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[bookmark: _Hlk203717560]SUBJECT:	New National Guidelines for Apprenticeship Standards for 
National Deputy Sheriffs Association

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 for Apprenticeship Standards for National Deputy Sheriffs Association.

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: _Hlk177545878]Summary – These new National Guidelines for Apprenticeship Standards, submitted by Ms. Daisy Gray, Director of Apprenticeship and Member Programs, on behalf of National Deputy Sheriffs Association, was processed by Kirk A. Jefferson and approved by the Acting OA Administrator on September 28, 2026.  

b. Background – 

NGS Background - National Guidelines for Apprenticeship Standards 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 Guidelines for Apprenticeship Standards. These new National Guidelines for Apprenticeship Standards for National Deputy Sheriffs Association are a model for developing local apprenticeship programs with OA or a SAA for the following occupations:

[bookmark: _Hlk188514739][bookmark: _Hlk172791366]Correction Officer
O*NET-SOC CODE: 33-3012.00	  
RAPIDS CODE: 0851CB 
Training Type: Competency-based

Deputy Sheriff
(Existing Title: Police Officer (NOF))
O*NET-SOC CODE: 33-3051.00	  
RAPIDS CODE: 0437CB 
Training Type: Competency-based

Peer Specialist
O*NET-SOC CODE: 21-1093.00	  
RAPIDS CODE: 2039CB 
Training Type: Competency-based

5. [bookmark: _Hlk203717542][bookmark: _Hlk206048338]Inquiries. If you have any questions, please contact Kirk A. Jefferson, Apprenticeship and Training Representative, at (202)-693-3399.


6. Attachments









[bookmark: _MON_1852184908][bookmark: _MON_1852185006][bookmark: _MON_1852185035][bookmark: _MON_1852185206]

EMPLOYMENT AND TRAINING ADMINISTRATION
U.S. DEPARTMENT OF LABOR
WASHINGTON, D.C. 20210
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National Deputy Sheriffs Association Law Enforcement Apprenticeship Program Standards Non CBA.pdf
Registered Apprenticeship Standards

[ ] National Program Standards National Guidelines for Apprenticeship Standards
[ Local Apprenticeship Standards

NATIONAL DEPUTY SHERIFFS ASSOCIATION

For all Occupations listed in these Standards

O*NET-SOC Codes: See Appendix A RAPIDS Codes: See Appendix A

Developed in Cooperation with the
U.S. Department of Labor
Office of Apprenticeship

Approved by the
U.S. Department of Labor
Office of Apprenticeship

Certified By: MEGAN BAIRD
(For Government Use Only)

Signature: W EM

(S;'jgn here for National Guidelines
for Apprenticeship Standards Only)
Title: Acting Administrator

Office of Apprenticeship

Date: 9/28/2026

Certification Number: C-2026-14
O Check here if these are revised Standards
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SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

A.

Responsibilities of the sponsor: (Insert Local Sponsor Name Here) 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 (0A). 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

Page | 2





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 18 years of age, except where a higher age is required by law, and
must be employed to learn an apprenticeable occupation. Please include any additional
qualification requirements as appropriate (optional):

There is an educational requirement of High School Diploma or Equivalent.

There is a physical requirement of Must pass a physical and psychological examination by a
licensed physician. Must be of good moral character. Must pass the 8-panel drug screening. Must
pass a thorough background investigation.

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

Other Must be a citizen of the United States. Free from convictions involving domestic violence.
Never been convicted of a misdemeanor, involving perjury or a false statement, or any felony. Never
been convicted or plead nolo contendere to any 1st or 2nd degree misdemeanor. Have not been
dishonorably discharged from any of the Armed Forces of the United States. Have a valid Driver
License with a good driving record.

(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 [1 will will not be paid for hours spent attending related
instruction classes. The Work Process Schedule and Related Instruction Outline are outlined in
Appendix A.

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. (Insert Local Sponsor Name Here) 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):
Apprentice may be required to present transcripts, records, affidavits, etc. to their employer
directly or to the learning institution they will attend for academy training.
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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)

(Insert Local Sponsor Name Here) 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 anindividual with a disability
or a person 40-years old orolder.

(Insert Local Sponsor Name Here) will take affirmative action to provide equal
opportunity in apprenticeship and will operate the apprenticeship program as
required under Title 29 of the Code of Federal Regulations, part 30.

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

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

(Insert Local Sponsor Name Here) 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.

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

If an applicant or an apprentice believes an issue exists that adversely affects the apprentice’s
participation in the apprenticeship program or violates the provisions of the apprenticeship
agreement or Standards, the applicant or apprentice may seek relief. Nothing in these complaint
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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
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: Keith Dean

Address: 2617 Mahan Drive,

Tallahassee, FL 32308

Telephone Number: 850-980-3745

Email Address: dgray@fldeputysheriffs.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
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.
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SECTION II - APPENDICES AND ATTACHMENTS

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

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

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

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.
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SECTION IV - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The undersigned sponsor hereby subscribes to the provisions of the foregoing Apprenticeship Standards
formulated and registered by National Deputy Sheriffs Association, on this 10th day of September 2026.

hat they have read and understand the document titled “Requirements
gference Guide” and that the provisions of that document are incorporated into
fless otherwise noted.

1 %f@%{‘ﬁd S7on/

The signatories acknowledg

S‘ignature ;)] ponsor tge=ignee) Signature of Sponsor (designee)
keith Dean George Baston
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, Keith Dean Sponsor Representative), acting on behalf of National Deputy Sheriffs Association
(Sponsor) request that OA not publicly disclose this application, other than general information about the program,
as described above as it is considered confidential commercial information and steps are taken to preserve it.
Further, I understand that if OA receives a request for this application pursuant to 5 U.S.C. 552, we may be contacted
to support OA’s withholding g#f%he information, including in litigation, if necessary. [ understand that my request
i gapplication will remain in effect, including with respect to subsequent amendments
to this i 2 inddintil I notify OA otherwise.

9/10/26
=3
nature‘;fSponsWignee) Date
Keith Dean
Printed Name
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Appendix A

WORK PROCESS SCHEDULE

Correction Officer

O*NET-SOC CODE:  33-3012.00	  RAPIDS CODE:  0851CB

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

APPRENTICESHIP APPROACH

☐     Time-based	☒     Competency-based	☐     Hybrid

TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL 26 competencies supplemented by the minimum required 396 hours of related instruction.  

RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is: 1 Apprentice to1 Journeyworker on the jobsite.

APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]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: 
$20.60. 

		Period of Training

		Competencies

		Percent of Journeyworker’s Rate

		Apprentice’s Hourly Rate



		Level 1 (Law Enforcement Basic Recruit Program)

		0-10

		77.6%

		$16.00



		Level 2 (High Liability)

		10-20

		87.38%

		$18.00



		Level 3 (Sworn Field Training Program)

		20-26

		100%

		$20.60





	

PROBATIONARY PERIOD

Every applicant selected for apprenticeship will serve a probationary period of  12 weeks.

