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NO.
2024-146

	
	
DATE
September 30, 2024




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 
ECEPTS (Early Care & Education Pathways to Success)

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 ECEPTS (Early Care & Education Pathways to Success).

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. [bookmark: _Hlk156652180]Summary – These new National Guidelines for Apprenticeship Standards, were submitted by Ms. Randi Wolfe, Executive Director, on behalf of ECEPTS (Early Care & Education Pathways to Success), were processed by Kirk Jefferson and approved by the OA Administrator on September 7, 2024.  

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 ECEPTS (Early Care & Education Pathways to Success), are a model for developing local apprenticeship programs with OA or a SAA for the following occupation:

[bookmark: _Hlk174336245]Early Care & Education Associate Teacher 
(Existing Occupation Title:  Teachers Aide 1)
O*NET-SOC CODE:  25-9041.00	
RAPIDS CODE:  0657CB
[bookmark: _Hlk172791366]Training Type: Competency Based

Early Care & Education Teacher
(Existing Occupation Title: Early Childhood Educator) 
O*NET-SOC CODE : 25-2011.00    
RAPIDS CODE: 3004CB
[bookmark: _Hlk172791481]Training Type: Competency Based

Home Visitor
(Existing Occupation Title: Direct Support Specialist) 
O*NET-SOC CODE: 21-1093.00    
RAPIDS CODE: 1040CB
[bookmark: _Hlk172791963]Training Type: Competency Based

Expanded Learning Program Leader
(Existing Occupation Title: Teacher Aide 1) 
O*NET-SOC CODE: 25-9042.00 
RAPIDS CODE: 0657CB
[bookmark: _Hlk172792261]Training Type: Competency Based

Early Care & Education (Ece) Lead Teacher
(Existing Occupation Title: Early Childhood Educator) 
O*NET-SOC CODE: 25-2011.00 
RAPIDS CODE: 3004CB
Training Type: Competency Based

5. Inquiries. If you have any questions, please contact Kirk Jefferson, Apprenticeship & Training Representative, OA National Office, at (202) 693-3399.






6. Attachments











[bookmark: _MON_1789470592][bookmark: _MON_1789470657][bookmark: _MON_1789470697][bookmark: _MON_1789470794][bookmark: _MON_1789470930][bookmark: _MON_1789470970][bookmark: _MON_1789471004]
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SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

A.

Responsibilities of the sponsor: ECEPTS 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 Ensure there 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. Form ETA 671 may be used for this purpose and is available upon logging
into RAPIDS.

e Register all 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 in RAPIDS or using the contact
information in Section K.

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 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
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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 - 29 CFR §29.5(b)(10)

An apprentice must be at least 16 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 A high school diploma, General Educational
Development (GED) equivalency or other high school equivalency credential is required.
Applicants must provide an official transcript for high school and all GED records must be
submitted, if applicable. Applicants affiliated with recognized pre-apprenticeship or school-to-
apprenticeship programs recognized by this program must have completed at least the 10th grade
of high school with a GPA of 2.0 or higher. For currently enrolled high school students, applying to
a high school registered apprenticeship program, the high school diploma or GED requirement is
waived. Obtainment of a GED or high school diploma will be a requirement for completing the
apprenticeship program.

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. Applicants
will be screened for the current illegal use of drugs on acceptance into the program and prior to
being employed.

L1 The following aptitude test(s) will be administered
L1 A valid driver’s license is required.

Other Applicants must have reliable transportation to the job and related instruction as
appropriate; and must possess such speaking, reading, and comprehension abilities as may be
essential for reading and understanding written and oral instructions applicable to their
occupation.

(List all other requirements)

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.

. 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 X will not be paid for hours spent attending related instruction
classes. The Work Process Schedule and Related Instruction Outline are outlined in Appendix A.
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Credit for 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. ECEPTS will evaluate the request for credit and make a determination
during the apprentice’s probationary period.

Additional requirements for an apprentice to receive credit for previous experience (optional):
An applicant who is a veteran and who wishes to receive consideration for military training
and/or experience must submit a DD-214.

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 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)

ECEPTS 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.

ECEPTS 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.

2. Affirmative Action Program - 29 CFR §§ 29.5(b)(21), 30.4-30.9

ECEPTS acknowledges that it 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).
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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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:

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.

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:

Name: Randi Wolfe

Address: 2950 Buskirk Avenue, Suite 315
Walnut Creek, CA 94597

Telephone Number: (626) 497-7645
Email Address: ecepts@ecepts.org

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

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

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

Agency)

Name:
Address:

Telephone Number:
Email Address:

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
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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)

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

O 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.

Page | 7





SECTION 1V - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The undersigned sponsor hereby subscribes to the provisions of the foregoing Apprenticeship Standards formulated
and registered by Early Care & Education Pathways to Success, on this 13t day of August 2024.

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.

e g o
o, o 25. L)L
/

%nature of Sponsor (designee) Signature of Sponsor (designee)

Randi Wolfe
Printed Name Printed Name

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 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,
[understand thatif OA receives a request for this application pursuantto 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 of Sponsor (designee) Date

Printed Name
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EARLY CARE & EDUCATION (ECE) ASSOCIATE TEACHER

(Existing Occupation Title: Teacher Aide 1)



O*NET-SOC Code: 25-9042.00	RAPIDS Code: 0657CB



WORK PROCESS SCHEDULE AND

RELATED INSTRUCTION OUTLINE









Appendix A1

WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION (ECE) ASSOCIATE TEACHER

(Existing Occupation Title: Teacher Aide 1) O*NET-SOC CODE:  25-9042.00   RAPIDS CODE: 0657CB



OVERVIEW



An Early Care & Education (ECE) Associate Teacher contributes to the care, development and instruction of young children (typically from birth through age 5) in an early care and education program. The ECE Associate Teacher Registered Apprenticeship provides a career pathway through which people entering the ECE field can receive on-the-job learning and related instruction primarily in the context of a group or classroom setting. Under the guidance and supervision of a qualified worker (e.g., Head Teacher) and, as appropriate, journey-level peer mentors working under supervision, apprentices are supported in on- the-job learning to gain the knowledge, skills and demonstrated mastery of the competencies listed in these Standards.



Upon completion of the ECE Associate Teacher Apprenticeship, graduates will meet the qualifications for the position of Associate Teacher in various ECE settings (e.g., child care centers, Head Start programs, state-funded preschool programs, etc.), depending on the specific requirements and expectations of the particular state, community and/or organization with which they work. Each state may have their own requirements and if any required training is not included here, it may be added to meet local employer, local apprenticeship committee (“subcommittee”) and/or regulatory needs.



The Work Processes and associated competencies are based on California Early Childhood Educator Competencies and align with similar sets of teaching standards and competencies in other states including Illinois, Massachusetts, New York, New Jersey, and Oklahoma.

1. APPRENTICESHIP APPROACH





· Time-based	☒ Competency-based	☐ Hybrid



2. TERM OF APPRENTICESHIP





The term of the apprenticeship is approximately one and a half years (1.5) years of On-the-Job Learning (OJL), supplemented by the minimum recommended 180 hours or more of related instruction. The term of the apprentice is based on the apprentice’s demonstration of the mastery of the competencies as specified in these standards and completion of the required hours of related instruction as determined by the local partners and in consideration of local certification, regulation and law requirements.











3. RATIO OF APPRENTICES TO JOURNEYWORKERS



The apprentice to journeyworker ratio is: 3 Apprentices to 1 Journeyworker. A qualified sponsor may train up to 3 apprentices for every 1 qualified journeyworker (e.g., Head Teacher) who is overseeing the training and assessment of the apprentice. This ratio may be changed as approved by ECEPTS and the registration agency.

4. APPRENTICE WAGE SCHEDULE





Apprentices shall be paid a progressively increasing schedule of wages based on either percentage or a dollar amount of the current hourly journeyworker wage rate, which is determined by the employer with ECEPTS approval within local areas. The wages will always be at least minimum wage; local, state or federal, whichever is the higher amount.



		Sample Wage Schedule:

		Level

		# of Competencies

		Wage



		

		1

		0

		$15/hour



		

		2

		10

		$15.50/hour







Completion of Apprenticeship: $16.00/hour

5. PROBATIONARY PERIOD





Every applicant selected for apprenticeship will serve a probationary period of 750 hours.

6. SELECTION PROCEDURES





[bookmark: _Hlk170398598]Please see page A1-12.   







WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION (ECE) ASSOCIATE TEACHER

(Existing Occupation Title: Teacher Aide 1)

O*NET-SOC CODE: 25-9042.00	RAPIDS CODE: 0657CB



The employer shall see that apprentices’ on-the-job learning is under the supervision of a qualified worker (e.g., Head Teacher) and shall provide necessary diversified experience and training to develop the apprentice into a skilled worker, proficient in the work processes (i.e., professional competencies) outlined herein.



The following table is built around 10 competencies and associated performance areas widely regarded as essential for early care and education professionals. Each employer/sponsor, partnership, and/or subcommittee can make changes to the Work Processes or Checklist to meet local/state needs, employer needs, scope of practice or licensing/certification requirements, and/or desire to register or co-register with a statewide registration agency.



To advance from one pay grade to the next, apprentices shall demonstrate progress toward mastery of the knowledge, skills, and abilities listed below using the following ratings:



E: Exceeds expectations (more than satisfactorily demonstrates competency)

M: Meets expectations (satisfactorily demonstrates competency)

D: Does not meet expectations (competency not yet demonstrated at acceptable level)

N: Not yet exposed (has not had ample opportunity to develop competency)



For any area marked “does not meet expectations” or “not yet exposed,” the qualified worker completing the Checklist will provide comments to explain progress needed in subsequent periods to meet expectations. By the final rating period, apprentices must earn a rating of “M” or “E” for all competencies.
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		WORK PROCESSES (PROFESSIONAL COMPETENCIES) AND PERFORMANCE INDICATORS

		PERIOD 1

(Rating/Date/ Signature)

		PERIOD 2

(Rating/Date/ Signature)



		I. UNDERSTANDS AND ENCOURAGES CHILD DEVELOPMENT AND LEARNING

A. Knowledge about Child Development and Learning

1. Communicates basic knowledge of developmental and current research findings as they apply to children's various developmental domains.

2. Observes children in natural settings to enhance the study of child development.

B. Facilitating Child Development and Learning

1. Understands that children develop in the context of relationships and that the quality of parent-child interactions has an impact on child outcomes.

2. Understands that play contributes to child development and learning in all domains, beginning at birth.

		

		



		II. APPRECIATES AND HONORS CULTURE, DIVERSITY AND EQUITY

A. Respect for All Differences and Similarities

1. Attends to the culturally diverse attributes of children and families.

2. Interacts with families in ways that encourage their involvement; acknowledges the importance of welcoming all families during visits and at drop-off and pick-up times.

B. Culturally Responsive Approaches

1. Uses multiple strategies for building relationships with families.

2. Participates in staff orientation sessions that focus on respecting families through communication; develops related skills and knowledge through such sessions.

C. Culture and Language Development and Learning

1. Assists with practices that reflect the cultural contexts and experiences of children.

2. Engages in linguistically and culturally inclusive practices with colleagues, children, and families.

		

		



		III. RECOGNIZES SIGNIFICANCE OF RELATIONSHIPS, INTERACTIONS AND GUIDANCE

A. Supporting Children's Emotional Development

1. Understands the development of empathy and its importance; has appropriate expectations for children's empathic responses and pro-social behaviors.

2. Demonstrates an understanding that children may show a variety of emotions at separation or transition times.

B. Social-Emotional Climate

1. Demonstrates understanding that the social-emotion climate is an important component of the learning environment.

2. Examines and acknowledges one's own feelings and questions about the expression of emotions.

C. Socialization and Guidance

1. Relies on knowledge of child development to respond individually to children, considering each child's age,
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		temperament, language, communication skills, culture, interests, and abilities.

2.	Acknowledges children's efforts, encourages positive interactions, and recognizes success to build each child's self-confidence.

		

		



		IV. UNDERSTANDS AND FOSTERS FAMILY AND COMMUNITY ENGAGEMENT.

A. Communications with Families

1. Interacts with families in a timely and professional manner to establish relationships that encourage mutual exchange of information about children.

2. Is aware of cultural considerations in conflict resolution; models developmentally appropriate and culturally relevant conflict-resolution strategies for children.

B. Relationships with Children and Families

1. Attentively greets family members when they arrive and depart from program setting and uses these opportunities to exchange information about their child.

2. Recognizes that working with families promotes children's development.

C. Community Resources

1. Articulates an understanding that families function in a variety of ways and children or families may require support from resources outside of the program.

2. Participates in developing effective community partnerships and collaborations.

		

		



		V. UNDERSTANDS AND SUPPORTS DUAL-LANGUAGE DEVELOPMENT

A. Dual-Language Program Models and Strategies

1. Knows a variety of program models that serve young dual- language learners (DLLs).

2. Assists in offering a variety of developmentally appropriate, individually meaningful, and culturally responsive ways for young DLLs to participate in group.

B. Development of the Home Language and of English

1. Demonstrates understanding that honoring each child's home language fosters positive social-emotional development and overall development and learning.

2. Carries out practices that promote literacy and language development of young DLLs.

C. Observation and Assessment of Young Dual-Language Learners

1. Assists with administering literacy assessment instruments, recognizing the importance of assessing young DLLs in both the home language and in English.

2. Contributes to observation of young DLLs across a variety of settings or activities.

D. Relationships with Families of Dual-Language Learners

1. Demonstrates awareness of child's home language.

2. Responds to children and families in ways that acknowledge diverse linguistic and cultural experiences.

		

		



		VI. UNDERSTANDS AND UTILIZES OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

A. Observation
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		1. Knows formal and informal observations are ongoing and part of everyday practices.

2. Contributes ongoing observations (confidentially) to understand children's behavior.

B. Screening and Referral

1. Assists staff or specialists in conducting screenings, as appropriate.

2. Is familiar with community resources to support children and families.

C. Assessment

1. Is familiar with valid and reliable assessment instruments for early care and learning settings and knows how to use them.

2. Understands that maintaining confidentiality for children and families is critical to the assessment process.

D. Documentation

1. Assists in gathering artifacts and other materials for use in documentation.

2. Is familiar with the different types of documentation processes commonly used in early education settings, including anecdotal records, work samples, video clips, photographs and dictations.

E. Interpretation, Planning and Implementation

1. Engages in discussions about the meanings of observations, screening, documentation and assessment data to support children's learning and development in early education settings.

2. Contributes ideas for meeting children's learning and developmental goals based on information learned through observation and documentation.

