship program doesn't reach its utilization goals?

If the Registration Agency determines that a sponsor is not meeting its utilization goal(s), the Registration
Agency will work with that sponsor to identify potential problem areas in the program and devise action-
oriented programs, such as engaging in more targeted outreach, recruitment, and retention activities.

Failure to meet utilization goals will not, in and of itself, result in any enforcement actions or sanctions. A
sponsor's compliance with the final rule will be determined based upon the sponsor's good faith efforts to
eliminate impediments to equal employment opportunity and not purely on whether it has met its goals.
The Registration Agency will look at the totality of the sponsor's affirmative action efforts to determine
whether it is in compliance with its affirmative action obligations.

For programs in which individuals with disabilities comprise less than 7% of the apprentice workforce,
sponsors will need to determine if the program’s policies or practices create impediments to participation.
If impediments to equal opportunities for individuals with disabilities do exist, the sponsor is required to
undertake targeted outreach, recruitment and retention activities that are likely to generate an increase in
applications from, and improve the retention of individuals with, disabilities (see Section V of Appendix
Q).

Should a sponsor include journeyworkers (i.e., experienced workers) in its
analyses?

Generally, no it should not. If journeyworkers are eligible for enrollment in the apprenticeship program,
those workers should be included within the sponsor's availability analysis. But journeyworkers that the
sponsor currently employs should not be included in the sponsor's workforce analysis.

When the sponsor is a community college or business association that places
apprentices with participating employers, what data should be included in the AAP
- the sponsor's apprentice workforce data or the participating employers' data?

The workforce that should be analyzed for the AAP is the sponsor's apprentice workforce - whether those

apprentices are employed by the sponsor or by participating employers.

What is the Demographic Analysis Tool, and how can it assist a program sponsor in
conducting an AAP utilization analysis?

The Demographic Analysis Tool (DAT) is a sophisticated electronic platform established by the U.S.
Department of Labor to assist eligible sponsors and Registration Agency staff in conducting the
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mathematical calculations involved in the availability and utilization analyses required by the EEO in
apprenticeship regulation at 29 CFR Part 30. The DAT facilitates this demographic analysis by comparing
the sponsor’s data concerning the racial, sex, and ethnic composition of its current apprenticeship
workforce with the availability of qualified individuals in the relevant labor market. Utilizing relevant U.S.
Census Bureau data, the DAT produces a report indicating whether women or racial or ethnic minorities
in the sponsor’s workforce are (or are not) significantly underrepresented compared with their
availability in the relevant labor market. The complementary Universal Outreach Tool (UOT) can help
connect sponsors with local organizations who may be able to assist sponsors in meeting their goals. The
UOT may be viewed at: https://apprenticeshipusa.secure.force.com/eeoresourcetool.

(Please review the instructions for Section Il A. of Appendix C for more information on which sponsors are
eligible to use the DAT, and how to access it).

Which sponsors are required to conduct annual reviews of personnel practices, and
what should be included in those reviews?

All sponsors that are required to develop an AAP must also conduct an annual review of their personnel
practices to help ensure the program is free from unlawful discrimination. This review must be a careful,
thorough, and systematic review of all aspects of the apprenticeship program at the program, industry and
occupation level. The review includes, but is not limited to, the qualifications of apprentices, application
and selection procedures, wages, outreach and recruitment activities, advancement opportunities,
promotions, work assignments, job performance, rotations among all work processes of the occupation,
disciplinary actions, handling of requests for reasonable accommodations, and the program's
accessibility to individuals with disabilities. The AAP must include a description of the review the
sponsor undertook and any modifications it made to its practices as a result of the review.
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ATTACHMENT 1: DEFINITIONS OF RELEVANT RACIAL AND ETHNIC GROUPS 1

HISP = Hispanic

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.”

AA = African American/Black

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.

AS = 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,
"Vietnamese," and "Other Asian" or provide other detailed Asian responses.

non non non

Japanese,"

AIAN = American Indian or Alaska Native

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

NHPI = Native Hawaiian or 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.

non non non

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.