SELECTION PROCEDURES

Please see page A-10.  
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Appendix A

ON-THE-JOB LEARNING OUTLINE

Correction Officer

O*NET-SOC CODE:  33-3012.00	  RAPIDS CODE:  0851CB

[bookmark: _Toc502241293_1]

		CORRECTION OFFICER



		Job Description: Guard inmates in penal or rehabilitative institutions in accordance with established regulations and procedures. May guard prisoners in transit between jail, courtroom, prison, or other point. Includes deputy sheriffs and police who spend the majority of their time guarding prisoners in correctional institutions.



		RAPIDS Code: 0851CB

		O*NET Code: 33-3012.00



		Estimated Program Length: 1 year



		Apprenticeship Type:	 ☒ Competency-Based		☐ Time-Based		☐ Hybrid







The following is the rating system that will be used to determine competency:

 

		Rating System

		Description

		Points



		Exceeds All Expectations

		Consistently exceeds performance standard established for the time in position.  Achieves results above and beyond what is required.  Extends themselves in their roles to exceed personally and as a team to achieve exceptional results.

		5



		Meets & Exceeds Some Expectations

		Apprentice not only meets all expectations in a fully satisfactory way, but exceeds some of the objectives.

		4



		Meets Expectations

		Consistently meets the performance standards established for time in position.  Handles routine tasks & some unexpected situation with the usual amount of supervision.  Can continue to develop with coaching, advanced training or more experience

		3



		Meets Some Expectations

		Apprentice occasionally meets some of the objectives related to this goal, but does not meet others in a fully satisfactory way.  This performance level generally indicates the need for additional coaching, training or other plan for performance improvements.

		2



		Does Not Meet / Meets Some Expectations

		Does not consistently meet performance standards established for time in position.  Requires basic training, coaching or experience to improve performance and become consistent.  Additional follow-up will be necessary.

		1



		Does Not Meet Expectations

		Clearly and repeatedly does not meet the performance standards established for time in position.  Additional follow-up and specific suggestions for improvement mandatory.

		0







Suggested On-the-Job Learning Outline

		Count prison inmates or personnel.



		Competencies

		Rating

		Date Completed

		Initial



		1) Conduct head counts to ensure that each prisoner is present. 

		

		

		 



		Inspect equipment to ensure safety or proper functioning.



		Competencies

		Rating

		Date Completed

		Initial



		2) Inspect conditions of locks, window bars, grills, doors, and gates at correctional facilities to ensure security and help prevent escapes. 

		

		

		 



		Maintain surveillance of individuals or establishments.



		Competencies

		Rating

		Date Completed

		Initial



		3) Monitor conduct of prisoners in housing unit, or during work or recreational activities, according to established policies, regulations, and procedures, to prevent escape or violence. 

		

		

		 



		Locate suspicious objects or vehicles.



		Competencies

		Rating

		Date Completed

		Initial



		4) Search prisoners and vehicles and conduct shakedowns of cells for valuables and contraband, such as weapons or drugs. 

		

		

		 



		Search individuals for illegal or dangerous items.



		Competencies

		Rating

		Date Completed

		Initial



		5) Search prisoners and vehicles and conduct shakedowns of cells for valuables and contraband, such as weapons or drugs. 

		

		

		 



		Guard facilities.



		Competencies

		Rating

		Date Completed

		Initial



		6) Guard facility entrances to screen visitors. 

		

		

		 



		Record information about suspects or criminals.



		Competencies

		Rating

		Date Completed

		Initial



		7) Record information, such as prisoner identification, charges, and incidents of inmate disturbance, keeping daily logs of prisoner activities. 

		

		

		 



		8) Process or book convicted individuals into prison. 

		

		

		 



		9) Maintain records of prisoners & identification and charges. 

		

		

		 



		Inspect cargo to identify potential hazards.



		Competencies

		Rating

		Date Completed

		Initial



		10) Inspect mail for the presence of contraband. 

		

		

		 



		Apprehend criminal suspects.



		Competencies

		Rating

		Date Completed

		Initial



		11) Search for and recapture escapees. 

		

		

		 



		Use weapons or physical force to maintain security.



		Competencies

		Rating

		Date Completed

		Initial



		12) Use weapons, handcuffs, and physical force to maintain discipline and order among prisoners. 

		

		

		 



		Operate computers or computerized equipment.



		Competencies

		Rating

		Date Completed

		Initial



		Inspect facilities for cleanliness.



		Competencies

		Rating

		Date Completed

		Initial



		13) Conduct fire, safety, and sanitation inspections. 

		

		

		 



		Inspect facilities to ensure compliance with fire regulations.



		Competencies

		Rating

		Date Completed

		Initial



		14) Conduct fire, safety, and sanitation inspections. 

		

		

		 



		Inspect facilities to ensure compliance with security or safety regulations.



		Competencies

		Rating 

		Date Completed

		Initial



		15) Conduct fire, safety, and sanitation inspections. 

		

		

		 



		Direct operations of correctional facilities.



		Competencies

		Rating

		Date Completed

		Initial



		16) Supervise and coordinate work of other correctional service officers. 

		

		

		 



		Attend training to learn new skills or update knowledge.



		Competencies

		Rating

		Date Completed

		Initial



		17) Participate in required job training. 

		

		

		 



		Escort prisoners to courtrooms, prisons, or other facilities.



		Competencies

		Rating

		Date Completed

		Initial



		18) Take prisoners into custody and escort to locations within and outside of facility, such as visiting room, courtroom, or airport. 

		

		

		 



		Collect information about clients.



		Competencies

		Rating

		Date Completed

		Initial



		Discuss performance, complaints, or violations with supervisors.



		Competencies

		Rating

		Date Completed

		Initial



		19) Provide to supervisors oral and written reports of the quality and quantity of work performed by inmates, inmate disturbances and rule violations, and unusual occurrences. 

		

		

		 



		Resolve interpersonal conflicts.



		Competencies

		Rating

		Date Completed

		Initial



		20) Settle disputes between inmates. 

		

		

		 



		Serve food or beverages.



		Competencies

		Rating

		Date Completed

		Initial



		Drive vehicles to transport individuals or equipment.



		Competencies

		Rating

		Date Completed

		Initial



		21) Drive passenger vehicles and trucks used to transport inmates to other institutions, courtrooms, hospitals, and work sites. 

		

		

		 



		Investigate crimes committed within organizations.



		Competencies

		Rating

		Date Completed

		Initial



		22) Investigate crimes that have occurred within an institution, or assist police in their investigations of crimes and inmates. 

		

		

		 



		Supervise inmate activities.



		Competencies

		Rating

		Date Completed

		Initial



		23) Assign duties to inmates, providing instructions as needed. 

		

		

		 



		24) Sponsor inmate recreational activities, such as newspapers and self-help groups. 

		

		

		 



		Maintain inventories of materials, equipment, or products.



		Competencies

		Rating

		Date Completed

		Initial



		25) Issue clothing, tools, and other authorized items to inmates. 

		

		

		 



		Prepare activity or work schedules.



		Competencies

		Rating

		Date Completed

		Initial



		26) Arrange daily schedules for prisoners, including library visits, work assignments, family visits, and counseling appointments. 