		

		



		VII. RECOGNIZES SPECIAL NEEDS AND FOSTERS INCLUSION

A. Philosophy, Policies and Practices

1. Follows program policies designed to create a sense of belonging and to support full participation of children and adults with disabilities or other special needs.

2. Uses People First language by referring to child first, not disability or special need.

B. Developmentally and Individually Appropriate Practice

1. Follows guidance to support all children's active participation in learning opportunities through use of easily adaptable materials, strategies and techniques.

2. Responds to children's questions about their own or other's disabilities or special needs or refers questions to appropriate staff.

C. Collaboration with Families and Service Providers

1. Understands that families need support, sensitivity and respect.

2. Listens to and implements recommendations from service providers; contributes ideas as a team member.

D. Environment Access and adaptive Equipment

1. Assists with making environmental modifications as needed to support children and adults with disabilities or other special needs in immediate context of the group.
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		2.	Follows guidelines to ensure the safe and effective use of adaptive equipment.

		

		



		VIII. CREATES LEARNING ENVIRONMENTS; PLANS AND IMPLEMENTS CURRICULUM

A. Curriculum and Curriculum Planning

1. Responds to children’s interests by selecting materials, expanding on their ideas, or planning activities and experiences, engaging children in planning as developmentally appropriate.

2. Arranges or uses indoor and outdoor materials and space in accordance with the curriculum-planning process.

B. Environments, Schedules and Routines

1. Identifies ways in which the environment might be modified to meet interests and needs of the children

2. Describes the value and sequence of various elements in the daily schedule such as transitions, play, small group time and time outdoors.

C. Strategies to Support Learning and Development

1. Articulates the differences between child-initiated and adult-facilitated activities and interactions.

2. Demonstrates understanding that infant, toddler and preschooler learning and development, can be described in terms of social-emotional, cognitive, language, motor and perceptual domains, and that children learn and develop in an integrated way across domains.

		

		



		IX. ENSURES HEALTH, SAFETY AND GOOD NUTRITION

A. Environmental Health and Safety

1. Learns and complies with policies and practices addressing indoor and outdoor environmental health and safety for children and staff including the use of universal precautions as needed.

2. Demonstrates an understanding of one’s own role in providing adequate supervision of children that supports safe, fun and challenging play that excludes unauthorized visitors.

B. Emergency Preparedness

1. Follows directions, models appropriate behavior, and assists children, as developmentally appropriate, during an emergency or drill.

2. Learns about and uses first aid and CPR skills, as needed.

C. Nutrition

1. Helps to create a positive climate during meals.

2. Follows principles of healthful food choices and habits, including developmental and individual feeding schedules, appropriate portion sizes, selection of fresh foods for children and staff.

D. Response to Health Requirements

1. Recognizes and responds to signs of illness or injury in children and/or alerts other staff as appropriate.

2. Is familiar with community resources to support the health of children and families.

E. Child and Family Health

1. Identifies signs of child abuse or neglect; reports concerns about child abuse or neglect to appropriate staff;
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		understand and adheres to role of mandated reporter; demonstrates understanding of trauma-informed practices.

2.		Promotes child health by ensuring that children get outdoors for physical activity, feel connected with nature, and follow their own curiosity and interests during outdoor, child-initiated peer play.

		

		



		X. DEVELOPS AND DEOMONSTRATES PROFESSIONALISM

A. Professional Development

1. Practices self-assessment and participates in reflective dialogue to challenge one's own knowledge base.

2. 	Seeks to support and strengthen practice by identifying role models and mentors who demonstrate key attributes of an ECE professional.

B. Professional Conduct and Behaviors

1. Arrives at work on time each day and is prepared to engage with children, families, staff and colleagues in a professional manner.

2. Understands and contributes to the elements of a quality work environment.

C. Competence in a Specialized Body of Knowledge

1. Helps to support development and learning in all domains for each child in the group or classroom.

2. Actively participates in aligning the program's shared philosophy with associated goals and objectives.

D. Pedagogy

1. Is aware of one’s own view of early care and education and the issues facing the profession.

2. Demonstrates a commitment to lifelong learning by participating in opportunities to develop pedagogical knowledge and skills.

E. Occupational Health and Safety

1. Understands and incorporates ways to identify and ameliorate stress, including its impact on the job and one's own emotional health.

2. Understands proper safety procedures including safe lifting.

		

		












RELATED INSTRUCTION OUTLINE 

EARLY CARE & EDUCATION ASSOCIATE TEACHER 

(Existing Occupation Title:  Teachers Aide 1)

O*NET-SOC CODE:  25-9041.00	RAPIDS CODE:  0657CB



Courses listed here can be completed before or during the apprenticeship.  It is recognized that content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer, and to follow the local regulations.  The related instruction supplements on-the-job learning hours and includes courses focused on foundational knowledge, skills and abilities expected of apprenticeship graduates.  To satisfy the related instruction requirement, apprentices must complete a minimum of 12 semester units or the equivalent in Early Childhood Education/Child Development.  Note that each of the 12 semester units are on average 15 hours per unit and total a minimum of 180 hours. Related instruction must include the following core areas with an emphasis on infant/toddler care and development. If there are additional local requirements, they can be added.  



· CHILD/HUMAN GROWTH & DEVELOPMENT

· [bookmark: _Hlk40784698]CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

· PROGRAMS / CURRICULUM



The following are suggested or sample courses in each of the three core areas.  It is recognized that the content outlined in the course descriptions may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer. To the extent possible, these courses are intended to be degree-applicable and transferable for apprentices who eventually want to earn an AA or BA degree. In total, these or similar courses must amount to a minimum of 180 instructional hours.



· CHILD/HUMAN GROWTH & DEVELOPMENT

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child Growth & Development

Course Description: Apprentices examine major physical, psychosocial and cognitive-language developmental milestones for children, both typical and atypical, from conception through adolescence.  Emphasis on interactions between maturational processes and environmental factors.  While studying developmental theory and investigative research methodologies, apprentices will observe children, evaluate individual differences and analyze characteristics of development at various stages. 



CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child, Family and Community

Course Description: Examine the developing child in a societal context focusing on the inter-relationship of the family, school and community, and emphasizing historical and socio-cultural factors. Processes of socialization and identity development are highlighted, showing the importance of respectful, reciprocal relationships that support and empower families. Topics covered include: social influences on parenting styles, communication, child-rearing and the relationships between the child, family and school.



Sample Course: Sociology of the FamilyCourse Description:  Social factors which contribute to marriage and family. Changing historic, economic, and socio-cultural forces that shape intimate and familial relationships.



· PROGRAMS / CURRICULUM

(3-6 semester units; 45-90 instructional hours)



Sample Course: Children’s Literature

Course Description: Introduction to children’s literature. Fairy tales and tale types; interpretation of children’s literature from perspective of children, teachers, and parents; study of books by authors such as Brown, Dahl, Juster, Rowling, Sendak, Soto, and others.



Sample Course: Curriculum and Environments for Infants and Toddlers 

Course Description: Introduction to organizing and developing activities for children aged 0-3 years. Focus on practical learning experiences in areas such as arts and crafts, imaginative play, music and movement, learning games.  Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs. 



Sample Course: Introduction to the Field of Education

Course Description: Historical and sociological analysis of the educational system and careers in teaching: Study of principles of effective instructional models with emphasis on apprentice centered and culturally relevant methods, research of resources for curriculum and instruction, and observation of teaching practices in local schools.



Sample Course: Play-Based Curriculum

Course Description: Principles and practices of play-based curriculum.  The role of the teacher in facilitating children’s learning through play-based activities. Use of observation and assessment in planning curriculum.  Includes culturally-appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs. 



NOTE:  The sponsor and employer may modify related instruction to meet local needs, scope of practice or licensing/certification requirements, and/or desire to register and/or co-register with a local/statewide registration agency.  






[bookmark: _Hlk170396716]SELECTION PROCEDURES





SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year or as specified by the employer.  Every person requesting an application will have one made available upon signing the applicant log.

B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.

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

D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.

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

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





SECTION III - SELECTION PROCEDURES



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



1. Alternative selection methods



1. Sponsor will schedule an interview and evaluation session.  All applicants who have met the minimum qualifications and have submitted the required documents will be notified of the date, time, place and/or method for the conduct of the interview. The recruiter/interviewer will record the questions asked and the general nature of the applicant’s answers during this interview process.  The sponsor’s selecting official will evaluate each applicant interviewed on like factors taking into account the information on the application and required documents, as applicable using an Interview Summary Form.  

1. Upon completing all interviews and analyzing the applicants’ qualifications the sponsor’s selecting official will make a determination using the annotated Interview Summary Forms.  Applicant(s) with the highest evaluation will be selected first.  The selected applicant(s), depending on the number of vacancies offered by the advertised announcement, will be offered employment in order of evaluation and upon acceptance of employment will be placed in the apprenticeship program. 

1. Selected applicants must respond to the offer of employment within 48 hours of notice of selection.  If applicant(s) do not responded within the period specified, the sponsor will move past their name to the next applicant in the pool.  Applicants passed over will be contacted by the sponsor by email and/or phone to determine if the applicants are still interested.  If no response is received in 15 working days from this notice, the applicant’s name will be removed from the pool.

1. After all offers of employment have been extended and accepted by the selectee(s), as applicable, the remaining applicants in the pool of eligibles will be notified of their non-selection under this vacancy announcement.  The non-selection notice will also include instructions on how they can apply for any future openings.  

1. Qualified applicants remaining in the pool of eligibles will be kept on file for a period of two (2) years, unless the applicant is removed from the pool by their own written request or following failure to respond to an offer of employment.  

1. During the two (2) year period, to update their status in the pool of eligibles, applicants who feel that their qualifications have improved since their original placement in the pool may submit evidence of such additional experience and/or training by updating their candidate profile and request reevaluation or by simply submitting a new application for subsequent vacancy announcements.

1. The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 



2. Selection from pool of current employees

[bookmark: b_3_i]

The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 
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EARLY CARE & EDUCATION TEACHER

(Existing Occupation Title: Early Childhood Educator) O*NET-SOC Code: 25-2011.00	RAPIDS Code: 3004CB
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Appendix A2

WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION (ECE) TEACHER

(Existing Occupation Title: Early Childhood Educator) O*NET-SOC CODE: 25-2011.00   RAPIDS CODE: 3004CB



OVERVIEW



An Early Care & Education (ECE) Teacher contributes to the care, development and instruction of young children (typically from birth through age 5) in an early care and education program. The ECE Teacher Registered Apprenticeship provides a career pathway through which people entering the ECE field can receive on-the-job learning and related instruction primarily in the context of a group or classroom setting. Under the guidance and supervision of a qualified worker (e.g., Master Teacher, Site Supervisor) and, as appropriate, journey-level peer mentors working under supervision, apprentices are supported in on-the- job learning to gain the knowledge, skills and demonstrated mastery of the competencies listed in these Standards.



Upon completion of the ECE Teacher Apprenticeship, graduates will meet the qualifications for the position of Teacher in various ECE settings (e.g., child care centers, Head Start programs, state-funded preschool programs), including certification and/or licensure, depending on the specific requirements and expectations of the particular state, community and/or organization with which they work. Each state may have their own requirements and if any required training is not included here, it may be added to meet local employer, local apprenticeship committee (“subcommittee”) and/or regulatory needs. These additions will become part of the apprenticeship program.



The Work Processes and associated competencies are based on the California Early Childhood Educator Competencies and align with similar sets of teaching standards and competencies in other states including Illinois, Massachusetts, New Jersey, New York and Oklahoma.

1. APPRENTICESHIP APPROACH





· Time-based	☒ Competency-based	☐ Hybrid

2. TERM OF APPRENTICESHIP





The term of the apprenticeship is approximately one (1) to one and one fourth years (1 ¼) years of On-the-Job Learning (OJL), supplemented by the minimum recommended 600 hours or more of related instruction. The term of the apprentice is based on the apprentice’s demonstration of the mastery of the competencies as specified in these standards and completion of the required hours of related instruction as determined by the local partners and in consideration of local certification, regulation and law requirements.
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3. RATIO OF APPRENTICES TO JOURNEYWORKERS



The apprentice to journeyworker ratio is: 3 Apprentices to 1 Journeyworker. A qualified sponsor may train up to 3 apprentices for every 1 qualified journeyworker (e.g., Master Teacher, Site Supervisor, or Program Director) who is overseeing the training and assessment of the apprentice. This ratio may be changed as approved by the ECEPTS and the registration agency.

4. APPRENTICE WAGE SCHEDULE





Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is determined by the employer with ECEPTS approval within local areas. The wages will always be at least minimum wage; local, state, or federal, whichever is the higher amount.



		Sample Wage Schedule:

		Level

		# of Competencies

		Wage



		

		1

		0

		$17/hour



		

		2

		10

		$18/hour







Completion of Apprenticeship: $19/hour

5. PROBATIONARY PERIOD





Every applicant selected for apprenticeship will serve a probationary period of 500 hours.

6. SELECTION PROCEDURES





Please see page A2-15.   
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WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION TEACHER

(Existing Occupation Title: Early Childhood Educator) O*NET-SOC CODE : 25-2011.00    RAPIDS CODE: 3004CB



The employer shall see that apprentices’ on-the-job learning is under the supervision of a qualified worker (e.g., Master Teacher, Site Supervisor) and shall provide necessary diversified experience and training to develop the apprentice into a skilled worker, proficient in the work processes (i.e., professional competencies) outlined herein.



The following table is built around 10 competencies and associated performance areas widely regarded as essential for early care and education professionals. Each employer/sponsor, partnership, and/or subcommittee can make changes to the Work Processes or Checklist to meet local/state needs, employer needs, scope of practice or licensing/certification requirements, and/or desire to register or co-register with a statewide registration agency.



To advance from one pay grade to the next, apprentices shall demonstrate progress toward mastery of the knowledge, skills, and abilities listed below using the following ratings:



E: Exceeds expectations (more than satisfactorily demonstrates competency)

M: Meets expectations (satisfactorily demonstrates competency)

D: Does not meet expectations (competency not yet demonstrated at acceptable level)

N: Not yet exposed (has not had ample opportunity to develop competency)



For any area marked “does not meet expectations” or “not yet exposed,” the qualified worker completing the Checklist will provide comments to explain progress needed in subsequent periods to meet expectations. By the final rating period, apprentices must earn a rating of “M” or “E” for all competencies.



		WORK PROCESSES (PROFESSIONAL COMPETENCIES) AND PERFORMANCE INDICATORS

		PERIOD 1

(Rating/Date/ Signature)

		PERIOD 2

(Rating/Date/ Signature)



		I. UNDERSTANDS AND ENCOURAGES CHILD DEVELOPMENT AND LEARNING

A. Knowledge about Child Development and Learning

1. Describes major developmental milestones for children from conception through adolescence in the areas of physical, psychosocial, cognitive and language development.