1 The definitions in this Attachment are from the U.S. Department of Labor’s Registration and Equal Employment
Opportunity in Apprenticeship Programs Information Collection Request (OMB Control No. 1205-0223),
ETA 671 Section II, https://www.reginfo.gov/public/do/PRAICList?ref nbr=202104-1205-001.
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ATTACHMENT 2: STANDARD OCCUPATIONAL CLASSIFICATION AND CODING
STRUCTURE (SOC)

Major Occupation Groups

The Standard Occupational Classification (SOC) system is a federal statistical standard that enables
federal agencies to combine related occupational titles. To facilitate classification, these detailed
occupations are combined to form 23 major occupational groups. These groups comprise the highest-
level classification in the SOC and are designated by the two-digit SOC code and the two-digit prefix of the
O*NET code. These 23 major occupational groups are listed below and can be accessed at the following
link: https://www.bls.gov/soc/ (accessed 3/9/19).

I 2018 Major Occupation Groups

See the following link: https://www.bls.gov/soc/2018/major_groups.htm (accessed 3/9/19):

Each individual occupational title contained in the 2018 SOC is classified within one of the following
23 major occupational groups:

35 Food Preparation and Serving Related
Occupations

11 Management Occupations

13 Business and Financial Operations o _
Occupations 37 Bul-ldmg and Grounds. Cleaning and
Maintenance Occupations

15 Computer and Mathematical Occupations

39 Personal Care and Service Occupations

17 Architecture and Engineering Occupations

41 Sales and Related Occupations

19 Life, Physical, and Social Science Occupations

43 Office and Administrative Support

21 Community and Social Service Occupations Occupations
23 Legal Occupations 45 Farming, Fishing, and Forestry Occupations
25 Educational Instruction and Library 47 Construction and Extraction Occupations