		

		

		 
















Appendix A

RELATED INSTRUCTION OUTLINE

Correction Officer

O*NET-SOC CODE: 33-3012.00  RAPIDS CODE:  0851CB



Related Instruction Outline

		CIP Code

		Course Title

		Contact Hours



		43.0100

		Corrections and Criminal Justice

		396



		Course Title

		Contact Hours



		Officer Wellness and Physical Abilities (CJK0340)

		30



		Introduction to Corrections (CJK0300)

		8



		Communications (CJK0305)

		40



		Supervising Special Populations (CJK0330)

		20



		Criminal Justice Firearms (CJK0040)

		80



		Intake and Release (CJK0320)

		18



		Faculty and Equipment / All Unit and Lessons (CJK0315)

		8



		1st Aid for Criminal Justice Officers (CJK0031)

		40



		Criminal Justice Defense Tactics (CJK0051)

		80



		Officer Safety (CJK0310)

		16



		Supervising a Correctional Facility (CJK0325)

		40



		Responding to Incidents and Emergencies (CJK0335)

		16



		Total Hours

		396





*If related course number data are available, information displayed includes the Classification of Instructional Programs (CIP) code that best represents the field of study, course, or program. CIP provides a taxonomic scheme that supports the accurate tracking and reporting of educational programs. CIP is developed and maintained by the U.S. Department of Education.  







SELECTION PROCEDURES



Applicants for apprenticeship must apply to the hiring/participating employer. The applicant is screened by the hiring/participating employer on the basis of selection criteria (applicant minimum qualifications) approved by the Registration Agency. Applicants who meet the screening requirements, and are accepted by the hiring/participating employer as eligible for apprenticeship, are then referred to the program sponsor.   

*	Applicants must submit to and successfully pass a background investigation, psychological examination and drug screening if selected for hire. Additional testing may be required upon entering the apprenticeship program

MINIMUM QUALIFICATIONS:

Apprentice applicants must be able to meet all employment guidelines and requirements. All applicants will be considered without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, or disability status and afforded equal opportunity.

a.	Age (Required)

The minimum age qualification required by the Apprenticeship Committee, Sponsor, or Participating Employer for persons entering the Apprenticeship Program is:    18    years.

b.	Physical

Applicants must be in good health and be physically capable of performing the essential functions of the occupation, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.

c.	Education

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

*	Or State Law Enforcement certified or successful completion of probationary period if working in Law Enforcement.

d.	English Language

Applicants must be able to read, write, and speak the English language in order to comprehend instructions on the job and in related training classes, and to ensure personal and co-worker safety on the job.

e.	Drivers’ License

Applicants must possess and maintain a current and valid drivers’ license with picture I.D.
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Appendix A

WORK PROCESS SCHEDULE

Deputy Sheriff

(Existing Title: Police Officer (NOF))

O*NET-SOC CODE:  33-3051.00	  RAPIDS CODE:  0437CB

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

APPRENTICESHIP APPROACH

☐     Time-based	☒     Competency-based	☐     Hybrid

TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 years with an OJL attainment of 41 competencies, supplemented by the minimum required 144 hours of related instruction.  



RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is: 1 Apprentice to1 Journeyworker on the jobsite.

APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]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: 
$20.60

		Period of Training

		Competencies 

		Percent of Journeyworker’s Rate

		Apprentice’s Hourly Rate



		Level 1 (Law Enforcement Basic Recruit Program)

		0-15

		77.6%

		$16.00



		Level 2 (High Liability)

		15-30

		87.38%

		$18.00



		Level 3 (Sworn Field Training Program)

		30-41

		100%

		$20.60





	



PROBATIONARY PERIOD

Every applicant selected for apprenticeship will serve a probationary period of 12 weeks.

SELECTION PROCEDURES

Please see page A-15.  
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Appendix A

ON-THE-JOB LEARNING OUTLINE

Deputy Sheriff

(Existing Title: Police Officer (NOF))

O*NET-SOC CODE:  33-3051.00	  RAPIDS CODE:  0437CB



		Deputy Sheriff/Police Officer (NOF)



		Job Description: Maintain order and protect life and property by enforcing local, tribal, state, or federal laws and ordinances. Perform a combination of the following duties: patrol a specific area; direct traffic; issue traffic summonses; investigate accidents; apprehend and arrest suspects or serve legal processes of courts. Includes police officers working at educational institutions.



		RAPIDS Code: 0437CB

		O*NET Code: 33-3051.00



		Estimated Program Length: 1 year



		Apprenticeship Type:	 ☒ Competency-Based		☐ Time-Based		☐ Hybrid







The following is the rating system that will be used to determine competency:



		Rating System

		Description

		Points



		Exceeds Expectations

		Consistently exceeds performance standard established for the time in position. 

		2



		Meets Expectations

		Apprentice meets all expectations.

		1



		Does Not Meet Expectations

		Does not meet the performance standards established for time in position. Additional follow-up and specific suggestions for improvement mandatory

		0







 

























Suggested On-the-Job Learning Outline

		Apprehend criminal suspects.



		Competencies

		Rating

		Date Completed

		Initial



		1) Identify, pursue, and arrest suspects and perpetrators of criminal acts. 



		

		

		 



		2) Execute arrest warrants, locating and taking persons into custody.



		

		

		 



		Respond to emergencies to provide assistance.



		Competencies

		Rating

		Date Completed

		Initial



		3) Provide for public safety by maintaining order, responding to emergencies, protecting people and property, enforcing motor vehicle and criminal laws, and promoting good community relations. 



		

		

		 



		4) Patrol specific area on foot, horseback, or motorized conveyance, responding promptly to calls for assistance. 



		

		

		 



		Maintain public order or security.



		Competencies

		Rating

		Date Completed

		Initial



		5) Provide for public safety by maintaining order, responding to emergencies, protecting people and property, enforcing motor vehicle and criminal laws, and promoting good community relations. 



		

		

		 



		Prepare investigation or incident reports.



		Competencies

		Rating

		Date Completed

		Initial



		6) Record facts to prepare reports that document incidents and activities. 



		

		

		 



		Administer first aid.



		Competencies

		Rating

		Date Completed

		Initial



		7) Render aid to accident victims and other persons requiring first aid for physical injuries. 



		

		

		 



		Investigate accidents to determine causes.



		Competencies

		Rating

		Date Completed

		Initial



		8) Review facts of incidents to determine if criminal act or statute violations were involved. 



		

		

		 



		9) Investigate traffic accidents and other accidents to determine causes and to determine if a crime has been committed. 



		

		

		 



		Investigate illegal or suspicious activities.



		Competencies

		Rating

		Date Completed

		Initial



		10) Investigate illegal or suspicious activities.

		

		

		 



		11) Monitor, note, report, and investigate suspicious persons and situations, safety hazards, and unusual or illegal activity in patrol area. 



		

		

		 



		Communicate situation details to appropriate personnel.



		Competencies

		Rating

		Date Completed

		Initial



		12) Monitor, note, report, and investigate suspicious persons and situations, safety hazards, and unusual or illegal activity in patrol area. 



		

		

		 



		13) Notify patrol units to take violators into custody or to provide needed assistance or medical aid. 

		

		

		 



		Maintain surveillance of individuals or establishments.



		Competencies

		Rating

		Date Completed

		Initial



		14) Monitor, note, report, and investigate suspicious persons and situations, safety hazards, and unusual or illegal activity in patrol area. 



		

		

		 



		Testify at legal or legislative proceedings.



		Competencies

		Rating

		Date Completed

		Initial



		15) Testify in court to present evidence or act as witness in traffic and criminal cases. 