2. Observes, assess and document children in natural setting enhance the study of child development.

B. Facilitating Child Development and Learning

1. Analyze how cultural, economic, political, and historical contexts affect children’s development.

2. Differentiate typical and atypical development. Apply developmental theory to child observations, surveys, and/or interviews using investigative research methodologies.

		

		



		II. APPRECIATES AND HONORS CULTURE, DIVERSITY AND EQUITY

A. Respect for All Differences and Similarities

1. Embraces each child’s culture and sees it as an asset.

2. Understands the importance of providing a learning environment that is welcoming for all families.

B. Culturally Responsive Approaches

1. Adheres to families’ culturally based communication practices. Implements concepts of intercultural communications, including nonverbal communication.

2. Applies skills and knowledge gained from orientation sessions to communicate respectfully with all families.

C. Culture and Language Development and Learning

1. Uses knowledge of children’s cultural and linguistic backgrounds and experiences to facilitate interactions and learning.

2. Models the implementation of inclusive communication and practices to engage colleagues, children, and families.

		

		



		III. RECOGNIZES SIGNIFICANCE OF RELATIONSHIPS, INTERACTIONS AND GUIDANCE

A. Supporting Children's Emotional Development

1. Plans opportunities that support children’s understanding of emotions and allows children to respond to the emotions of others, as developmentally appropriate.

2. Oversees day-to-day transitions with sensitivity to each child’s responses to separation or transitions. Works with families and staff to develop ways to support children during transitions.

B. Social-Emotional Climate

1. Works with staff and colleagues to plan a positive social– emotional climate in the learning environment based on

		

		







		the individual strengths and interests of the children in the group

2.	Leads staff in reflecting on and interpreting children’s expressions of emotions and on one’s own responses to them.

C. Socialization and Guidance

1. Plans strategies keeping in mind each child’s interests, culture, temperament, language, communication skills, and abilities.

2. Develops concrete strategies and activities to recognize children’s efforts, emphasizing the use of appropriate language to acknowledge, encourage, and reinforce achievement and success.

		

		



		IV. UNDERSTANDS AND FOSTERS FAMILY AND COMMUNITY ENGAGEMENT.

A. Communications with Families

1. Respects each family’s style and preferred methods of communication and interacts with families in a transparent, accountable manner.

2. Coordinates developmentally appropriate experiences to support children’s school readiness in all developmental domains, anticipating upcoming transitions to new programs or schools.

B. Relationships with Children and Families

1. Supports families as decision makers for and educators of their children.

2. Ensure meaningful two-way collaboration, supporting the children's learning and development and helping families to understand child development.,

C. Community Resources

1. Demonstrates an understanding of risk factors related to family functioning and how to support all families appropriately.

2. Plans curriculum and activities collaboratively with all families.

		

		



		V. UNDERSTANDS AND SUPPORTS DUAL-LANGUAGE DEVELOPMENT

A. Dual-Language Program Models and Strategies

1. Facilitates discussions and planning with staff and colleagues about implementation of specific programs for group settings.

2. Works with colleagues to create various opportunities for young dual-language learners and their families to participate in the group throughout the day.

B. Development of the Home Language and of English

1. Incorporates practices that honor the role of the home language as a vital foundation in English-language development.

2. Creates opportunities for young dual-language learners that promote literacy development in home language and English.

C. Observation and Assessment of Young Dual-Language Learners

		

		







		1. Shares assessment information about individual children with families.

2. Contributes to observation of young DLLs across a variety of settings or activities.

D. Relationships with Families of Dual-Language Learners

1. Demonstrates awareness of child's home language.

2. Uses observations to inform interactions with children and the curriculum-planning process.

		

		



		VI. UNDERSTANDS AND UTILIZES OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

A. Observation

1. Conducts formal and informal observation of children across settings and over time.

2. Gathers observations to inform the planning process for individual children and the group.

B. Screening and Referral

1. Reviews results of screening and initiates discussions with staff, colleagues and families about universal or targeted screening.

2. Identifies the need for referrals based on observations.

C. Assessment

1. Uses valid and reliable assessment tools.

2. Explains and follows protocols related to parental consent confidentiality and elicits input from families.

D. Documentation

1. Initiates discussions with staff and colleagues about strategies for documentation and applies strategies to selection of samples, artifacts, or other information to include in documentation.

2. Plans developmentally appropriate opportunities for children to participate in documentation of their experiences.

E. Interpretation, Planning and Implementation

1. Considers a variety of factors in the interpretation of observations, screening, documentation, and assessment data. Reflects with families, colleagues and specialists on the meaning of individual results and data,

2. 	Synthesizes information gathered through the planning process in planning for individual children and for the group.

		

		



		VII. RECOGNIZES SPECIAL NEEDS AND FOSTERS INCLUSION

A. Philosophy, Policies and Practices

1. Recommends changes o program policies as appropriate to create a sense of belonging and full participation for children or adults with disabilities or other special needs.

2. Explains the principles of People First Language used to colleagues, families, and children, as developmentally appropriate.

B. Developmentally and Individually Appropriate Practice

1. Collaborates with families and service providers to provide multiple approaches to learning in order to meet the diverse needs of children in the learning environment.

		

		







		2.	Engages children with disabilities or other special needs as active participants in their own personal or health-care routines, as developmentally appropriate.

C. Collaboration with Families and Service Providers

1. Initiates discussions with colleagues and families regarding inclusive practice and children's development.

2. Understands the range of services available to children with disabilities or other special needs, the roles of service providers, and different models of support.

D. Environment Access and adaptive Equipment

1. Identifies and addresses modifications in the facility and the learning environment to support children or adults with disabilities or other special needs.

2. Implements safe, effective use of adaptive equipment for children with disabilities or other special needs.

		

		



		VIII. CREATES LEARNING ENVIRONMENTS; PLANS AND IMPLEMENTS CURRICULUM

A. Curriculum and Curriculum Planning

1. Synthesizes information gathered through curriculum- planning process in planning for individual children and for the group.

2. Adapts indoor and outdoor environment, equipment, materials, activities or experiences based on information gathered in the curriculum-planning process, preparing children as appropriate.

B. Environments, Schedules and Routines

1. Adapts the environment as necessary to meet the interests and requirements of children in the group.

2. Plans the daily schedule to meet regulatory requirements and to support the learning and development of children.

C. Strategies to Support Learning and Development

1. Plans the daily schedule to incorporate a balance of child- initiated play and exploration and adult-facilitated strategies.

2. Plans experiences that support infant/toddler learning and development in all domains.

		

		



		IX. ENSURES HEALTH, SAFETY AND GOOD NUTRITION

A. Environmental Health and Safety

1. Identifies and addresses potential barriers to compliance with indoor and outdoor environmental health and safety policies and practices.

2. Adapts supervision to the overall setting and individual requirements of children.

B. Emergency Preparedness

1. Uses emergency equipment and supplies effectively and appropriately.

2. Implements emergency plans and assigns roles using systematic exchange of information with families, staff, and colleagues to ensure everyone is prepared to respond.

C. Nutrition

		

		







		1. Facilitates and engages in discussions about healthful food choices and habits, taking into account individual family and cultural preferences.,

2. Develops mealtime routines that support children's learning and reflects family practices.

D. Response to Health Requirements

1. Conducts daily individual health checks for signs of illness or injury in children.

2. Communicates with families daily about children's well- being.

E. Child and Family Health

1. Addresses concerns about child abuse or neglect according to regulation and law; refers concerns to supervisor(s) as necessary. Articulates the role of risk and protective factors related to child abuse or neglect.

2. Communicates with families about children’s physical activity experiences to help children develop new skills, build physical strength, and engage in play-based, structured, and spontaneous (child-initiated) physical activity.

		

		



		X. DEVELOPS AND DEOMONSTRATES PROFESSIONALISM

A. Professional Development

1. Uses reflective dialogue to identify an action plan for professional development.

2. Explores effective professional development and mentoring strategies to support professional development.

B. Professional conduct and Behaviors

1. Engages in professional responsibilities and remains dedicated to the success of children, families, and the agency or program.

2. Contributes to a quality work environment by maintaining a professional, mutually supportive attitude with colleagues, children, and families.

C. Competence in a Specialized Body of Knowledge

1. Ensures that the children's program integrates development and learning in all domains.

2. Actively participates in aligning the program's shared philosophy with associated goals and objectives.

D. Pedagogy

1. Promotes early education teaching strategies that address growth, development, and learning based on current evidence-based practice.

2. Understands that adult learning can take place in many formal and informal contexts.

E. Occupational Health and Safety

1. Knows procedures to follow when a staff member or colleague has an accident, and applies strategies to prevent accidents from occurring.

2. Conducts regular in-service professional development for staff and colleagues on risk and injury prevention.

		

		









RELATED INSTRUCTION OUTLINE

EARLY CARE & EDUCATION TEACHER

(Existing RAPIDS Title: Early Childhood Educator) O*NET-SOC CODE: 25-2011.00	RAPIDS CODE: 3004CB



Courses listed here can be completed before or during the apprenticeship. It is recognized that content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer, and to follow local regulations. The Related Instruction supplements on-the- job learning hours and includes courses focused on foundational knowledge, skills and abilities expected of apprenticeship graduates.



The sponsor and employer may modify Supplemental Instruction to meet local needs or requirements, scope of practice or licensing/certification requirements, and/or desire to register and/or co-register with a local/statewide registration agency.



To satisfy the Related Instruction requirement, apprentices must complete a minimum of 24 semester units or the equivalent in Early Childhood Education/Child Development, and 16 semester units or the equivalent in General Education. Note that each of the 40 semester units are on average 15 hours per unit and total a minimum of 600 hours. Related Instruction must include the following core areas.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT

· Child/Human Growth & Development

· Child-Family-Community / Child-Family Relations

· Programs / Curriculum

· Observation, Screening, Assessment, and Documentation

· Health, Safety, and Nutrition

· Culture, Diversity, and Equity

· Supervised Field Experience



GENERAL EDUCATION

· English / Language Arts

· Math or Science

· Social Sciences

· Humanities and/or Fine Arts



The following are sample courses in each of the core areas. It is recognized that content outlined in the course descriptions may be delivered through other courses by various educational institutions and training providers, as determined and approved by sponsor and employer. In total, these or similar courses must amount to a minimum of 600 instructional hours and earn an Associate Degree. To the extent possible, courses should be bachelor’s degree-applicable and transferable for apprentices who want to go on to earn a bachelor’s degree.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT



· CHILD/HUMAN GROWTH & DEVELOPMENT

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child Growth & Development

Course Description: Examines major physical, psychosocial and cognitive-language developmental milestones for children, typical and atypical, from conception through adolescence. Emphasis on interactions between maturational processes and environmental factors. While studying theory and research, students observe children, evaluate individual differences and characteristics of development at various stages.



Sample Course: Psychology of Childhood

Course Description: Physical, intellectual, emotional growth of children from conception to puberty. Factors of heredity and environment as determinants of this development.



· CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child, Family and Community

Course Description: Examine the developing child in a societal context focused on inter- relationship of family, school and community, and emphasizing historical and socio- cultural factors. Topics include processes of socialization and identity development, importance of respectful, reciprocal relationships that support and empower families,  social influences on parenting, child-rearing, relationships between child, family, school.



Sample Course: Sociology of the Family

Course Description: Social factors which contribute to marriage and family. Changing historic, economic, socio-cultural forces that shape intimate and familial relationships.



· PROGRAMS / CURRICULUM

(3-6 semester units; 45-90 instructional hours)



Sample Course: Principles and Practices of Teaching Young Children

Course Description: Historical context and theoretical perspectives of developmentally appropriate practice in early care and education. Examines the role of the early childhood educator, identification of best practices for environmental design, curriculum, and teaching strategies. Explores teacher child relationships, professional ethics, career pathways and professional standards.



Sample Course: Children’s Literature

Course Description: Introduction to children’s literature. Fairy tales and tale types; interpretation of children’s literature from perspective of children, teachers, and parents; study of books by authors such as Brown, Dahl, Juster, Rowling, Sendak, Soto, and others.



Sample Course: Curriculum and Environments for Infants and Toddlers

Course Description: Introduction to organizing and developing activities for children aged 0-3 years. Focus on practical learning experiences in areas such as arts and crafts, imaginative play, music and movement, learning games. Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs.



Sample Course: Introduction to the Field of Education

Course Description: Historical and sociological analysis of the educational system and careers in teaching: Study of principles of effective instructional models with emphasis on apprentice centered and culturally relevant methods, research of resources for curriculum and instruction, and observation of teaching practices in local schools.



Sample Course: Play-Based Curriculum

Course Description: Principles and practices of play-based curriculum. The role of the teacher in facilitating children’s learning through play-based activities. Use of observation and assessment in planning curriculum. Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs.



· OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Observation and Assessment

Course Description: The appropriate use of assessment and observation tools and strategies to document young children’s development and learning. Emphasizes use of findings to inform and plan learning environments and experiences. Recording strategies, rating systems, portfolios, and multiple assessment tools will be explored, along with strategies for collaboration with families and professionals.



Sample Course: Assessment and Documentation Tools, Methods, and Strategies Course Description: The appropriate use of assessment to support student’s development and learning. Covers various methods of observation and data collection, tools, and strategies including time management and legal and ethical responsibilities. Emphasizes use of findings to inform and plan differentiated instruction, classroom environments, and to provide the basis for family partnerships. This course is designed for those working with students in transitional kindergarten, kindergarten, and early primary classrooms.



· HEALTH, SAFETY, AND NUTRITION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Health, Safety, & Nutrition

Course Description: Laws, regulations, standards, policies, procedures, best practices related to health, safety, and nutrition in early childhood settings. Includes prevention strategies, nutrition, and meal planning for various ages and planning educational



experiences integrated into daily routines designed to teach children positive health, safety and nutrition habits.



· CULTURE, DIVERSITY, AND EQUITY

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Culture and Diversity in Early Childhood Education

Course Description: Theoretical and practical implications of social identity, oppression and privilege for young children, families, programs, and teaching. Strategies for culturally and linguistically appropriate anti-bias approaches supporting all children in a diverse society. Self-examination and reflection on social identity, stereotypes and bias, social and educational access, media and schooling.



Sample Course: Teaching in a Diverse Society

Course Description: Examines the impact of various societal influences on the development of children’s social identity. Covers developmentally appropriate, inclusive, and anti-bias approaches. Self-examination and reflection on issues related to social identity, stereotypes, and bias will be emphasized.