Occupations ) ) ]
49 Installation, Maintenance, and Repair

27 Arts, Design, Entertainment, Sports, and Occupations
Media Occupations

51 Production Occupations

29 Healthcare Practitioners and Technical
Occupations

53 Transportation and Material Moving
Occupations

31 Healthcare Support Occupations

55 Military Specific Occupations

33 Protective Service Occupations
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https://www.bls.gov/soc/

https://www.bls.gov/soc/2018/major_groups.htm

https://www.bls.gov/soc/2018/major_groups.htm#11-0000

https://www.bls.gov/soc/2018/major_groups.htm#13-0000

https://www.bls.gov/soc/2018/major_groups.htm#13-0000

https://www.bls.gov/soc/2018/major_groups.htm#15-0000

https://www.bls.gov/soc/2018/major_groups.htm#17-0000

https://www.bls.gov/soc/2018/major_groups.htm#19-0000

https://www.bls.gov/soc/2018/major_groups.htm#21-0000

https://www.bls.gov/soc/2018/major_groups.htm#23-0000

https://www.bls.gov/soc/2018/major_groups.htm#25-0000

https://www.bls.gov/soc/2018/major_groups.htm#25-0000

https://www.bls.gov/soc/2018/major_groups.htm#27-0000

https://www.bls.gov/soc/2018/major_groups.htm#27-0000

https://www.bls.gov/soc/2018/major_groups.htm#29-0000

https://www.bls.gov/soc/2018/major_groups.htm#29-0000

https://www.bls.gov/soc/2018/major_groups.htm#31-0000

https://www.bls.gov/soc/2018/major_groups.htm#33-0000

https://www.bls.gov/soc/2018/major_groups.htm#35-0000

https://www.bls.gov/soc/2018/major_groups.htm#35-0000

https://www.bls.gov/soc/2018/major_groups.htm#37-0000

https://www.bls.gov/soc/2018/major_groups.htm#37-0000

https://www.bls.gov/soc/2018/major_groups.htm#39-0000

https://www.bls.gov/soc/2018/major_groups.htm#41-0000

https://www.bls.gov/soc/2018/major_groups.htm#43-0000

https://www.bls.gov/soc/2018/major_groups.htm#43-0000

https://www.bls.gov/soc/2018/major_groups.htm#45-0000

https://www.bls.gov/soc/2018/major_groups.htm#47-0000

https://www.bls.gov/soc/2018/major_groups.htm#49-0000

https://www.bls.gov/soc/2018/major_groups.htm#49-0000

https://www.bls.gov/soc/2018/major_groups.htm#51-0000

https://www.bls.gov/soc/2018/major_groups.htm#53-0000

https://www.bls.gov/soc/2018/major_groups.htm#53-0000

https://www.bls.gov/soc/2018/major_groups.htm#55-0000



ATTACHMENT 3: DEFINITIONS OF U.S. CENSUS BUREAU GEOGRAPHICAL
CATEGORIES 2

State  The primary legal subdivision of the United States. The District of Columbia, Puerto Rico, and
the Island Areas (the U.S. Virgin Islands, Guam, American Samoa, and the Northern Mariana
Islands) are each treated as the statistical equivalent of a state for census purposes.

County The primary legal subdivision of most states. In Louisiana, these subdivisions are known
as parishes. In Alaska, which has no counties, the county equivalents are boroughs, a legal
subdivision, and census areas, a statistical subdivision. In four states (Maryland, Missouri,
Nevada and Virginia), there are one or more cities that are independent of any county and thus
constitute primary subdivisions of their states. The District of Columbia has no primary
divisions, and the entire area is considered equivalent to a county for statistical purposes. In
Puerto Rico, municipios are treated as county equivalents.

Z Except where otherwise noted, the definitions in this Attachment are from U.S. Census Bureau, American FactFinder,
Glossary, https://factfinder.census.gov/help/en/index.htm#glossary.htm.
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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) part 29, subpart A and part 30 at all times, and
part 29, subpart A and part 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.

Page 1 of the Boilerplate Standards is for Government usage and left blank. The OA Administrator registers
the National Apprenticeship Standards and certifies National Guidelines for Apprenticeship Standards.
Regional or State Director register local standards.

SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

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 selection of an applicant for apprenticeship, but before
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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 Partners Information Data 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 sponsor must advise the Registration Agency
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. If the apprentice is a
Veteran, the sponsor must provide an additional copy 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 mustreceive instruction in safe and healthful work
practices. Both on the job and related instruction are to comply with the Occupational Safety and
Health Administration standards promulgated by the Secretary of Labor under 29 U.S.C. 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 (“EEO”) 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
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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.

The sponsor must notify each apprentice of the cancellation of the program and its effect on active
apprentices. If the Registration Agency 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 the 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.

Program Registration and Federal, State, and Local Law Requirements: The Office of
Apprenticeship’s registration of the apprenticeship program described in these Standards of
Apprenticeship on either a nationwide basis (under the National Program Standards of
Apprenticeship) or within a particular State, and the registration of individual apprentices under
the same program, does not exempt the program sponsor, and/or any employer(s) participating
in the program, and/or the individual apprentices registered under the program from abiding by
any applicable Federal, State, and local laws or regulations relevant to the occupation covered by
these Standards, including those pertaining to occupational licensing requirements and
minimum wage and hour requirements.

The program’s Standards of Apprenticeship must also conform in all respects with any such
applicable Federal, State, and local laws and regulations. Any failure by the program to satisfy
this requirement may result in the initiation of deregistration proceedings for reasonable cause
by the Office of Apprenticeship under 29 CFR § 29.8.

. MINIMUM QUALIFICATIONS:

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

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.

. 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.

2. 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
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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.

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.

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.

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
sponsor will keep the records for each probationary apprentice. 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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. 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.

. 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.

EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTIONPROGRAM:

1. Equal Employment Opportunity Affirmative Obligations. Sponsors are
required to comply with the equal opportunity pledge in Section I 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). 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
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 (including pregnancy, gender
identity, and sexual orientation), 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
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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 (including pregnancy, gender identity, and sexual orientation), 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.

[tis 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.

Affirmative Action Program. Sponsors must acknowledge that they will adopt
an affirmative action plan in accordance with 29 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 (5th) apprentice).