		

		

		 



		Maintain operational records.



		Competencies

		Rating

		Date Completed

		Initial



		16) Process prisoners, and prepare and maintain records of prisoner bookings and prisoner status during booking and pre-trial process. 



		

		

		 



		Record information about suspects or criminals.



		Competencies

		Rating

		Date Completed

		Initial



		17) Process prisoners, and prepare and maintain records of prisoner bookings and prisoner status during booking and pre-trial process. 



		

		

		 



		Monitor access or flow of people to prevent problems.



		Competencies

		Rating

		Date Completed

		Initial



		18) Monitor traffic to ensure motorists observe traffic regulations and exhibit safe driving procedures. 



		

		

		 



		19) Question individuals entering secured areas to determine their business, directing and rerouting individuals as necessary. 



		

		

		 



		Relay information about incidents or emergencies to personnel using phones or two-way radios.



		Competencies

		Rating

		Date Completed

		Initial



		20) Relay complaint and emergency-request information to appropriate agency dispatchers. 



		

		

		 



		Patrol properties to maintain safety.



		Competencies

		Rating

		Date Completed

		Initial



		21) Drive vehicles or patrol specific areas to detect law violators, issue citations, and make arrests. 



		

		

		 



		22) Patrol specific area on foot, horseback, or motorized conveyance, responding promptly to calls for assistance. 



		

		

		 



		23) Patrol and guard courthouses, grand jury rooms, or assigned areas to provide security, enforce laws, maintain order, and arrest violators. 



		

		

		 



		Determine operational procedures.



		Competencies

		Rating

		Date Completed

		Initial



		24) Evaluate complaint and emergency-request information to determine response requirements. 



		

		

		 



		Guard facilities.



		Competencies

		Rating

		Date Completed

		Initial



		25) Patrol and guard courthouses, grand jury rooms, or assigned areas to provide security, enforce laws, maintain order, and arrest violators.



		

		

		 



		Interview people to gather information about criminal activities.



		Competencies

		Rating

		Date Completed

		Initial



		26) Photograph or draw diagrams of crime or accident scenes and interview principals and eyewitnesses. 



		

		

		 



		Record crime or accident scene evidence with video or still cameras.



		Competencies

		Rating

		Date Completed

		Initial



		27) Photograph or draw diagrams of crime or accident scenes and interview principals and eyewitnesses. 



		

		

		 



		Investigate legal issues.



		Competencies

		Rating

		Date Completed

		Initial



		28) Verify that the proper legal charges have been made against law offenders. 



		

		

		 



		Direct law enforcement activities.



		Competencies

		Rating

		Date Completed

		Initial



		29) Supervise law enforcement staff, such as jail staff, officers, and deputy sheriffs. 



		

		

		 



		Escort prisoners to courtrooms, prisons, or other facilities.



		Competencies

		Rating

		Date Completed

		Initial



		30) Transport or escort prisoners and defendants enroute to courtrooms, prisons or jails, attorneys & offices, or medical facilities. 



		

		

		 



		Direct vehicle traffic.



		Competencies

		Rating

		Date Completed

		Initial



		31) Direct traffic flow and reroute traffic in case of emergencies. 



		

		

		 



		Interview people to obtain information about actions or status of individuals.



		Competencies

		Rating

		Date Completed

		Initial



		32) Question individuals entering secured areas to determine their business, directing and rerouting individuals as necessary. 



		

		

		 



		Detain suspects or witnesses.



		Competencies

		Rating

		Date Completed

		Initial



		33) Place people in protective custody. 



		

		

		 



		Inform the public about policies, services or procedures.



		Competencies

		Rating

		Date Completed

		Initial



		34) Inform citizens of community services and recommend options to facilitate longer-term problem resolution. 



		

		

		 



		Recommend improvements to increase safety or reduce risks.



		Competencies

		Rating

		Date Completed

		Initial



		35) Inform citizens of community services and recommend options to facilitate longer-term problem resolution. 



		

		

		 



		Serve court ordered documents.



		Competencies

		Rating

		Date Completed

		Initial



		36) Serve statements of claims, subpoenas, summonses, jury summonses, orders to pay alimony, and other court orders. 



		

		

		 



		Confiscate prohibited or dangerous items.



		Competencies

		Rating

		Date Completed

		Initial



		37) Locate and confiscate real or personal property, as directed by court order. 



		

		

		 



		Locate suspicious objects or vehicles.



		Competencies

		Rating

		Date Completed

		Initial



		38) Locate and confiscate real or personal property, as directed by court order. 



		

		

		 



		Assist motorists or pedestrians.



		Competencies

		Rating

		Date Completed

		Initial



		39) Provide road information to assist motorists. 



		

		

		 



		Communicate health and wellness information to the public.



		Competencies

		Rating

		Date Completed

		Initial



		40) Conduct community programs for all ages concerning topics such as drugs and violence. 



		

		

		 



		Present social services program information to the public.



		Competencies

		Rating

		Date Completed

		Initial



		41) Conduct community programs for all ages concerning topics such as drugs and violence. 

		

		

		 














Appendix A

RELATED INSTRUCTION OUTLINE

 Deputy Sheriff

(Existing Title: Police Officer (NOF))

O*NET-SOC CODE:  33-3051.00	RAPIDS CODE:  0437CB 





		Provider (See below Statement) 



		Name: 



		Address: 



		Email:

		Phone Number:



		Related Instruction Hours: 145 Hours







Related Instruction:																		145 Hours



		Criminal Justice Hours: 20



		



		Sample learning objectives

· List the components and describe the function of the components of the criminal justice system.

· Discuss the laws and public policy issues that impact the ability to police effectively and safely perform duties.

· Discuss public attitudes toward the criminal justice system and criminal justice issues and ways to improve public confidence in the criminal justice system and police officers. 

· Explain how correctional systems are organized at the local, state and federal levels and the types of crimes that are investigated and prosecuted in various jurisdictions.

· Discuss what is known about effective strategies for criminal rehabilitation and reduction of recidivism. 

· Explain the unique challenges of the juvenile justice system and the factors that contribute to criminal activity among youth.

· Discuss the types of gang activities that impact public and police safety.





 









		Criminal Law



		Hours: 20



		Sample learning objectives

· Discuss local, state, and federal laws regarding possession, storage, and use of weapons, including for personal protection and the protection of property.

· Explain local, state, and federal laws regarding property theft, financial crimes, assault, obstruction of justice, falsification of evidence, confiscation or hiding of evidence, rape, and murder.

· Discuss the elements of family law that impact police offer duties and actions as well as the obligation of police officers to report and investigate allegations or suspected instances of child abuse, spouse abuse, elder abuse, etc.

· Explain how juveniles are treated differently under the law based on their age and the types of crimes committed.

· Discuss the role of police in supporting and assisting immigration enforcement activities and discuss the laws that regulate the entry/detention/monitoring/deportation of legal and illegal immigrants to the US

· Discuss the local, state, and federal laws regarding traffic and transportation.

· Explain the laws that impact the movement of illegal substances and people between states.

· Explain the purpose of probable cause and the types of evidence that support findings of probable cause.

· Discuss the conditions under which policy officers can search for an individual or their property and seize items found during that search. 