· SUPERVISED FIELD EXPERIENCE

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Supervised Field Experience in Early Childhood Education

Course Description: Demonstration of early childhood teaching competencies under guided supervision. Practical classroom experiences linking theory and practice, professionalism, and comprehensive understanding of children and families. Child centered, play-oriented teaching, learning, assessment and curriculum as students design, implement and evaluate experiences for development and learning for young children.



Sample Course: Practicum

Course Description: Under guided supervision, students will utilize practical classroom experiences to make connections between theory and practice, develop professional behaviors, and build a comprehensive understanding of children and families. Reflective practice will be emphasized as student teachers design, implement, and evaluate approaches and strategies, and techniques that promote development and learning.



GENERAL EDUCATION



· ENGLISH / LANGUAGE ARTS

Sample Courses: Composition, Creative Writing, Debate, English, Journalism, Language Acquisition, Language Arts, Literature, Play Production, Poetry, Speech, Theater, Writing.



· MATH OR SCIENCE

Sample Courses: Calculus, Computer Science, Geometry, Mathematical Analysis, Probability, Statistics, Biology, Botany, Chemistry, Earth Science, Ecology, Environmental Science, Geology/Geoscience, Health Science, Nutrition (science-based), Physics, Zoology.



· SOCIAL SCIENCES

Sample Courses: Anthropology, Criminology, Economics, Ethnic Studies, Geography, Government, Health Education, History, Human Behavior, Human Relations, Human Sexuality, Law, Political Science, Psychology, Sociology.



· HUMANTIES AND/OR FINE ARTS

Sample Courses: Architecture, Art, Art Civilization, Crafts, Culture, Dance, Design, Ethics, Ethnic Studies, Fine Arts, Foreign Language, Logic, Music, Philosophy, Sign Language.




SELECTION PROCEDURES



SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year or as specified by the employer.  Every person requesting an application will have one made available upon signing the applicant log.

B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.

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

D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.

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

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





SECTION III - SELECTION PROCEDURES



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



1. Alternative selection methods



A. Sponsor will schedule an interview and evaluation session.  All applicants who have met the minimum qualifications and have submitted the required documents will be notified of the date, time, place and/or method for the conduct of the interview. The recruiter/interviewer will record the questions asked and the general nature of the applicant’s answers during this interview process.  The sponsor’s selecting official will evaluate each applicant interviewed on like factors taking into account the information on the application and required documents, as applicable using an Interview Summary Form.  

B. Upon completing all interviews and analyzing the applicants’ qualifications the sponsor’s selecting official will make a determination using the annotated Interview Summary Forms.  Applicant(s) with the highest evaluation will be selected first.  The selected applicant(s), depending on the number of vacancies offered by the advertised announcement, will be offered employment in order of evaluation and upon acceptance of employment will be placed in the apprenticeship program. 

C. Selected applicants must respond to the offer of employment within 48 hours of notice of selection.  If applicant(s) do not responded within the period specified, the sponsor will move past their name to the next applicant in the pool.  Applicants passed over will be contacted by the sponsor by email and/or phone to determine if the applicants are still interested.  If no response is received in 15 working days from this notice, the applicant’s name will be removed from the pool.

D. After all offers of employment have been extended and accepted by the selectee(s), as applicable, the remaining applicants in the pool of eligibles will be notified of their non-selection under this vacancy announcement.  The non-selection notice will also include instructions on how they can apply for any future openings.  

E. Qualified applicants remaining in the pool of eligibles will be kept on file for a period of two (2) years, unless the applicant is removed from the pool by their own written request or following failure to respond to an offer of employment.  

F. During the two (2) year period, to update their status in the pool of eligibles, applicants who feel that their qualifications have improved since their original placement in the pool may submit evidence of such additional experience and/or training by updating their candidate profile and request reevaluation or by simply submitting a new application for subsequent vacancy announcements.

G. The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 



2. Selection from pool of current employees



The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 
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Appendix A3

WORK PROCESS SCHEDULE

HOME VISITOR

(Existing Occupation Title: Direct Support Specialist) O*NET-SOC CODE: 21-1093.00    RAPIDS CODE: 1040CB



OVERVIEW



Home Visitors work primarily with families with children prenatally through kindergarten entry. Their focus is on collaboratively partnering with families to produce positive developmental outcomes for young children and address risk factors. In addition to tracking progress, they support families with education and referrals for services. The role can serve as an on-ramp to careers in early care and education, social services, and related fields.



The Home Visitor Apprenticeship provides a career pathway through which individuals entering the field receive on-the-job learning and related instruction primarily in the context of a group or classroom setting. Under the guidance and supervision of a journey-level Home Visitor, apprentices are supported in on-the-job learning to gain knowledge, skills, and demonstrated mastery of the competencies listed in these standards.



Upon completion of this Apprenticeship, graduates will meet qualifications for entry-level positions as Home Visitor (or a similar job title, such as parent educator or family support worker) in early care and education, social services, or health agencies. They will also qualify for Associate Teacher positions in early care and education settings (e.g., child care, Head Start, state-funded preschools). For positions as Home Visitors and Associate Teachers, each state, community, and/or agency may have their own requirements and if any required training is not included here, it may be added to meet local employer, local apprenticeship committee (“subcommittee”), and/or regulatory needs. These additions will become part of the apprenticeship program.



The Work Processes and associated competencies included here are based on the National Family Support Competency Framework for Family Support Professionals, and similar frameworks from national organizations focused on home visiting as well as other states, including Oregon, Virginia, and Pennsylvania.

1. APPRENTICESHIP APPROACH





· Time-based	☒ Competency-based	☐ Hybrid

2. TERM OF APPRENTICESHIP





The term of the apprenticeship is approximately one (1) to one and a half (1.5) years of On- the-Job Learning (OJL), supplemented by the minimum recommended 180 hours or more of related instruction. The term of the apprenticeship is based on the apprentice’s
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demonstration of the mastery of the competencies as specified in these standards, and completion of the required hours of Related Instruction as determined by the local partners and in consideration of local certification, regulation, and law requirements.

3. RATIO OF APPRENTICES TO JOURNEYWORKERS





The apprentice to journeyworker ratio is up to 3 Apprentices to 1 Journeyworker. A qualified sponsor may train up to 3 apprentices for every 1 qualified journeyworker (e.g., mentor home visitor, program manager) who is overseeing the training and assessment of the apprentice. This ratio may be changed as approved by ECEPTS and the registration agency.

4. APPRENTICE WAGE SCHEDULE





Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is determined by the employer with the approval from ECEPTS within local areas. The wages will always be at least minimum wage – local, state, federal – whichever is the higher amount.



		Sample Wage Schedule:

		Level

		# of Competencies

		Wage



		

		1

		0

		$16/hour



		

		2

		10

		$17.50/hour







Completion of Apprenticeship: $19/hour

5. PROBATIONARY PERIOD





Every applicant selected for apprenticeship will serve a probationary period of 500 hours.

6. SELECTION PROCEDURES





Please see page A3-9.   
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HOME VISITOR

(Existing Occupation Title: Direct Support Specialist) O*NET-SOC CODE: 21-1093.00	RAPIDS CODE: 1040CB



The employer shall see that apprentices’ on-the-job learning is under the supervision of a qualified worker (e.g., Mentor Home Visitor, Program Manager) and shall provide necessary diversified experience and training to develop the apprentice into a skilled worker, proficient in the work processes (i.e., professional competencies) outlined herein.



The following table is built around 10 competencies and associated performance areas widely regarded as essential for home visitors and early care and education professionals. Each employer/sponsor, partnership, and/or subcommittee can make changes to the Work Processes or Checklist to meet local/state needs, employer needs, scope of practice or licensing/certification requirements, and/or desire to register or co-register with a statewide registration agency.



To advance from one pay grade to the next, apprentices shall demonstrate progress toward mastery of the knowledge, skills, and abilities listed below using the following ratings:



E: Exceeds expectations (more than satisfactorily demonstrates competency)

M: Meets expectations (satisfactorily demonstrates competency)

D: Does not meet expectations (competency not yet demonstrated at acceptable level)

N: Not yet exposed (has not had ample opportunity to develop competency)



For any area marked “does not meet expectations” or “not yet exposed,” the qualified worker completing the Checklist will provide comments to explain progress needed in subsequent periods to meet expectations. By the final rating period, apprentices must earn a rating of “M” or “E” for all competencies.



		WORK PROCESSES (PROFESSIONAL COMPETENCIES) AND PERFORMANCE INDICATORS

		PERIOD 1

(Rating/Date/ Signature)

		PERIOD 2

(Rating/Date/ Signature)



		I. UNDERSTANDS AND SUPPORTS EARLY CHILDHOOD DEVELOPMENT

A. Supports parents/caregivers in understanding and promoting healthy growth and development of children.

B. Demonstrates understanding of developmentally appropriate practice, and the importance of play and relationships in learning

C. Connects parents/caregivers to early intervention as appropriate

		

		



		II. PROMOTES CHILD HEALTH, SAFETY AND GOOD NUTRITION

A. Demonstrates understanding of basics of early brain development

B. Demonstrates knowledge of basic child health requirements

C. Connects parents/caregivers to early intervention as appropriate.

		

		



		III. UNDERSTANDS AND FACILITATES POSITIVE PARENT/CAREGIVER-CHILD INTERACTION

A. Demonstrates understanding of influences on parenting.

B. Demonstrates an awareness of the importance of bonding and attachment.

C. Encourages positive interactions between parent/caregiver and child.

D. Promotes developmentally appropriate, positive guidance strategies.

		

		



		IV. WORKS TO STRENGTHEN FAMILY FUNCTIONING

A. Demonstrates understanding of the strength-based approach to working with families

B. Encourages positive family communication and conflict resolution.

C. Supports families in identifying informal and formal support networks.

		

		



		V. WORKS TO STRENGTHEN FAMILY FUNCTIONING

A. Demonstrates understanding of the strength-based approach to working with families

B. Encourages positive family communication and conflict resolution.

C. Supports families in identifying informal and formal support networks.

		

		



		VI. SUPPORTS FAMILIES IN ACCESSING COMMUNITY RESOURCES

A. Identifies and collaborates with community resource providers.

B. Supports families in navigating and advocating for services.

		

		



		VII. DEVELOPS RELATIONSHIP-BASED FAMILY PARTNERSHIPS

A. Demonstrates awareness of the centrality of trusting, mutually respectful relationships.

		

		







		B. Employs effective communication strategies with parents/caregivers

C. Co-develops goals and action plans with parent/caregivers.

		

		



		VIII. PRACTICES CULTURAL AND LINGUISTIC RESPONSIVENESS

A. Demonstrates understanding of cultural identity and acculturation, and their role in parenting.

B. Demonstrates cultural humility and awareness of biases.

C. Demonstrates linguistic awareness and responsiveness.

D. Demonstrates understanding of dual language learning in young children.

		

		



		IX. DEMONSTRATES KNOWLEDGE OF EFFECTIVE HOME VISITING PROCESSES

A. Demonstrates understanding of the steps in assessment cycle.

B. Demonstrates knowledge of planning techniques.

C. Understands data and documentation requirements.

		

		



		X. DEMONSTRATES PROFESSIONALISM

A. Demonstrates understanding of ethical and legal practice.

B. Demonstrates understanding of elements of reflective practice.

C. Explains key concepts of self-care.

D. Demonstrates understanding of the importance of ongoing professional growth and development.

		

		












RELATED INSTRUCTION OUTLINE

HOME VISITOR

(Existing Occupation Title: Direct Support Specialist) O*NET-SOC CODE: 21-1093.00	RAPIDS CODE: 1040CB



Courses listed here can be completed before or during the apprenticeship. It is recognized that content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer, and to follow the local regulations. The Related Instruction supplements on-the-job learning hours and includes courses focused on foundational knowledge, skills and abilities expected of apprenticeship graduates.



The sponsor and employer may modify Related Instruction to meet local needs or requirements, scope of practice or licensing/certification requirements, and/or desire to register and/or co-register with a local/statewide registration agency.

To satisfy the Related Instruction requirement, apprentices must complete a minimum of 12 semester units (or the equivalent) in Early Childhood Education/Child Development. Note that each of the 12 semester units are on average 15 hours per unit and total a minimum of 180 instructional hours. Related Instruction must include the following core areas with an emphasis on infant/toddler care and development:

Core Area 1: Child / Human Growth & Development

Core Area 2: Child-Family-Community / Child-Family Relations

Core Area 3: Programs / Curriculum



The following are sample courses in each of the three core areas. It is recognized that the content outlined in the course descriptions may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer. To the extent possible, courses should be degree applicable and transferable for apprentices who eventually want to earn an AA or BA degree.



CORE AREA 1: CHILD / HUMAN GROWTH & DEVELOPMENT

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child Growth & Development

Course Description: Apprentices examine major physical, psychosocial and cognitive language developmental milestones for children, both typical and atypical, from conception through adolescence. Emphasis on interactions between maturational processes and environmental factors. While studying developmental theory and investigative research methodologies, apprentices will observe children, evaluate individual differences and analyze characteristics of development at various stages.



CORE AREA 2: CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child, Family and Community

Course Description: Examine the developing child in a societal context focusing on the inter- relationship of the family, school and community, and emphasizing historical and socio- cultural factors. Processes of socialization and identity development are highlighted, showing the importance of respectful, reciprocal relationships that support and empower families. Topics covered include social influences on parenting styles, communication, child-rearing and the relationships between the child, family and school.



CORE AREA 3: PROGRAMS / CURRICULUM

(3-6 semester units; 45-90 instructional hours)



Sample Course: Curriculum and Environments for Infants and Toddlers

Course Description: Introduction to organizing and developing activities for children aged 0- 3 years. Focus on practical learning experiences in areas such as arts and crafts, imaginative play, music and movement, learning games. Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs.



Sample Course: Play-Based Curriculum

Course Description: Principles and practices of play-based curriculum. The role of the teacher in facilitating children’s learning through play-based activities. Use of observation and assessment in planning curriculum. Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs.



Sample Course: Principles and Practices of Teaching Young Children

Course Description: Historical context and theoretical perspectives of developmentally appropriate practice in early care and education. Examines the role of the early childhood educator, identification of best practices for environmental design, curriculum, and teaching strategies. Explores teacher child relationships, professional ethics, career pathways and professional standards.



· CHILD/HUMAN GROWTH & DEVELOPMENT

· CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

· PROGRAMS / CURRICULUM






SELECTION PROCEDURES





SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year or as specified by the employer.  Every person requesting an application will have one made available upon signing the applicant log.