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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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 or applicant believes that:

o 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 (including
pregnancy, gender identity, and sexual orientation), or sexual orientation with regard to
apprenticeship.

o The apprentice or applicant has been retaliated against for the following:
o Filing a complaint alleging a violation of 29 CFR part 30;

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

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

o Exercising any rights and privileges under 29 CFR part 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 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. The sponsor will hear and attempt to resolve the matter
locally if written notification from the apprentice is received within the timeframe described in
].2. 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.

Such complaints must be in writing, 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.
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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.

L. RECIPROCITY OF APPRENTICESHIP PROGRAMS:
Pursuant to 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: 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) five or more registered apprentices. Information and technical
assistance materials relating to the creation and maintenance of an affirmative action plan is available
on the Office of Apprenticeship's website at: www.apprenticeship.gov.

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 III - VETERANS’ EDUCATIONAL ASSISTANCE AS MANDATED BY PUBLIC LAW 116-134 (134 STAT.
276)

Pursuant to section 2(b)(1) of the Support for Veterans in Effective Apprenticeships Act of 2019 (Pub.
L. 116-134, 134 Stat. 276), Registered Apprenticeship program sponsors are required to provide a
written assurance that the sponsor: (1) is aware of the availability of educational assistance for a
veteran or other eligible individual under chapters 30 through 36 of title 38, United States Code, for
use in connection with a registered apprenticeship program; (2) will make a good faith effort to
obtain approval for educational assistance described in paragraph (1) above for, at a minimum, each
program location that employs or recruits an veteran or other eligible individual for educational
assistance under chapters 30 through 36 of title 38, United States Code; and (3) will not deny the
application of a qualified candidate who is a veteran or other individual eligible for educational
assistance described in paragraph (1) above for the purpose of avoiding making a good faith effort to
obtain approval as described in paragraph (2) above.

This requirement applies to “any program applying to become a registered apprenticeship program
on or after the date that is 180 days after the date of enactment of this Act” (i.e., September 22, 2020).
Accordingly, apprenticeship programs that were registered by a Registration Agency before
September 22, 2020, are not subject to this requirement.
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SECTION IV PART 1 - COLLECTIVE BARGAINING PROVISIONS (IF APPLICABLE)

Section IV 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 IV PART 2 - SIGNATURES

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

SECTION V - DISCLOSURE AGREEMENT—FOR NATIONAL PROGRAM STANDARDS AND LOCAL STANDARDS
ONLY (OPTIONAL)

Program sponsors of National Program Standards and Local Standards may indicate their preference
and authorization for OA staff to share their applications with third parties including, but not limited
to, prospective apprenticeship sponsors or in response to requests filed under the Freedom of
Information Act (5 U.S.C. 552). Such information sharing is an important way to strengthen the
National Apprenticeship System. The sponsor’s application that may be shared may include the
Standards, Appendix A, and Appendix D (as applicable), but not completed versions of ETA Form 671
or Appendix C “Affirmative Action Plan” because those documents are submitted after a sponsor’s
application is approved and the program is registered. OA will consider a sponsor’s application for
National Program Standards or Local Standards to be releasable to the public unless the sponsor
signs the non-disclosure provision in Section V. Sponsors that sign the optional provision to request
that their application not be released may be contacted by OA in the event that OA receives a request
under the Freedom of Information Act to support OA’s withholding of the information in the
sponsor’s application and to explain the steps that the sponsors takes to keep the information
confidential.

Regardless of whether a sponsor signs the optional disclosure agreement, OA routinely releases
general information regarding the sponsor’s Registered Apprenticeship program, including the name
and contact information of the sponsor, the location of the program, and the occupation(s) offered.

OA routinely releases the contents of applications for National Guidelines for Apprenticeship
Standards and sponsors submitting such standards therefore should not complete this Section.

GLOSSARY OF TERMS

1. 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.

2. 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.

3. APPRENTICESHIP APPROACHES:

a. 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,
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describe competencies, and identify an appropriate means of testing and evaluation for such
competencies.

b. 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.

c. 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 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:

a. 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.

b. 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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