· Explain the rights protected by the US Constitution, Bill of Rights, and the Amendments.







		Crime Scene Management and Investigations



		Hours: 20



		Sample learning objectives

· Explain the differences between state and local laws and federal laws and law enforcement.

· List the various agencies that may be involved in a crime scene investigation and how it is determined which agency or agencies take the lead and which duties are typically assigned to state or local police officers.

· Explain the steps officers take when approaching an accident or crime scene to protect themselves and others, including potential victims, witnesses, and alleged criminals.

· Explain the importance of preserving evidence and list the tools and techniques used to collect, preserve, record, and secure evidence.

· Discuss the administrative laws and procedures that must be followed to launch or carry out an investigation.

· List and explain the rights that suspects have when being stopped, searched, interrogated, arrested, and incarcerated.

· Discuss informant rights and strategies used to protect the privacy and safety of informants and to evaluate the accuracy and completeness of their statements.

· Discuss the rights of victims and explore strategies employed to safeguard their safety and privacy.

· Describe the techniques used to conduct an investigation.

· Explain the importance of writing accurate reports and collecting/preserving needed documentation.

· Demonstrate the ability to perform an investigation and write an accurate and complete report. 

· Discuss the structure and role of the court system and demonstrate the ability to provide evidence and testimony during court proceedings. 







		Law Enforcement Techniques



		Hours: 35



		Sample learning objectives

· Explain the role of police officers in community relations, community monitoring, crowd control, traffic control, public safety, and criminal response. 

· Discuss the appropriate use of weapons, including batons, tasers, chemical agents, and guns, to detain criminals, protect those present at the crime or accident scene, and eliminate sources of lethal threat.

· Discuss the special challenges that law enforcement officials may have in working with populations that suffer from mental health challenges, physical challenges, are homeless, or do not speak English, and list the resources available to officers to work through those challenges.

· Discuss the techniques to safely restrain and detain those who pose a threat to others, to transport alleged criminals or victims, or to obtain emergency medical services for those in need.

· Identify the various components of a firearm, demonstrate the ability to clean and maintain the firearm, and demonstrate the ability to properly load, fire, and store a firearm.

· Discuss the role of police officers in teaching, enforcing, and complying with gun safety laws and best practices.

· Discuss the laws of the state and federal government with regard to possession, use and concealment of a weapon.

· Demonstrate the ability to effectively hit a target when discharging a weapon.

· Discuss strategies for eliminating the potential for innocent bystander injury when discharging a firearm.

· Discuss the importance of proper communication and interpersonal skills. 







		Cardiopulmonary Resuscitation and First Aid 

(Optional—many apprentices may enter the program already holding CPR certification. In addition, apprenticeship sponsors may wish to rely on an external provider, such as the American Red Cross, to provide this training.)



		Hours: 10



		Sample learning objectives

· Make an initial assessment of a person’s breathing status and pulse.

· Employ various tools and techniques to remove objects obstructing the airway in the event of choking.

· Perform one- and two-person resuscitation techniques on adults and children.

· Demonstrate using a defibrillator properly.

· Identify the signs and symptoms of anaphylaxis and respond accordingly to maintain a patient’s open airway.

· Properly administer Narcan in the event of a suspected opioid overdose.

· Triage lacerations and apply tourniquets of various types or direct pressure to stop excessive bleeding. 

· Assess and resuscitate a drowning victim.

· Properly move a person who may have sustained neck, back, head, internal, or limb injuries.  

· Assists in the emergency delivery of a baby until trained emergency management personnel arrive or the mother can be safely transported to a health care facility.

· Demonstrate tactical medicine, including the application of tourniquets.







		Traffic Management



		Hours: 15



		Sample learning objectives

Explain the procedures used for directing traffic in residential areas, school zones, work zones, accident sites, and during an evacuation effort.

Discuss the importance of wearing highly visible apparel when participating in traffic control.

Discuss changes in speed limits, traffic patterns, fines, and enforcement obligations in work and school zones.

Discuss the role of police officers in serving as escorts for emergency vehicles, high-value individuals, oversized vehicles, and hazardous materials.

Properly direct traffic around obstacles in the event of a faulty traffic signal or during an emergency evacuation.









		Protective Services Operations



		Hours: 25



		Sample learning objectives

Discuss the role of personal protective services in ensuring the safety of high-value individuals, witnesses in need of protection, or political officials. 

Explain the types of surveillance systems used to ensure personal safety and provide effective personal protection. 

Use the various communications systems employed by protective services agents.

Discuss the techniques for establishing perimeters and controlling access within a protected region.

Discuss the techniques used to collect intelligence critical to ensuring personal and community protection.

Explain the types of weapons of mass destruction that are of contemporary concern, the likely sources of those weapons, individuals or groups suspected or known to use them, and the techniques used to identify, secure, and defuse them.

Use the appropriate personal protective gear when investigating suspected weapons of mass destruction.

Lead an effective evacuation in response to various threat scenarios.









OJL and RTI details to be completed for individual participating employer based on local training requirements. 



SELECTION PROCEDURES



Selection procedures to be completed for individual participating employers based on their internal recruitment and hiring processes.

Applicants for apprenticeship must apply to the hiring/participating employer. The applicant is screened by the hiring/participating employer on the basis of selection criteria (applicant minimum qualifications) approved by the Registration Agency. Applicants who meet the screening requirements, and are accepted by the hiring/participating employer as eligible for apprenticeship, are then referred to the program sponsor.  

*	Applicants must submit to and successfully pass a background investigation, psychological examination and drug screening if selected for hire. Additional testing may be required upon entering the apprenticeship program



MINIMUM QUALIFICATIONS:

Apprentice applicants must be able to meet all employment guidelines and requirements. All applicants will be considered without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, or disability status and afforded equal opportunity.

a.	Age (Required)

The minimum age qualification required by the Apprenticeship Committee, Sponsor, or Participating Employer for persons entering the Apprenticeship Program is:    18    years.

b.	Physical

Applicants must be in good health and be physically capable of performing the essential functions of the occupation, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.

c.	Education

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

*	Or State Law Enforcement certified or successful completion of probationary period if working in Law Enforcement.

d.	English Language

Applicants must be able to read, write, and speak the English language in order to comprehend instructions on the job and in related training classes, and to ensure personal and co-worker safety on the job.

e.	Drivers’ License

Applicants must possess and maintain a current and valid drivers’ license with picture I.D.
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Appendix A

WORK PROCESS SCHEDULE

Peer Specialist

O*NET-SOC CODE:  21-1093.00	  RAPIDS CODE:  2039CB

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

APPRENTICESHIP APPROACH

☐     Time-based	☒     Competency-based	☐     Hybrid

TERM OF APPRENTICESHIP

The term of the apprenticeship is 1 year with an OJL attainment of 77 competencies, supplemented by the minimum required 147 hours of related instruction.  

RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is: 3 Apprentice to 1 Journeyworker on the jobsite.

APPRENTICE WAGE SCHEDULE

[bookmark: _Hlk524343263]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: 
$28.85 

		Occupation:

		

		Peer Specialist



		



		

		



		Period of Training

		Competencies 

		Percent of Journeyworker’s Rate

		Apprentice’s Hourly or Annual Rate



		1st Start Wage

		0-25

		68.5%

		$19.77



		2nd 

		25-60

		88.5%

		$25.54



		3rd Completion Wage

		60-77

		100%

		$28.85







PROBATIONARY PERIOD

Every applicant selected for apprenticeship will serve a probationary period of 12 weeks.