B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.

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

D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.

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

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





SECTION III - SELECTION PROCEDURES



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



1. Alternative selection methods



A. Sponsor will schedule an interview and evaluation session.  All applicants who have met the minimum qualifications and have submitted the required documents will be notified of the date, time, place and/or method for the conduct of the interview. The recruiter/interviewer will record the questions asked and the general nature of the applicant’s answers during this interview process.  The sponsor’s selecting official will evaluate each applicant interviewed on like factors taking into account the information on the application and required documents, as applicable using an Interview Summary Form.  

B. Upon completing all interviews and analyzing the applicants’ qualifications the sponsor’s selecting official will make a determination using the annotated Interview Summary Forms.  Applicant(s) with the highest evaluation will be selected first.  The selected applicant(s), depending on the number of vacancies offered by the advertised announcement, will be offered employment in order of evaluation and upon acceptance of employment will be placed in the apprenticeship program. 

C. Selected applicants must respond to the offer of employment within 48 hours of notice of selection.  If applicant(s) do not responded within the period specified, the sponsor will move past their name to the next applicant in the pool.  Applicants passed over will be contacted by the sponsor by email and/or phone to determine if the applicants are still interested.  If no response is received in 15 working days from this notice, the applicant’s name will be removed from the pool.

D. After all offers of employment have been extended and accepted by the selectee(s), as applicable, the remaining applicants in the pool of eligibles will be notified of their non-selection under this vacancy announcement.  The non-selection notice will also include instructions on how they can apply for any future openings.  

E. Qualified applicants remaining in the pool of eligibles will be kept on file for a period of two (2) years, unless the applicant is removed from the pool by their own written request or following failure to respond to an offer of employment.  

F. During the two (2) year period, to update their status in the pool of eligibles, applicants who feel that their qualifications have improved since their original placement in the pool may submit evidence of such additional experience and/or training by updating their candidate profile and request reevaluation or by simply submitting a new application for subsequent vacancy announcements.

G. The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 



2. Selection from pool of current employees



The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 
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Appendix A4

WORK PROCESS SCHEDULE 

EXPANDED LEARNING PROGRAM LEADER

(Existing Occupation Title: Teacher Aide 1) 

O*NET-SOC CODE: 25-9042.00  	RAPIDS CODE: 0657CB



OVERVIEW



Expanded Learning Program Leaders contribute to the care, development, and instruction of youth (typically ages 4-18 years) through Expanded Learning programs (i.e., before/after school programs, summer camps, etc.). Expanded Learning Program Leaders provide literacy instruction, homework support, and other enrichment activities. The delivery model and time of day may be adjusted based on recommendations and requirements from the school district and/or local public health departments.



Expanded Learning Program Leader Apprenticeships provides a career pathway through which people entering the field can receive on-the-job learning and related instruction primarily in the context of afterschool settings. Under the guidance and supervision of a qualified worker (e.g., Site Supervisor) and, as appropriate, journey-level peer mentors working under supervision, apprentices are supported in on-the-job learning to gain the knowledge, skills, and competencies listed in these Standards.



Upon completion of the Apprenticeship, graduates will meet the qualifications for the position of Program Leader in various expanded learning settings, depending on the specific requirements and expectations of the particular state, community, and/or organization with which they work. These qualifications may include certification and/or licensure. Each state may have their own requirements and if any required training or practicum is not included here, it may be added to meet local employer, local apprenticeship committee (“subcommittee”), and/or regulatory needs. These additions will become part of the apprenticeship program.

1. APPRENTICESHIP APPROACH





· Time-based	☒ Competency-based	☐ Hybrid

2. TERM OF APPRENTICESHIP





The term of the apprenticeship is approximately two (2) years of On-the-Job Learning (OJL), supplemented by the minimum recommended 720 hours or more of related instruction. The term of the apprentice is based on the apprentice’s demonstration of the mastery of the competencies as specified in these standards and completion of the required hours of related instruction as determined by the local partners and in consideration of local certification, regulation and law requirements.





3. RATIO OF APPRENTICES TO JOURNEYWORKERS



The apprentice to journeyworker ratio is: 3 Apprentices to 1 Journeyworker. A qualified sponsor may train up to 3 apprentices for every 1 qualified journeyworker (e.g., Site Supervisor) who is overseeing the training and assessment of the apprentice. This ratio may be changed as approved by ECEPTS and the registration agency.

4. APPRENTICE WAGE SCHEDULE





Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is determined by the employer with ECEPTS approval within local areas. The wages will always be at least minimum wage; local, state, or federal, whichever is the higher amount.



		Sample Wage Schedule:

		Level

		# of Competencies

		Wage



		

		1

		0

		$17.00/hour



		

		2

		10

		$19.00/hour







Completion of Apprenticeship: $20.20/hour

5. PROBATIONARY PERIOD





Every applicant selected for apprenticeship will serve a probationary period of 1000 hours.

6. SELECTION PROCEDURES





Please see pages A4-12.   
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WORK PROCESS SCHEDULE EXPANDED LEARNING PROGRAM LEADER

(Existing Occupation Title: Teacher Aide 1)

O*NET-SOC CODE: 25-9042.00	RAPIDS CODE: 0657CB



The employer shall see that apprentices’ on-the-job learning is under the supervision of a qualified worker (e.g., Site Supervisor) and shall provide necessary diversified experience and training to develop the apprentice into a skilled worker, proficient in the work processes (i.e., professional competencies) outlined herein.



The following table is built around seven competencies and associated performance areas widely regarded as essential for Expanded Learning Program Leaders. Each employer/sponsor, partnership, and/or subcommittee can make changes to the Work Processes or Checklist to meet local/state needs, employer needs, scope of practice or licensing/certification requirements, and/or desire to register or co-register with a statewide registration agency.



To advance from one pay grade to the next, apprentices shall demonstrate progress toward mastery of the knowledge, skills, and abilities listed below using the following ratings:



E: Exceeds expectations (more than satisfactorily demonstrates competency)

M: Meets expectations (satisfactorily demonstrates competency)

D: Does not meet expectations (competency not yet demonstrated at acceptable level)

N: Not yet exposed (has not had ample opportunity to develop competency)



For any area marked “does not meet expectations” or “not yet exposed,” the qualified worker completing the Checklist will provide comments to explain progress needed in subsequent periods to meet expectations. By the final rating period, apprentices must earn a rating of “M” or “E” for all competencies.



		WORK PROCESSES (PROFESSIONAL COMPETENCIES) AND PERFORMANCE AREAS

		PERIOD 1

(Rating/Date/ Signature)

		PERIOD 2

(Rating/Date/ Signature)



		I. SAFE AND SUPPORTIVE ENVIRONMENT

A. Promotes Physical Health and Safety of Staff and Students

1. Understands, promotes and implements the comprehensive health and safety plan and procedures

2. Addresses all incidents of intimidation and isolation between students immediately and in a culturally responsive manner.

B. Promotes Positive Emotional Climate

1. Creates opportunities for all students to share their voice and creates opportunities for expression during the activity where students offer feedback and/or practice public speaking skills.

2. Checks in with students regarding their experience and continuously grows their ability to build trusting, nurturing and supportive relationships with participants.

C. Promotes a Sense of Community

1. Provides positive, specific, feedback about participation, behavior, and accomplishments through a combination of approaches, such as one-on-one acknowledgments, public appreciation in front of the group, and formal awards or ceremonies.

2. Creates a process for establishing group agreements that are co-created to build a sense of community.

		

		



		II. PROGRAM PLANNING AND IMPLEMENTATION

A. Classroom Management

1. Holds high expectations for student performance and interpersonal behaviors during activities; apprentice explicitly explains expectations and rationale consistently.

2. Implements behavioral management techniques to guide activity participation and models positive behavior and choices for the students.

B. Youth Engagement

1. Offers several opportunities to share youth voice and guide lesson planning through surveys, and round table discussion; input is consistently solicited, and demonstrates confidence in expressing ideas, concerns, and/or opinions.

2. Listens attentively and implements recommendations appropriately to include student input.

C. Lesson Preparation and Delivery

1. Effectively utilizes prep time to prepare for activities and review weekly lesson plans with the program manager/supervisor prior to delivery.

2. Demonstrates effective time management, provides clear instructions, and facilitates activities with fidelity.

3. Assist students with questions, provides specific details and information to support students understanding

D. Continuous Quality Improvement

1. Engages in a data-driven program quality improvement process; uses assessment and reflection data to inform academic instruction, literacy activities, and small group

		

		







		instruction.

2.	Creates, adapts, and/or modifies lessons to be appropriate and engaging for all students.

		

		



		III. YOUTH DEVELOPMENT

A. Youth Skill Development

1. Implements lessons aligned with the Common Core State Standards, youth development principles, and healing- centered practices.

B. Positive Peer Interactions

1. Encourages participants to engage in meaningful group work and collaboration throughout the activity; peer interactions are positive, and participants are respectful of one another’s contributions.

2. Acknowledges program participants by name and demonstrates an ability to mediate conflict if and when it arises between program participants.

		

		



		IV. PROFESSIONAL DEVELOPMENT AND LEADERSHIP STAKEHOLDER ENGAGEMENT

A. Responsibility and Commitment

1. Develops a personal work philosophy informed by knowledge of child and youth growth and development, cultural competencies, promising practices, and a professional code of ethics.

2. Manages demands of personal and professional commitments.

3. Demonstrates the ability to work effectively with others.

B. Ongoing Professional Growth

1. Demonstrates ongoing self-reflection, self-assessment, and problem-solving strategies to promote professional growth.

2. Builds professional network, skills, and competencies by accessing various services, resources, and opportunities.

3. Participates in activities, projects, and events within the organization.

C. Stakeholder Engagement and Leadership

1. Recognizes the importance of leadership skills, self- advocacy, and being a voice to support children, youth, and families.

2. Communicates respectfully and positively with families from a variety of cultural and socioeconomic backgrounds.

3. Develops and contributes to relationships with appropriate school staff and community stakeholders to better meet the individual needs of children and youth.

		

		



		V. DIVERSITY, EQUITY, AND INCLUSION

A. Equity Practices

1. Creates and maintains an environment that actively promotes respect, equity, cultural diversity and value for all.

B. Inclusion and Accessibility

1. Actively encourages and ensures all participants can engage in activities regardless of English language fluency, their physical or developmental ability, and use a variety of

		

		







		strategies to do so.

C. Culturally Responsive Practices

1. Builds their ability through formal training in implicit bias, culturally responsive, trauma-informed, and healing- centered approaches to child and youth development and through ongoing coaching and mentoring by supervisors.

		

		



		VI. SOCIAL AND EMOTIONAL LEARNING/ WELLNESS

A. Importance of Social and Emotional Learning

1. Understands that change, stress, and transition affect social and emotional development and behavior and responds accordingly to mitigate these effects.

2. Understands how children and youth develop a sense of self.

3. Supports participants in communicating their emotions and attempting to understand the emotions of others to build skills that connect them with their peers, teachers, and the community.

B. Social and Emotional Skill Development

1. Implements strategies to develop young people’s self- awareness, social awareness, self-management, relationship building, and responsibility.

2. Adapts cognitive and physical activities and interactions to support diverse needs, abilities, and interests.

3. Implements prevention, preparedness, mindfulness, and health practices.

		

		



		VII. YOUTH VOICE AND LEADERSHIP

A. Encourages participants to use strengths and provide positive feedback

1. Acts in partnership with youth to provide and support intentional opportunities for youth to play a meaningful role in program design, implementation, and ongoing leadership.

2. Creates opportunities for students to engage, discuss, and share program/activity interests in an informal way. These opportunities are created consistently or for a majority of the participating students.

B. Leadership Skill Building

1. Consistently creates opportunities for students to comfortably express their ideas, concerns, and/or opinions

2. Creates age-appropriate opportunities for leadership and responsibility and builds youth leadership and critical thinking skills

3. Shares an age-appropriate amount of power and leadership of activities; there is a split of responsibilities, authority, obligation, and commitment, or activities are participant initiated

		

		









RELATED INSTRUCTION OUTLINE

EXPANDED LEARNING PROGRAM LEADER

(Existing Occupation Title: Teacher Aide 1) O*NET-SOC CODE: 25-9042.00 RAPIDS CODE: 0657CB



Courses listed here can be completed before or during the apprenticeship. It is recognized that content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer, and to follow the local regulations. The Related Instruction supplements on-the-job learning hours and includes courses focused on foundational knowledge, skills and abilities expected of apprenticeship graduates.



The sponsor and/or employer may modify the related instruction requirements to meet local needs, employer requirements, scope of practice, licensing/certification requirements, and/or desire to register and/or co-register with a local/statewide registration agency.



To satisfy the related instruction requirement, apprentices must complete a minimum of 30 semester units (or the equivalent) in Early Childhood Education/Child Development, and 18 semester units (or the equivalent) in General Education. Note that each of the 48 semester units are on average 15 hours per unit and total a minimum of 720 instructional hours. Related instruction must include the following core areas. If there are additional local requirements, they can be added.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT: CORE AREAS

· Child/Human Growth & Development

· Child-Family-Community / Child-Family Relations

· Programs / Curriculum

· Observation, Screening, Assessment, Documentation

· Health, Safety, and Nutrition

· Culture, Diversity, and Equity

· Supervised Field Experience



GENERAL EDUCATION: CORE AREAS

· English / Language Arts

· Math or Science

· Social Sciences

· Humanities and/or Fine Arts



The following are sample courses in each of the core areas. It is recognized that the content outlined in the course descriptions may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer. To the extent possible, courses should be degree applicable and transferable for apprentices who eventually want to earn an AA or BA degree.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT (minimum of 30 units)



· CHILD/HUMAN GROWTH & DEVELOPMENT

(3 semester units; 45 instructional hours)



Sample Course: Child Growth & Development

Course Description: Examines major physical, psychosocial and cognitive-language developmental milestones for children, typical and atypical, from conception through adolescence. Emphasis on interactions between maturational processes and environmental factors. While studying theory and research, students observe children, evaluate individual differences and characteristics of development at various stages.



· CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

(3 semester units; 45 instructional hours)



Sample Course: Child, Family and Community

Course Description: Examine the developing child in a societal context focused on inter- relationship of family, school and community, and emphasizing historical and socio- cultural factors. Topics include processes of socialization and identity development, importance of respectful, reciprocal relationships that support and empower families, social influences on parenting, child-rearing, relationships between child, family, school.