SELECTION PROCEDURES

Please see page A-11. 
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Appendix A

ON-THE-JOB LEARNING OUTLINE

Peer Specialist

O*NET-SOC CODE:  21-1093.00	  RAPIDS CODE:  2039CB



		Peer Specialist



		Job Description: Assist other social and human service providers in providing client services in a wide variety of fields, such as psychology, rehabilitation, or social work, including support for families. May assist clients in identifying and obtaining available benefits and social and community services. May assist social workers with developing, organizing, and conducting programs to prevent and resolve problems relevant to substance abuse, human relationships, rehabilitation, or dependent care.



		RAPIDS Code: 2039CB

		O*NET Code: 21-1093.00



		Estimated Program Length: 1 year



		Apprenticeship Type:	 ☒ Competency-Based		☐ Time-Based		☐ Hybrid







The following is the rating system that will be used to determine competency:

 

		Rating System

		Description

		Points



		Exceeds All Expectations

		Consistently exceeds performance standard established for the time in position.  

		5



		Meets & Exceeds Some Expectations

		Apprentice meets all expectations and exceeds some of the objectives.

		4



		Meets Expectations

		Consistently meets the performance standards established for time in position

		3



		Meets Some Expectations

		Occasionally meets some objectives but does not satisfactorily meet others.

		2



		Does Not Meet / Meets Some Expectations

		Does not consistently meet performance standards. Requires basic training, coaching or experience to improve performance. Additional follow-up will be necessary.

		1



		Does Not Meet Expectations

		Does not meet the performance standards established for time in position.  Additional follow-up and specific suggestions for improvement mandatory.

		0





		



		Competencies

		Rating

		Date Completed

		Initial



		1. Advise the client to promote individual choice and self-determination.

		

		

		 



		2. Assist the client develop self-advocacy skills.

		

		

		



		3. Identify and communicate gaps in the service system that are resulting in unmet needs for clients.

		

		

		



		4. Serve as a member of the client's recovery support team.

		

		

		



		5. Assure that Client's Rights are maintained.

		

		

		



		6. Demonstrate healthy behaviors expected of a person in recovery.

		

		

		



		7. Establish and maintain an effective peer mentoring relationship with the client.

		

		

		



		8. Establish social learning through shared experiences.

		

		

		



		9. Establish the clients to development independent behavior that is based on choice rather than compliance.

		

		

		



		10. Teach clients life skills, including personal care and social responsibility habits.

		

		

		



		11. Assist participants to establish / reestablish and maintain healthy interpersonal relationships with persons such as family members, significant others, friends, and/or family members of choice.

		

		

		



		12. Establish and maintain a communication plan with the client to provide on-going support.

		

		

		



		13. Assist the client to identify informal support systems to access or build upon to meet the client's needs and wants.

		

		

		



		14. Assist the client to identify their options and participate in all decisions related to establishing and achieving recovery goals.

		

		

		



		15. Assist the client to client develop problem-solving skills so they can respond to challenges to their recovery.

		

		

		



		16. Identify crisis situations and respond appropriately.

		

		

		



		17. Identify risks to the client's recovery and/or personal safety and respond appropriately.

		

		

		



		18. Apply strategies designed to enhance the client's motivation to change.

		

		

		



		19. Reinforce reasons why recovery is a viable and achievable path.

		

		

		



		20. Assist the client develop an understanding of the holistic approach to wellness / recovery, which includes physical, mental, spiritual, and social wellness.

		

		

		



		21. Assist the client access information and resources necessary to make informed decisions to positively affect overall health and wellness.

		

		

		



		22. Assist and motivate participants to navigate the array of services available to achieve and maintain recovery.

		

		

		



		23. Engage and assist participants to move through the stages of recovery and develop recovery capital.

		

		

		



		24. Report suspicions of abuse of a child or vulnerable adult according to Florida Statutes.

		

		

		



		25. Maintain client confidentiality according to state and federal laws.

		

		

		



		26. Perform all job tasks according to professional, legal, and ethical standards.

		

		

		



		27. Maintain documentation as required by agency, state, and federal laws.

		

		

		



		28. Respond appropriately to personal stressors, triggers, and indicators that impact your ability to perform job duties.

		

		

		



		29. Seek supervision, training, and technical assistance as necessary and appropriate.

		

		

		



		30. Provide services that respect the varied identities people have based on race, ethnicity, age, sexual orientation, gender and gender identification, religion, spirituality, and mental, emotional, and physical differences in abilities.

		

		

		



		31. Be accessible and visible to ensure peers know where to go for support.

		

		

		



		32. Proactively reach out to peers experiencing stress or trauma.

		

		

		



		33. Reinforce trust by maintaining conﬁdentiality, except in cases of harm to self or others.

		

		

		



		34. Demonstrate empathy through active listening to validate peers’ feelings.

		

		

		



		35. Share personal insights, when appropriate, to validate peers’ experiences.

		

		

		



		36. Oﬀer encouragement by reinforcing strengths and motivating peers to seek help

		

		

		



		37. Manage potential conﬂicts of interest to ensure adherence to ethical standards.

		

		

		



		38. Conduct defusing sessions within 24 hours of critical incidents.

		

		

		



		39. Facilitate debrieﬁng sessions with mental health professionals within 72 hours.

		

		

		



		40. Assist peers’ physical needs during long and stressful incidents.

		

		

		



		41. Assess suicide risk by recognizing behavioral and emotional indicators.

		

		

		



		42. Employ structured suicide intervention and safety planning.

		

		

		



		43. Engage families with trauma-informed resources, with the oﬃcer’s consent.

		

		

		



		44. Monitor behaviors for signs of stress, trauma, or burnout.

		

		

		



		45. Conduct regular check-ins with peers after critical incidents or stressful events.

		

		

		



		46. Initiate proactive conversations if stress signs are recognized, even without a request for help.

		

		

		



		47. Follow up with peers after suicide intervention to ensure access to mental health resources.

		

		

		



		48. Assure that Client's Rights are maintained.

		

		

		



		49. Provide oﬃcers with access to mental health professionals, local resources, and family support services.

		

		

		



		50. Educate peers on mental health, suicide prevention, wellness, and stress management.

		

		

		



		51. Collaborate with mental health professionals to ensure ongoing support.

		

		

		



		52. Advocate for peer support programs and mental health initiatives to reduce stigma.

		

		

		



		53. Participate in department-wide mental health awareness eﬀorts.

		

		

		



		54. Participate in regular training on peer support, mental health ﬁrst aid, and trauma- informed care.

		

		

		



		55. Develop cultural competency to address challenges faced by diverse groups.

		

		

		



		56. Engage in self-awareness exercises to monitor personal emotional well-being.

		

		

		



		57. Apply self-care techniques to prevent burnout and vicarious trauma.

		

		

		



		58. Seek peer or professional support when overwhelmed by emotional demands.

		

		

		



		59. Assess clients to determine if they meet established criteria for service eligibility.

		

		

		



		60. Evaluate the client’s technological, cognitive, and communication capacities to participate in tele behavioral services, including the client’s access to equipment, connectivity, secure location for treatment sessions, and reading level.

		

		

		



		61. Verify the client’s identity, location, and privacy at the beginning of each tele behavioral health session.

		

		

		



		62. Adapt in-person techniques for creating a welcoming and distraction- free environment to a virtual setting by approximating an in-person relationship, fostering spontaneity; minimizing distraction and interruption; and maintaining a focus on the delivery of services.

		

		

		



		63. Develop a workflow plan for service delivery that lays out the set of sequential tasks that occur before, during, and after a tele behavioral health encounter.

		

		

		



		64. Engage clients in identifying dangerous situations, developing safety plans, creating advanced directives, and managing crisis or emergency situations.

		

		

		



		65. Adapt communication skills to the virtual environment by setting the pace of verbal information exchange, using descriptive words, paying attention to voice projection, facial expression, and body language, and implementing other operational practices as needed to enhance communication and rapport building.

		

		

		



		66. Establish and model appropriate behavior for tele behavioral health sessions through professional demeanor and dress, punctuality, audio and visual awareness, interpersonal courtesy, and attention to privacy concerns.

		

		

		



		67. Follow evidence-based and best practice guidelines developed for in- person services while at the same time making the modifications needed to reliably implement services in a tele behavioral health session.

		

		

		



		68. Collaborate or consult with the client’s primary or specialty care providers, clinicians, case managers, and other identified healthcare professionals.

		

		

		



		69. Seek out service providers, including crisis and emergency services local to the client, and exercise judgment in making referrals, with special consideration of the management of urgent or emergent issues.

		

		

		



		70. Select and adapt counseling methods, skills, and techniques for tele behavioral health that are attuned to special populations (children, racial/ethnic, older adults, etc.), cultural factors, and the unique local and regional elements that impact rural populations.

		

		

		



		71. Prepare/Assess client’s capacity to utilize the technology required for delivery of tele behavioral services, and ensure that functional hardware and software’s are working, and provide ongoing technical assistance as needed to troubleshoot/respond to technology-related issues.

		

		

		



		72. Demonstrate appropriate strategies for digital recording and storage of files and use compliant technologies for sharing and storage of files in accord with HIPAA regulations.

		

		

		



		73. Demonstrate establishment of a backup plans in the case of system failures or other technology issues and communicate backup protocols with clients in advance.

		

		

		



		74. Demonstrate the simulation of an in-person experience during the tele behavioral health encounter through attention to room configuration, security, lighting, angle and distance of videoconferencing equipment, and backdrops.

		

		

		



		75. Explain and comply with all relevant laws and regulations for the jurisdiction in which the tele behavioral health services are provided and, as applicable, for the jurisdiction in which the client is located, to include mandatory reporting requirements and involuntary commitment protocols.

		

		

		



		76. Inform and educate clients about issues related to the security/confidentiality of their data, as well as privacy and other security issues inherit in technology-based services.

		

		

		



		77. Document all services provided to demonstrate compliance with laws, best practices, and client safeguards, including confirmation of the client’s identity, location, safety, and privacy/confidentiality.

		

		

		







Appendix A

RELATED INSTRUCTION OUTLINE

Peer Specialist

O*NET-SOC CODE:  21-1093.00	  RAPIDS CODE:  2039CB



RELATED TECHNICAL INSTRUCTION OUTLINE



Instructions:



Please provide the Related Instruction program titles or classes (provided in classroom, on-line, in-company, etc.) (left column) and the approximate number of hours required to complete each instruction segment (right column). Competency-based and Hybrid programs must specify any instruction segments that are required program competencies, including certification or credential names if applicable. 

		Related Instruction Description:

		Minimum Hours:



		Foundations of Peer Support

		6



		Engaging Peers in Collaborative and Caring Relationships.

		6



		Providing Support.

		6



		Sharing Lived Experiences of Recovery.

		6



		Personalizing Peer support.

		6



		Supporting Recovery Planning.

		6



		Linking to Resources, Services, and Supports.

		6



		Providing Information About Skills Related to Health, Wellness, and Recovery.

		6



		Helping Peers to Manage Crises.

		6



		Values Communication

		6



		Supporting Collaboration and Teamwork

		6



		Promoting Leadership and Advocacy

		6



		Promoting Growth and Development

		6



		Foundations of Healthcare Systems

		6



		Mentoring, Shared Learning and Relationship Building

		6



		Activation and Self-Management

		6



		Advocacy

		6



		Professional and Ethical Responsibilities

		6



		Emotional Support

		6



		Crisis Response

		6



		Ongoing Support, Monitoring, and Recognition

		6



		Information Sharing, Advocacy, and Collaboration

		6



		Professional Development and Self-Care

		6



		Client Care in a Virtual Environment

		3



		Technology and Telepresence

		3



		Special Legal, Regulatory, and Ethical Responsibilities in a Virtual Environment

		3



		Total Minimum Hours

		147





*If related course number data are available, information displayed includes the Classification of Instructional Programs (CIP) code that best represents the field of study, course, or program. CIP provides a taxonomic scheme that supports the accurate tracking and reporting of educational programs. CIP is developed and maintained by the U.S. Department of Education.  










SELECTION PROCEDURES



Applicants for apprenticeship must apply to the hiring/participating employer. The applicant is screened by the hiring/participating employer on the basis of selection criteria (applicant minimum qualifications) approved by the Registration Agency. Applicants who meet the screening requirements, and are accepted by the hiring/participating employer as eligible for apprenticeship, are then referred to the program sponsor.   

*	Applicants must submit to and successfully pass a background investigation, psychological examination and drug screening if selected for hire. Additional testing may be required upon entering the apprenticeship program



MINIMUM QUALIFICATIONS:

Apprentice applicants must be able to meet all employment guidelines and requirements. All applicants will be considered without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, or disability status and afforded equal opportunity.

a.	Age (Required)

The minimum age qualification required by the Apprenticeship Committee, Sponsor, or Participating Employer for persons entering the Apprenticeship Program is:    18 years.

b.	Physical

Applicants must be in good health and be physically capable of performing the essential functions of the occupation, with or without a reasonable accommodation, and without posing a direct threat to the health and safety of the individual or others.

c.	Education

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

d.	English Language

Applicants must be able to read, write, and speak the English language in order to comprehend instructions on the job and in related training classes, and to ensure personal and co-worker safety on the job.

e.	Drivers’ License

Applicants must possess and maintain a current and valid drivers’ license with picture I.D.
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AND
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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 - SECTIONII OMB No. 1205-0223 Expiration Date: 07/31/2027

PART A: APPRENTICE’S INFORMATION

1. First Name Last Name

Middle Name (Optional) Suffix (Optional)
Address (No., Street, City, State, Zip Code)
Telephone Number (Optional)

E-mail Address (Optional)

*Social Security Number

2. Date of Birth (Mo., Day, Yr.) 3. Sex (Select One)

[1 Male [] Female
N Participant Did Not Self-
Identify

Answer Both 4a. and 4b. below
4. a. Ethnicity (Select One)
N Hispanic or Latino
|:| Not Hispanic or Latino

] Participant Did Not Self-Identify

b. Race (Select One or More)
[] American Indian or Alaska Native
|:| Asian
[] Black or African American