· PROGRAMS / CURRICULUM

12 semester units; 180 instructional hours)



Sample Course: Principles and Practices of Teaching Early Childhood and Early Primary Children

Course Description: Introduction to the field of early childhood and early primary education: Historical contexts and theoretical perspectives of developmentally appropriate practice in early care and education for children birth through age eight. Explores the typical roles and expectations of early childhood educators. Identifies professional ethics, career pathways, and professional standards. Introduces best practices for developmentally appropriate learning environments, curriculum, and effective pedagogy for young children, including how play contributes to children's learning, growth, and development.



Sample Course: Introduction to Teaching Children with Special Needs

Course Description: Introduction to teaching children with special needs. Theories and practices; variations in development of children with special needs and resulting impact on families; definition of special needs; historical and societal influences; laws related to special education and related policies; categories of disabilities; and the identification and referral process including assessments, interventions, and learning environments for children with special needs.



Sample Course: Mathematical Concepts for Teachers

Course Description: Mathematical concepts for teaching. Development of quantitative reasoning skills and in-depth, integrated explorations of topics through real number systems and subsystems; comprehension and analysis of mathematical concepts and applications of logical reasoning; introduction to the mathematics domain of the California Preschool Learning Foundations and Frameworks, including the strands of number sense, algebra and functions, measurement, geometry, mathematical reasoning.



Sample Course: Children’s Literature

Course Description: Introduction to children’s literature: Fairy tales and tale types; interpretation of children’s literature from the perspectives of children, teachers, and parents; study of books by authors such as Brown, Dahl, Juster, Rowling, Sendak, Soto, and others.



· OBSERVATION, SCREENING, ASSESSMENT, DOCUMENTATION

(3 semester units; 45 instructional hours)

Sample Course: Observation and Assessment

Course Description: The appropriate use of assessment and observation tools and strategies to document young children’s development and learning. Emphasizes use of findings to inform and plan learning environments and experiences. Recording strategies, rating systems, portfolios, and multiple assessment tools will be explored, along with strategies for collaboration with families and professionals.



· HEALTH, SAFETY, AND NUTRITION

(3 semester units; 45 instructional hours)

Sample Course: Health, Safety, & Nutrition

Course Description: Laws, regulations, standards, policies, procedures, best practices related to health, safety, and nutrition in early childhood settings. Includes prevention strategies, nutrition, and meal planning for various ages and planning educational experiences integrated into daily routines designed to teach children positive health, safety and nutrition habits.



· CULTURE, DIVERSITY, AND EQUITY

(3 semester units; 45 instructional hours)

Sample Course: Teaching in a Diverse Society

Course Description: Examines the impact of various societal influences on the development of children’s social identity. Covers developmentally appropriate, inclusive, and anti-bias approaches. Self-examination and reflection on issues related to social identity, stereotypes, and bias will be emphasized.



· SUPERVISED FIELD EXPERIENCE

(3 semester units; 45 instructional hours)

Sample Course: Supervised Field Experience in Education

Course Description: Supervised field experience in education under guided supervision. Classroom experiences that connect theory to practical application; professional and ethical conduct in school settings; comprehensive understanding of children, adolescents, families and communities within the context of school environments; reflective practice in constructing responsive curriculum; effective implementation of cycle of inquiry and data-driven lesson planning; evidence-based approaches to evaluation, strategies, and techniques that promote development and learning.



GENERAL EDUCATION (minimum of 18 semester units)



· ENGLISH / LANGUAGE ARTS

(4 semester units; 60 instructional hours)

Sample Courses: Composition, Creative Writing, Debate, English, Journalism, Language Acquisition, Language Arts, Literature, Play Production, Poetry, Speech, Theater, Writing.



· MATH AND SCIENCE

(8 semester units; 120 instructional hours)

Sample Courses: Calculus, Computer Science, Geometry, Mathematical Analysis, Probability, Statistics, Biology, Botany, Chemistry, Earth Science, Ecology, Environmental Science, Geology, Health Science, Nutrition (science-based), Physics, Zoology.



· SOCIAL SCIENCES

(3 semester units; 45 instructional hours)

Sample Courses: Anthropology, Criminology, Economics, Ethnic Studies, Geography, Government, Health Education, History, Human Behavior, Human Relations, Human Sexuality, Law, Political Science, Psychology, Sociology.



· HUMANITIES AND/OR FINE ARTS

(3 semester units; 45 instructional hours)

Sample Courses: Architecture, Art, Art Civilization, Crafts, Culture, Dance, Design, Ethics, Ethnic Studies, Fine Arts, Foreign Language, Logic, Music, Philosophy, Sign Language.




SELECTION PROCEDURES



SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year or as specified by the employer.  Every person requesting an application will have one made available upon signing the applicant log.

B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.

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

D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.

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

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





SECTION III - SELECTION PROCEDURES



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



1. Alternative selection methods



A. Sponsor will schedule an interview and evaluation session.  All applicants who have met the minimum qualifications and have submitted the required documents will be notified of the date, time, place and/or method for the conduct of the interview. The recruiter/interviewer will record the questions asked and the general nature of the applicant’s answers during this interview process.  The sponsor’s selecting official will evaluate each applicant interviewed on like factors taking into account the information on the application and required documents, as applicable using an Interview Summary Form.  

B. Upon completing all interviews and analyzing the applicants’ qualifications the sponsor’s selecting official will make a determination using the annotated Interview Summary Forms.  Applicant(s) with the highest evaluation will be selected first.  The selected applicant(s), depending on the number of vacancies offered by the advertised announcement, will be offered employment in order of evaluation and upon acceptance of employment will be placed in the apprenticeship program. 

C. Selected applicants must respond to the offer of employment within 48 hours of notice of selection.  If applicant(s) do not responded within the period specified, the sponsor will move past their name to the next applicant in the pool.  Applicants passed over will be contacted by the sponsor by email and/or phone to determine if the applicants are still interested.  If no response is received in 15 working days from this notice, the applicant’s name will be removed from the pool.

D. After all offers of employment have been extended and accepted by the selectee(s), as applicable, the remaining applicants in the pool of eligibles will be notified of their non-selection under this vacancy announcement.  The non-selection notice will also include instructions on how they can apply for any future openings.  

E. Qualified applicants remaining in the pool of eligibles will be kept on file for a period of two (2) years, unless the applicant is removed from the pool by their own written request or following failure to respond to an offer of employment.  

F. During the two (2) year period, to update their status in the pool of eligibles, applicants who feel that their qualifications have improved since their original placement in the pool may submit evidence of such additional experience and/or training by updating their candidate profile and request reevaluation or by simply submitting a new application for subsequent vacancy announcements.

G. The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 



2. Selection from pool of current employees



The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 
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Appendix A5

WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION (ECE) LEAD TEACHER

(Existing Occupation Title: Early Childhood Educator) O*NET-SOC CODE: 25-2011.00 RAPIDS CODE: 3004CB



OVERVIEW



An Early Care & Education (ECE) Lead Teacher contributes to the care, development and instruction of young children (typically from birth through age 5) in an early care and education program. The ECE Lead Teacher Registered Apprenticeship provides a career pathway through which people entering the ECE field can receive on-the-job learning and related instruction primarily in the context of a group or classroom setting. Under the guidance and supervision of a qualified worker (e.g., Lead Teacher, Site Supervisor) and, as appropriate, journey-level peer mentors working under supervision, apprentices are supported in on-the-job learning to gain the knowledge, skills and demonstrated mastery of the competencies listed in these Standards.



Upon completion of the Apprenticeship, graduates will meet the qualifications for the position of Lead Teacher in various ECE settings (e.g., child care centers, Head Start, state- funded preschool, universal pre-kindergarten, etc.), depending on the specific requirements and expectations of the particular state, community and/or organization with which they work. Each state may have their own requirements and if any required training is not included here, it may be added to meet local employer, local apprenticeship committee (“subcommittee”) and/or regulatory needs. These additions will become part of the apprenticeship program.



The Work Processes and associated competencies are based on California Early Childhood Educator Competencies and align with similar sets of teaching standards and competencies in other states including Illinois, Massachusetts, New York, New Jersey, and Oklahoma.

1. APPRENTICESHIP APPROACH





1. Time-based	☒ Competency-based	☐ Hybrid

2. TERM OF APPRENTICESHIP





The term of the apprenticeship is approximately one (1) year to one and one and one fourth years (1 ¼) of On-the-Job Learning (OJL), supplemented by approximately 1800 hours of related instruction. The term of the apprentice is based on the apprentice’s demonstration of the mastery of the competencies as specified in these standards and completion of the required hours of related instruction as determined by the local partners and in consideration of local certification, regulation and law requirements.
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3. RATIO OF APPRENTICES TO JOURNEYWORKERS



The apprentice to journeyworker ratio is: 3 Apprentices to 1 Journeyworker. A qualified sponsor may train up to 3 apprentices for every 1 qualified journeyworker (e.g., Lead Teacher, Site Supervisor, or Program Director) who is overseeing the training and assessment of the apprentice. This ratio may be changed as approved by ECEPTS and the registration agency.

4. APPRENTICE WAGE SCHEDULE





Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is determined by the employer with ECEPTS approval within local areas. The wages will always be at least minimum wage; local, state, or federal, whichever is the higher amount.



		Sample Wage Schedule:

		Level

		# of Competencies

		Wage



		

		1

		0

		$18/hour



		

		2

		10

		$20/hour







Completion of Apprenticeship: $21/hour

5. PROBATIONARY PERIOD





Every applicant selected for apprenticeship will serve a probationary period of 500 hours.

6. SELECTION PROCEDURES





Please see page A5-16.   
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WORK PROCESS SCHEDULE

EARLY CARE & EDUCATION (ECE) LEAD TEACHER

(Existing RAPIDS Title: Early Childhood Educator) 

O*NET-SOC CODE: 25-2011.00	RAPIDS CODE: 3004CB



The employer shall see that apprentices’ on-the-job learning is under the supervision of a qualified worker (e.g., Lead Teacher, Site Supervisor) and shall provide necessary diversified experience and training to develop the apprentice into a skilled worker, proficient in the work processes (i.e., professional competencies) outlined herein.



The following table is built around 12 competencies and associated performance areas widely regarded as essential for early care and education professionals. Each employer/sponsor, partnership, and/or subcommittee can make changes to the Work Processes or Checklist to meet local/state needs, employer needs, scope of practice or licensing/certification requirements, and/or desire to register or co-register with a statewide registration agency.



To advance from one pay grade to the next, apprentices shall demonstrate progress toward mastery of the knowledge, skills, and abilities listed below using the following ratings:



E: Exceeds expectations (more than satisfactorily demonstrates competency)

M: Meets expectations (satisfactorily demonstrates competency)

D: Does not meet expectations (competency not yet demonstrated at acceptable level)

N: Not yet exposed (has not had ample opportunity to develop competency)



For any area marked “does not meet expectations” or “not yet exposed,” the qualified worker completing the Checklist will provide comments to explain progress needed in subsequent periods to meet expectations. By the final rating period, apprentices must earn a rating of “M” or “E” for all competencies.



		WORK PROCESSES (PROFESSIONAL COMPETENCIES) AND PERFORMANCE INDICATORS

		PERIOD 1

(Rating/Date/ Signature)

		PERIOD 2

(Rating/Date/ Signature)



		I. UNDERSTANDS AND ENCOURAGES CHILD DEVELOPMENT AND LEARNING

A. Knowledge about Child Development and Learning

1. Describes major developmental milestones for children from conception through adolescence in the areas of physical, psychosocial, cognitive and language development.

2. Observes, assess and document children in natural setting enhance the study of child development.

B. Facilitating Child Development and Learning

		

		







		1. Analyze how cultural, economic, political, and historical contexts affect children’s development.

2. Differentiate typical and atypical development. Apply developmental theory to child observations, surveys, and/or interviews using investigative research methodologies.

		

		



		II. APPRECIATES AND HONORS CULTURE, DIVERSITY AND EQUITY

A. Respect for All Differences and Similarities

1. Embraces each child’s culture and sees it as an asset.

2. Understands the importance of providing a learning environment that is welcoming for all families.

B. Culturally Responsive Approaches

1. Adheres to families’ culturally based communication practices. Implements concepts of intercultural communications, including nonverbal communication.

2. Applies skills and knowledge gained from orientation sessions to communicate respectfully with all families.

C. Culture and Language Development and Learning

1. Uses knowledge of children’s cultural and linguistic backgrounds and experiences to facilitate interactions and learning.

2. Models the implementation of inclusive communication and practices to engage colleagues, children, and families.

		

		



		III. RECOGNIZES SIGNIFICANCE OF RELATIONSHIPS, INTERACTIONS AND GUIDANCE

A. Supporting Children's Emotional Development

1. Plans opportunities that support children’s understanding of emotions and allows children to respond to the emotions of others, as developmentally appropriate.

2. Oversees day-to-day transitions with sensitivity to each child’s responses to separation or transitions. Works with families and staff to develop ways to support children during transitions.

B. Social-Emotional Climate

1. Works with staff and colleagues to plan a positive social– emotional climate in the learning environment based on the individual strengths and interests of the children in the group

2. Leads staff in reflecting on and interpreting children’s expressions of emotions and on one’s own responses to them.

C. Socialization and Guidance

1. Plans strategies keeping in mind each child’s interests, culture, temperament, language, communication skills, and abilities.

2. Develops concrete strategies and activities to recognize children’s efforts, emphasizing the use of appropriate language to acknowledge, encourage, and reinforce achievement and success.

		

		







		IV. UNDERSTANDS AND FOSTERS FAMILY AND COMMUNITY ENGAGEMENT.

A. Communications with Families

1. Respects each family’s style and preferred methods of communication and interacts with families in a transparent, accountable manner.

2. Coordinates developmentally appropriate experiences to support children’s school readiness in all developmental domains, anticipating upcoming transitions to new programs or schools.

B. Relationships with Children and Families

1. Supports families as decision makers for and educators of their children.

2. Ensure meaningful two-way collaboration, supporting the children's learning and development and helping families to understand child development.,

C. Community Resources

1. Demonstrates an understanding of risk factors related to family functioning and how to support all families appropriately.

2. Plans curriculum and activities collaboratively with all families.

		

		



		V. UNDERSTANDS AND SUPPORTS DUAL-LANGUAGE DEVELOPMENT

A. Dual-Language Program Models and Strategies

1. Facilitates discussions and planning with staff and colleagues about implementation of specific programs for group settings.

2. Works with colleagues to create various opportunities for young dual-language learners and their families to participate in the group throughout the day.

B. Development of the Home Language and of English

1. Incorporates practices that honor the role of the home language as a vital foundation in English-language development.

2. Creates opportunities for young dual-language learners that promote literacy development in home language and English.

C. Observation and Assessment of Young Dual-Language Learners

1. Shares assessment information about individual children with families.

2. Contributes to observation of young DLLs across a variety of settings or activities.

D. Relationships with Families of Dual-Language Learners

1. Demonstrates awareness of child's home language.

2. Uses observations to inform interactions with children and the curriculum-planning process.

		

		



		VI. UNDERSTANDS AND UTILIZES OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

A. Observation

1. Conducts formal and informal observation of children across settings and over time.

		

		







		2.	Gathers observations to inform the planning process for individual children and the group.

B. Screening and Referral

1. Reviews results of screening and initiates discussions with staff, colleagues and families about universal or targeted screening.

2. Identifies the need for referrals based on observations.

C. Assessment

1. Uses valid and reliable assessment tools.

2. Explains and follows protocols related to parental consent confidentiality and elicits input from families.

D. Documentation

1. Initiates discussions with staff and colleagues about strategies for documentation and applies strategies to selection of samples, artifacts, or other information to include in documentation.

2. Plans developmentally appropriate opportunities for children to participate in documentation of their experiences.

E. Interpretation, Planning and Implementation

1. Considers a variety of factors in the interpretation of observations, screening, documentation, and assessment data. Reflects with families, colleagues and specialists on the meaning of individual results and data,

2. 	Synthesizes information gathered through the planning process in planning for individual children and for the group.

		

		



		VII. RECOGNIZES SPECIAL NEEDS AND FOSTERS INCLUSION

A. Philosophy, Policies and Practices

1. Recommends changes o program policies as appropriate to create a sense of belonging and full participation for children or adults with disabilities or other special needs.

2. Explains the principles of People First Language used to colleagues, families, and children, as developmentally appropriate.

B. Developmentally and Individually Appropriate Practice

1. Collaborates with families and service providers to provide multiple approaches to learning in order to meet the diverse needs of children in the learning environment.

2. Engages children with disabilities or other special needs as active participants in their own personal or health-care routines, as developmentally appropriate.

C. Collaboration with Families and Service Providers

1. Initiates discussions with colleagues and families regarding inclusive practice and children's development.

2. Understands the range of services available to children with disabilities or other special needs, the roles of service providers, and different models of support.

D. Environment Access and adaptive Equipment

1. Identifies and addresses modifications in the facility and the learning environment to support children or adults with disabilities or other special needs.

2. Implements safe, effective use of adaptive equipment for children with disabilities or other special needs.

		

		







		VIII. CREATES LEARNING ENVIRONMENTS; PLANS AND IMPLEMENTS CURRICULUM

A. Curriculum and Curriculum Planning

1. Synthesizes information gathered through curriculum- planning process in planning for individual children and for the group.

2. Adapts indoor and outdoor environment, equipment, materials, activities or experiences based on information gathered in the curriculum-planning process, preparing children as appropriate.

B. Environments, Schedules and Routines

1. Adapts the environment as necessary to meet the interests and requirements of children in the group.

2. Plans the daily schedule to meet regulatory requirements and to support the learning and development of children.

C. Strategies to Support Learning and Development

1. Plans the daily schedule to incorporate a balance of child- initiated play and exploration and adult-facilitated strategies.

2. Plans experiences that support infant/toddler learning and development in all domains.

		

		



		IX. ENSURES HEALTH, SAFETY AND GOOD NUTRITION

A. Environmental Health and Safety

1. Identifies and addresses potential barriers to compliance with indoor and outdoor environmental health and safety policies and practices.

2. Adapts supervision to the overall setting and individual requirements of children.

B. Emergency Preparedness

1. Uses emergency equipment and supplies effectively and appropriately.

2. Implements emergency plans and assigns roles using systematic exchange of information with families, staff, and colleagues to ensure everyone is prepared to respond.

C. Nutrition

1. Facilitates and engages in discussions about healthful food choices and habits, taking into account individual family and cultural preferences.,

2. Develops mealtime routines that support children's learning and reflects family practices.

D. Response to Health Requirements

1. Conducts daily individual health checks for signs of illness or injury in children.

2. Communicates with families daily about children's well- being.

E. Child and Family Health

1. Addresses concerns about child abuse or neglect according to regulation and law; refers concerns to supervisor(s) as necessary. Articulates the role of risk and protective factors related to child abuse or neglect.

2. Communicates with families about children’s physical activity experiences to help children develop new skills, build physical strength, and engage in play-based,

		

		







		structured, and spontaneous (child-initiated) physical activity.

		

		



		X. DEVELOPS AND DEOMONSTRATES PROFESSIONALISM

A. Professional Development

1. Uses reflective dialogue to identify an action plan for professional development.

2. Explores effective professional development and mentoring strategies to support professional development.

B. Professional conduct and Behaviors

1. Engages in professional responsibilities and remains dedicated to the success of children, families, and the agency or program.

2. Contributes to a quality work environment by maintaining a professional, mutually supportive attitude with colleagues, children, and families.

C. Competence in a Specialized Body of Knowledge

1. Ensures that the children's program integrates development and learning in all domains.

2. Actively participates in aligning the program's shared philosophy with associated goals and objectives.

D. Pedagogy

1. Promotes early education teaching strategies that address growth, development, and learning based on current evidence-based practice.

2. Understands that adult learning can take place in many formal and informal contexts.

E. Occupational Health and Safety

1. Knows procedures to follow when a staff member or colleague has an accident, and applies strategies to prevent accidents from occurring.

2. Conducts regular in-service professional development for staff and colleagues on risk and injury prevention.

		

		



		XI. COMPLETES ADMINISTRATION DUTIES AND ENSURES ADEQUATE SUPERVISION

A. Program planning, development and operations

1. Program philosophy

2. Use of technology and related resources

B. Human Resources

1. Personnel policies

2. Reflective practice and supervision

3. Support for ongoing adult learning, coaching, and mentoring

4. Performance evaluation

5. Communications between and among staff and colleagues

C. Organizational systems, policies, and procedures

1. Program policies and procedures

		

		



		XII. 	DEMONSTRATES LEADERSHIP IN EARLY CHILDHOOD EDUCATION

A. Systems and change development

1. Team building

2. Cultivating leaders

		

		







RELATED INSTRUCTION OUTLINE

EARLY CARE & EDUCATION (ECE) LEAD TEACHER

(Existing Occupation Title: Early Childhood Educator) 

O*NET-SOC CODE: 25-2011.00 RAPIDS CODE: 3004CB



Courses listed here can be completed before or during the apprenticeship. It is recognized that content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the sponsor and employer, and to follow the local regulations. The Related Instruction supplements on-the-job learning hours and includes courses focused on foundational knowledge, skills and abilities expected of apprenticeship graduates.



The sponsor and/or employer may modify the related instruction requirements to meet local needs, employer requirements, scope of practice, licensing/certification requirements, and/or desire to register and/or co-register with a local/statewide registration agency.



To satisfy the related instruction requirement, apprentices must complete a minimum of 120 semester units or the equivalent with 24 semester units in Early Childhood Education/Child Development, 33 semester units in upper division Core Coursework in Early Childhood Education, and 63 semester units in General Education, including 27 upper-division units. Note that each of the 120 semester units are on average 15 hours per unit and total a minimum of 1,800 instructional hours. Related instruction must include the following core areas. If there are additional local requirements, they can be added.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT

· Child/Human Growth & Development

· Child-Family-Community / Child-Family Relations

· Programs / Curriculum

· Observation, Screening, Assessment, and Documentation

· Health, Safety, and Nutrition

· Culture, Diversity, and Equity

· Supervised Field Experience



GENERAL EDUCATION

· English / Language Arts

· Math or Science

· Social Sciences

· Humanities and/or Fine Arts



The following are sample courses in each of the core areas. It is recognized that content outlined in the course descriptions may be delivered through other courses by various educational institutions and training providers, as determined and approved by sponsor and



employer. In total, these or similar courses must amount to a minimum of 1800 instructional hours and earn an Bachelor’s Degree.



EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT (minimum of 24 units)



· CHILD/HUMAN GROWTH & DEVELOPMENT

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child Growth & Development

Course Description: Examines major physical, psychosocial and cognitive-language developmental milestones for children, typical and atypical, from conception through adolescence. Emphasis on interactions between maturational processes and environmental factors. While studying theory and research, students observe children, evaluate individual differences and characteristics of development at various stages.



Sample Course: Psychology of Childhood

Course Description: Physical, intellectual, emotional growth of children from conception to puberty. Factors of heredity and environment as determinants of this development.



· CHILD-FAMILY-COMMUNITY / CHILD-FAMILY RELATIONS

(3-6 semester units; 45-90 instructional hours)



Sample Course: Child, Family and Community

Course Description: Examine the developing child in a societal context focused on inter- relationship of family, school and community, and emphasizing historical and socio- cultural factors. Topics include processes of socialization and identity development, importance of respectful, reciprocal relationships that support and empower families, social influences on parenting, child-rearing, relationships between child, family, school.



Sample Course: Sociology of the Family

Course Description: Social factors which contribute to marriage and family. Changing historic, economic, socio-cultural forces that shape intimate and familial relationships.



· PROGRAMS / CURRICULUM

(3-6 semester units; 45-90 instructional hours)



Sample Course: Principles and Practices of Teaching Young Children

Course Description: Historical context and theoretical perspectives of developmentally appropriate practice in early care and education. Examines the role of the early childhood educator, identification of best practices for environmental design, curriculum, and teaching strategies. Explores teacher child relationships, professional ethics, career pathways and professional standards.



Sample Course: Curriculum and Environments for Infants and Toddlers

Course Description: Introduction to organizing and developing activities for children aged 0-3 years. Focus on practical learning experiences in areas such as arts and crafts, imaginative play, music and movement, learning games. Includes culturally appropriate activities, meeting needs of young dual-language learners, and adapting environments and programs to meet needs of children with disabilities or special needs.



· OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Observation and Assessment

Course Description: The appropriate use of assessment and observation tools and strategies to document young children’s development and learning. Emphasizes use of findings to inform and plan learning environments and experiences. Recording strategies, rating systems, portfolios, and multiple assessment tools will be explored, along with strategies for collaboration with families and professionals.



Sample Course: Assessment and Documentation Tools, Methods, and Strategies Course Description: The appropriate use of assessment to support student’s development and learning. Covers various methods of observation and data collection, tools, and strategies including time management and legal and ethical responsibilities. Emphasizes use of findings to inform and plan differentiated instruction, classroom environments, and to provide the basis for family partnerships. This course is designed for those working with students in transitional kindergarten, kindergarten, and early primary classrooms.



· HEALTH, SAFETY, AND NUTRITION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Health, Safety, & Nutrition

Course Description: Laws, regulations, standards, policies, procedures, best practices related to health, safety, and nutrition in early childhood settings. Includes prevention strategies, nutrition, and meal planning for various ages and planning educational experiences integrated into daily routines designed to teach children positive health, safety and nutrition habits.



· CULTURE, DIVERSITY, AND EQUITY

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Culture and Diversity in Early Childhood Education

Course Description: Theoretical and practical implications of social identity, oppression and privilege for young children, families, programs, and teaching. Strategies for culturally and linguistically appropriate anti-bias approaches supporting all children in a diverse society. Self-examination and reflection on social identity, stereotypes and bias, social and educational access, media and schooling.





Sample Course: Teaching in a Diverse Society

Course Description: Examines the impact of various societal influences on the development of children’s social identity. Covers developmentally appropriate, inclusive, and anti-bias approaches. Self-examination and reflection on issues related to social identity, stereotypes, and bias will be emphasized.



· SUPERVISED FIELD EXPERIENCE

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Supervised Field Experience in Early Childhood Education

Course Description: Demonstration of early childhood teaching competencies under guided supervision. Practical classroom experiences linking theory and practice, professionalism, and comprehensive understanding of children and families. Child centered, play-oriented teaching, learning, assessment and curriculum as students design, implement and evaluate experiences for development and learning for young children.



Sample Course: Practicum

Course Description: Under guided supervision, students will utilize practical classroom experiences to make connections between theory and practice, develop professional behaviors, and build a comprehensive understanding of children and families. Reflective practice will be emphasized as student teachers design, implement, and evaluate approaches and strategies, and techniques that promote development and learning.



UPPER DIVISION EARLY CHILDHOOD EDUCATION/CHILD DEVELOPMENT (minimum

of 33 units)



· CHILD/HUMAN GROWTH & DEVELOPMENT

(3-6 semester units; 45-90 instructional hours)



Sample Course: The Professional Early Childhood Educator

Course Description: Provides a broad orientation to the profession of early childhood education, including ethical responsibilities and effective communication.



· PROGRAMS / CURRICULUM

(6-12 semester units; 90-180 instructional hours)



Sample Course: Integrating Learning Standards in Early Childhood Settings: Language and Literacy

Course Description: Enhance understanding of language and literacy development and use this knowledge to develop lessons and activities that promote language and literacy development and skills.



Sample Course: Integrating Learning Standards in Early Childhood Settings: Math and Science

Course Description: Enhance understanding of mathematics development and science content in ECE. Use this knowledge to develop lessons and activities that promote numeracy and math development and skills.



· OBSERVATION, SCREENING, ASSESSMENT AND DOCUMENTATION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: The Intentional, Reflective Teacher

Course Description: Focus on effective practices in early care and education. Explore the Classroom Assessment Scoring System (CLASS) and the ways the CLASS domains and dimensions connect with CA Early Childhood Educator Competencies.



· HEALTH, SAFETY, AND NUTRITION

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Social and Emotional Competence in Early Childhood Education Course Description: Understand and implement evidence-based practices for promoting children’s social and emotional development and preventing challenging behaviors. Examine the critical nature of emotional support and responsive relationships as they relate to promoting the social and emotional competence of young children.



· CULTURE, DIVERSITY, AND EQUITY

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Effective Support for Children with Exceptional Needs and Their Families

Course Description: Introduction to the field of early childhood special education as well as the legal and educational basis for intervention with an emphasis on serving children in their natural environment. Examine a variety of disabilities and at-risk conditions and explore ways to collaborate with families and other professionals to improve educational outcomes for young children with exceptionalities, disabilities and/or the gifted.



Sample Course: Dual Language Learners and their Families

Course Description: Identify the paths to multilingualism, and factors affecting second language acquisition. Based on these understandings, implement strategies for fostering and assessing dual language learners’ language, literacy, and learning.



· SUPERVISED FIELD EXPERIENCE

(3-6 Semester Units; 45-90 instructional hours)



Sample Course: Integrated Practice in Early Childhood Education – Practicum II Course Description: Apply knowledge from previous coursework and develop skills in planning	and	implementing	developmentally	appropriate	learning	experiences,



integrated instruction and learning environments. Complete 60 hours of fieldwork in an Early Childhood Education setting.



GENERAL EDUCATION (minimum of 63 units, including 27 upper-division units)



· ENGLISH / LANGUAGE ARTS

Sample Courses: Composition, Creative Writing, Debate, English, Journalism, Language Acquisition, Language Arts, Literature, Play Production, Poetry, Speech, Theater, Writing.



· MATH OR SCIENCE

Sample Courses: Calculus, Computer Science, Geometry, Mathematical Analysis, Probability, Statistics, Biology, Botany, Chemistry, Earth Science, Ecology, Environmental Science, Geology/Geoscience, Health Science, Nutrition (science-based), Physics, Zoology.



· SOCIAL SCIENCES

Sample Courses: Anthropology, Criminology, Economics, Ethnic Studies, Geography, Government, Health Education, History, Human Behavior, Human Relations, Human Sexuality, Law, Political Science, Psychology, Sociology.



· HUMANTIES AND/OR FINE ARTS

Sample Courses: Architecture, Art, Art Civilization, Crafts, Culture, Dance, Design, Ethics, Ethnic Studies, Fine Arts, Foreign Language, Logic, Music, Philosophy, Sign Language.




SELECTION PROCEDURES



SECTION II - APPLICATION PROCEDURES 



A.	Applicants will be accepted throughout the year or as specified by the employer.  Every person requesting an application will have one made available upon signing the applicant log.

B.	All applications will be identical in form and requirements.  The application form will be numbered in sequence corresponding with the number appearing on the applicant log so that all applications can be accounted for.  Columns will be provided on the applicant log to show race, ethnicity, and sex and the progress by dates and final disposition of each application.

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

D.	Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of high school diploma, GED certificate, or other acceptable documentation of education) will constitute the completed application.

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

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





SECTION III - SELECTION PROCEDURES



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



1. Alternative selection methods



A. Sponsor will schedule an interview and evaluation session.  All applicants who have met the minimum qualifications and have submitted the required documents will be notified of the date, time, place and/or method for the conduct of the interview. The recruiter/interviewer will record the questions asked and the general nature of the applicant’s answers during this interview process.  The sponsor’s selecting official will evaluate each applicant interviewed on like factors taking into account the information on the application and required documents, as applicable using an Interview Summary Form.  

B. Upon completing all interviews and analyzing the applicants’ qualifications the sponsor’s selecting official will make a determination using the annotated Interview Summary Forms.  Applicant(s) with the highest evaluation will be selected first.  The selected applicant(s), depending on the number of vacancies offered by the advertised announcement, will be offered employment in order of evaluation and upon acceptance of employment will be placed in the apprenticeship program. 

C. Selected applicants must respond to the offer of employment within 48 hours of notice of selection.  If applicant(s) do not responded within the period specified, the sponsor will move past their name to the next applicant in the pool.  Applicants passed over will be contacted by the sponsor by email and/or phone to determine if the applicants are still interested.  If no response is received in 15 working days from this notice, the applicant’s name will be removed from the pool.

D. After all offers of employment have been extended and accepted by the selectee(s), as applicable, the remaining applicants in the pool of eligibles will be notified of their non-selection under this vacancy announcement.  The non-selection notice will also include instructions on how they can apply for any future openings.  

E. Qualified applicants remaining in the pool of eligibles will be kept on file for a period of two (2) years, unless the applicant is removed from the pool by their own written request or following failure to respond to an offer of employment.  

F. During the two (2) year period, to update their status in the pool of eligibles, applicants who feel that their qualifications have improved since their original placement in the pool may submit evidence of such additional experience and/or training by updating their candidate profile and request reevaluation or by simply submitting a new application for subsequent vacancy announcements.

G. The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 



2. Selection from pool of current employees



The sponsor may select apprentices from an eligibility pool of the workers already employed by the program sponsor or by the sponsor's established promotion policy.  The sponsor adopting this method of selecting apprentices shall establish goals for the selection of minority and female apprentices, unless the sponsor concludes, in accordance with the provisions of 29 CFR §§ 30.4(d), (e), and (f) that it does not have deficiencies in terms of underutilization of minorities and/or women (minority and nonminority) in the apprenticeship of journeyworker occupations represented by the program. 
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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

(]
O

Individual
Veteran, Eligible

Participant Did Not Self-
Identify

6. Education Level (Select One)

Oooo O oo

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

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)

Internattional Joint Commission on Allied Health Personnel in Ophthalmology

2025 Woodlane Drive

St. Paul MN

Ramsey 55125

Telephone Number

651-731-7250 Cell Phone

E-mail Address
landerson@jcahpo.org

Cell Phone Number (Optional)

2. Occupation (The work processes listed in the standards are part of

this agreement.)

Ophthalmic Medical Technician

a. RAPIDS Code: RAPIDS CODE

b. O*NET Code: 29-2057.00

c. Interim Credentials Offered (i.e., Career Lattice Occupation)?

El 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)

3. Occupation Type
(Select One)

a. ' Time-based

b. B Competency-based
c. [0 Hybrid

4. Term Length
(Hrs., Mos., Yrs.)

1lyr

5. Probationary Period
(Hrs. or Wks.)

12 wks

Employer State (if Different)

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
International Joint Commission on Allied Health Personnel in Ophthalmology (IJCAHPO)

2025 Woodlane Dr.
St. Paul MN

55125

a. Total Length of Related Instruction

160.00

b. Are Wages Paid During Related Instruction?

[m] Yes [ No

c. Hours When Related Instruction Is Provided
[C] buring Work Hours
] Not During Work Hours
[2] 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 $ 21.00

c.  Wage Rate Units Period 1

™ hourly

3 4 5

I~ weekly
' monthly
I~ quarterly

Duration
(If Applicable)

™ 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

Wade Delk
2025 Woodlane Road
Telephone Number

651-731-7237 Contact Cell

E-mail Address
wdelk@jchapo.org

St, Paul

Cell Phone Number (Optional)

MN

55125
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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.
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U.S. DEPARTMENT OF LABOR
OFFICE OF APPRENTICESHIP

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

Sponsor Information

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

Apprentice Information

N
z;lll)resgl;:()f (Print the name as indicated on the ETA 671 or in RAPIDS)

Apprentice
Registration
Number:

Occupation: Ophthalmic Medical Technician

Term: 1yr

Registration Date:

Date of Completion:

Completion Wage:

Related Instruction Certification

Related Instruction Hours completed:

Related Instruction Furnished By:

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

Name: Name Address:

Request for Certificate

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

Sponsor's Signature: Date:

Title:

Office of Apprentice use only:

Date Entered in RAPIDS (if required):

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

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

Authentication of Requests for Certificate of Completion of Apprenticeship

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

General Guidance

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

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

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

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

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

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

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

Issuance of Replacement OA Certificate of Completion of Apprenticeship

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

The Certificate of Completion of Apprenticeship shall not be used for any other purpose than completion of a Registered
Apprenticeship program.
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		Sponsor Address: 2025 Woodlane Drive
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		Name: 

		Address_2: 

		Title: 

		Date Entered in RAPIDS if required 1: 
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Appendix C

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.
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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.

Page | C Reference -10



https://factfinder.census.gov/help/en/index.htm#glossary.htm



		Background

		What is an Affirmative Action Program (AAP)?

		Which sponsors must establish an AAP?

		By when must a sponsor complete its initial written AAP?

		What other compliance deadlines must a sponsor meet under an AAP?

		What is an EEO compliance review?

		What specific analyses must a sponsor conduct in connection with an AAP, and when must these be undertaken?

		Why do sponsors who develop AAPs have to analyze their apprenticeship workforces twice: first by occupational title; and then by major occupational group?

		How can a sponsor determine the availability of qualified individuals within its recruitment area?

		At what point does a sponsor have to establish a utilization goal for race, sex, or ethnicity?

		What is the significance of a program sponsor’s adoption of a utilization goal?

		How can a sponsor know if it is meeting its utilization goals?

		What happens if an apprenticeship program doesn't reach its utilization goals?

		Should a sponsor include journeyworkers (i.e., experienced workers) in its analyses?

		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?

		What is the Demographic Analysis Tool, and how can it assist a program sponsor in conducting an AAP utilization analysis?

		Which sponsors are required to conduct annual reviews of personnel practices, and what should be included in those reviews?



		Attachment 1:  Definitions of Relevant Racial and Ethnic Groups 0F

		Attachment 2:  Standard Occupational Classification and Coding Structure (SOC)

		Major Occupation Groups

		2018 Major Occupation Groups





		Attachment 3:  Definitions of U.S. Census Bureau Geographical Categories 1F








image10.emf
Appendix D


Appendix D
[image: ]

















Appendix D







EMPLOYER ACCEPTANCE AGREEMENT



ADOPTED BY



Early Education Career Institute

  



DEVELOPED IN COOPERATION WITH THE

U. S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP




Appendix D





EMPLOYER ACCEPTANCE AGREEMENT



[bookmark: _Hlk517039144]The undersigned employer hereby subscribes to the provisions of the Apprenticeship Standards formulated and registered by the Early Education Career Institute and agree(s) to carry out the intent and purpose of said Standards and accompanying Appendices and to abide by the rules and decisions of the Sponsor established under these Apprenticeship Standards. Sponsor has been furnished a copy of the Standards and have read and understood them, and request certification to train apprentices under the provisions of these Standards.  On-the-job, the apprentice is hereby assured qualified training personnel and adequate supervision during the apprenticeship.  The training should follow the approved Work Process Schedule and Related Instruction Outline including the rotation of tasks.  The employer further agrees to follow the selection procedures per the approved Standards or develop alternative selection procedures in the Employer Acceptance Agreement that are consistent with the requirements set forth in 29 CFR § 30.10(b).  This employer acceptance agreement will remain in effect until canceled voluntarily or revoked by the Sponsor, Employer or the Office of Apprenticeship.



(Manual signatures required)





_______________________________________________		________________________________________________

          (Print Name of Employer Representative)		          (Print Name of Sponsor Representative)



Signed: _____________________________________		Signed:_______________________________________

[bookmark: _Hlk525028500]  	               (On Behalf of Employer)					(On Behalf of Sponsor)					

[bookmark: _Hlk524336931]Date:        	 					Date:        	 	



Employer Title:  									



Name of Company: 									

Address: 										

City/State/Zip Code:  								

Phone Number: 									

Fax: 											

Email:   

cc:	Registration Agency
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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.
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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
employment as an apprentice or enrollment in related instruction, the apprentice must be
covered by a written apprenticeship agreement, which must be submitted to the Office of
Apprenticeship. Such submission can be done electronically through the Registered
Apprenticeship Partner Information 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 must receive 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
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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
programsponsors. 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 its Office of
Apprenticeship to amend its Apprenticeship Standards or an apprenticeship agreement.
Amendments may be requested by contacting the Office of Apprenticeship using its preferred
contact information as listed in Section K of the Apprenticeship Standards and must be
agreed upon by all parties to the original Standards (i.e., the employer, committee, and
union—note that individual apprentices are not parties to the Standards). Amendments and
modification may include notice of transfers, suspensions, and cancellations of
apprenticeship agreements and a statement of the reasons therefore. A copy of each
amendment or modification adopted must be furnished by the sponsor to each apprentice,
the Office of Apprenticeship, union (if applicable), and the apprentice to whom the
amendment or modification applies.
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Compliance with Federal Law: The sponsor and all entities must comply with all applicable
Federal law and regulations in operating the apprenticeship program.

. MINIMUM QUALIFICATIONS:

An apprentice must be at least 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.

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.

D. WORK PROCESS SCHEDULE AND RELATED INSTRUCTION OUTLINE:

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

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.
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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 instruction will be compensated. Sponsor's payment or agreement to
pay apprentices for time spent in related instruction must comply with all applicable
Federal, State, and local laws and regulations related to apprentice wages.

The sponsor must secure the instructional aids and equipment it deems necessary to
provide quality instruction. In cities, towns, or areas having no vocational schools or
other schools that can furnish related instruction, the sponsor may require apprentices
to complete the related instruction requirement through electronic media or other
instruction approved by the Office of Apprenticeship. The sponsor must inform each
apprentice of the availability of college credit, ifapplicable.

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. Allrelated instruction providers must
have training in teaching techniques and adult learning styles which may occur before
or after the apprenticeship instructor has started to provide the related technical
instruction.

E. CREDIT FOR PREVIOUS EXPERIENCE:

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

F. PROBATIONARY PERIOD:

During the probationary period, either the apprentice or the sponsor may terminate the
apprenticeship agreement, without stated cause, by notifying the other party in writing. The
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
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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 repeata 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.

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

All sponsors have a duty to take affirmative steps to provide equal opportunity in
apprenticeship according to 29 CFR § 30.3(b). The sponsor will designate an individual
or individuals responsible for overseeing the sponsor’s commitment to equal
opportunity in registered apprenticeship, for monitoring apprenticeship activity to
ensure compliance with EEO requirements, to maintain required records, and to
generate reports. In addition to providing apprentices with the Equal Opportunity
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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
thatwill generate referrals from all demographic groups within the relevantrecruitment
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, sexual
orientation, age (40 or older), genetic information, or disability except that if the
sponsor provides restrooms or changing facilities, the sponsor must provide separate or
single-user restrooms and changing facilities to assure privacy between the sexes.
Sponsors must establish and implement procedures for handling and resolving
complaints about harassment and intimidation. Sponsors must comply with Federal
and State EEO laws.

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

It is also unlawful to intimidate, threaten, coerce, retaliate against, or discriminate
against a participant in an apprenticeship program because the individual has: (1) filed
a complaint alleging a violation of 29 CFR part 30; (2) opposed a practice prohibited by
the provisions of 29 CFR part 30 or any other Federal or State equal opportunity law;
(3) furnished information to, or assisted or participated in any manner, in any
investigation, compliance review, proceeding, or hearing under 29 CFR part 30 or any
Federal or State equal opportunity law; or (4) otherwise exercised any rights and
privileges under the provisions of 29 CFR part30.

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
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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.

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:

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

e The apprentice or applicant has been retaliated against for the following:
o Filing a complaint alleging a violation of 29 CFR 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
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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.

K. OFFICE OF APPRENTICESHIP GENERAL CONTACT INFORMATION:

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

SECTION II - APPENDICES AND ATTACHMENTS

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

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

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

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

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

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

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.

SECTION 1V - SIGNATURES

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

SECTION V - DISCLOSURE AGREEMENT (Optional)

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

GLOSSARY OF TERMS

1. 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
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9.

10.

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.

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 (O]JL): 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.

¢. WORKPROCESS 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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