[] Native Hawaiian or other
Pacific Islander

[] White

[ Participant Did Not Self-Identify

5. Veteran Status (Select All
That Apply)

[] Non Veteran
|:| Veteran

[] Non Veteran, Other Eligible
Individual

[] veteran, Eligible

N Participant Did Not Self-
Identify

6. Education Level (Select
One)

[] Not High School graduate

[] High School graduate
(including equivalency)

[] some College or Associate’s
degree

[] Bachelor's degree
[] Master’s degree

[] Doctorate or professional
degree

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?

|:| Yes |:| No

If yes, please provide the Pre-Apprenticeship Program Name and Address:

PART B: PROGRAM SPONSOR’S INFORMATION

1. Program Number

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

Telephone Number Cell Phone Number (Optional)

E-mail Address

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

agreement.)
a. RAPIDS Code:

b. O*NET Code:

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

|:| Yes |:| No
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a. Sponsor’s Principal Place of Business Address (If different from

Sponsor’s address above)

b. Employer’s Name and Address (If different from Sponsor’s address

above)

3. Occupation Type
(Select One)

a.[] Time-based

b. ] Competency-based
c.[ ] Hybrid

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

5. Probationary Period
(Hrs. or Wks.)

6. Credit for Previous On-the-
Job Learning Experience
(Hrs. Mos., Yrs.):

a. Term Remaining
(Hrs., Mos., Yrs.)

7. Credit for
Previous Related
Instruction
Experience
(Hrs., Mos., Yrs.)

8. Date Apprenticeship
Begins

a. Expected Completion
Date

9. Related Instruction Provider(s) Name and Address

a. Total Length of Related Instruction

b. Are Wages Paid During Related Instruction?

[ Yes [ No

[] During Work Hours
[] Not During Work Hours

c. Hours When Related Instruction Is Provided

[] Both During and Not During Work Hours

10. Progressive Wage Schedule:

a. Apprentice’s Entry Wage $

b. Journeyworker’s (i.e., Experienced Worker’s) Wage $

c. Wage Rate Units

d. Wage Rate (Select
One)

[ % of
Journeyworker (i.e.,
Experienced Worker)
wage

[] $ amount of wage
] Both % and $
amount of wage

Period

Duration
(If Applicable)

Competencies
(If Applicable)

Wage Rate

11. Name and Contact Information of the Individual Designated by the Program Sponsor to Receive Complaints
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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.

Definitions / Instructions
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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.

nn non nn nn

nn

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).

Part B: Program Sponsor’s Information

Item 1.

Item 1.

Item 1b.

Item 2.

Item 2a.
Item 2b.

Item 2c.

Item 3.

Item 3a.

Item 3b.

Item 3c.

Item 4.

Item 5.

Item 6.

Item 6a.

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).

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.

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.

An Occupation refers to the occupation an apprentice will be trained in, and the occupation will be listed in the sponsor’s
program standards.

A RAPIDS Code is the numeric code of the occupation in the apprenticeable occupation list.

An Occupational Information Network (O*NET) Code is an 8-digit code in the O*NET data system
(https://www.onetonline.org/).

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.

Occupation Type refers to the following three training approaches listed below.

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.

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.

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.

A Term Length (Hrs., Mos., Yrs.) of the occupation is based on the program sponsor’s training approach as approved by the
Registration Agency.

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.
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.
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.
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Item 7. Credit for Previous Related Instruction Experience (Hrs., Mos., Yrs.) is granted by the program sponsor based upon
documented evidence provided by the apprentice.

Item 9a. 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.

Item 10. Progressive Wage Schedule:

Item 10a. Apprentice’s Entry Wage (dollar amount paid): A sponsor enters this apprentice’s entry wage.

Item 10b. 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).

Item 10c. 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).

Item 10d. 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.

Item 11. 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: 07/31/2027

Please check one of the boxes below:

O YES, | HAVE A DISABILITY (or previously had a disability)
O NO, | DON'T HAVE A DISABILITY
O [ 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

Full Name of
Apprentice:

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

Apprentice
Registration
Number:

Occupation: Occupation

Term: Hrs., Mos., Yrs.

Registration Date:

Date of Completion:

Completion Wage:

Related Instruction Certification

Related Instruction Hours completed:

Related Instruction Furnished By:

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

Name: Name Address:

Request for Certificate

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

Sponsor's Signature: Date:

Title:

Office of Apprentice use only:

Date Entered in RAPIDS (if required):

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

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

Authentication of Requests for Certificate of Completion of Apprenticeship

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

General Guidance

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

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

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

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

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

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

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

Issuance of Replacement OA Certificate of Completion of Apprenticeship

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

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

Adopted By

(Click to Insert name of Sponsor(s) or organization(s)) 

As Required Under 29 Code of Federal Regulations Part 30

Developed in Cooperation with the
U. S. Department of Labor, Office of Apprenticeship

_______________________________________________________	______________________________________________________
(Registration Agency Representative Signature)	(Registration Agency Representative Typed/Printed Name)

___________________________________________	__________________________________________
(Title)	(Date)

This Affirmative Action Plan template is provided by the U.S. Department of Labor, Office of Apprenticeship, for the convenience of apprenticeship program sponsors.  Its use is recommended to promote understanding of, and compliance with, the Department’s EEO in Apprenticeship rules at 29 CFR Part 30.

Please supply all requested information, unless otherwise directed by the form.  If needed, use additional pages to complete responses.
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Affirmative Action Plan

We, (enter Program Sponsor)_________________, adopt this written Affirmative Action Plan (“written AAP” or  “Plan”) in good faith to promote equality of opportunity in our registered apprenticeship program.  This written AAP is a part our apprenticeship Standards.  We also incorporate by reference the Equal Opportunity Pledge contained in the Standards for this program. 

This written AAP, which is based upon the minimum requirements for AAP contained in the equal opportunity in apprenticeship final regulation located at 29 CFR Part 30, is composed of nine key components.  Each of these components requires us to examine different aspects of our apprentice workforce and document our review.  At various stages of our review, we will analyze our utilization, recruitment activities, and selection, training, and assignment practices in order to ensure that all elements of our apprenticeship program are in accordance with equal employment opportunity requirements.

The key components of this AAP are as follows:

· Section I:	Workforce Analysis for race, sex, and ethnicity (by occupation title and by major occupation group);

· Section II:	Availability Analysis for race, sex, and ethnicity (by major occupation group); 

· Section III:	Utilization Analysis (comparing the workforce and availability analyses); 

· Section IV:	Utilization goals for race, sex, and ethnicity (if necessary); 

· Section V:	Utilization goals for individuals with disabilities; 

· Section VI:	Targeted outreach, recruitment, and retention activities (if necessary); 

· Section VII:	Annual review of personnel processes;

· Section VIII:	Invitation to self-identify as an individual with a disability;

· Section IX:	Official adoption of the written AAP.

Abbreviations Key:  

Please note that the following abbreviations denoting relevant racial and ethnic groups appear in the demographic charts contained in this written AAP (Appendix C):

HISP	= Hispanic;

AA	= African American/Black; 

AS	= Asian; 

AIAN	= American Indian or Alaska Native; 

NHPI	= Native Hawaiian or Other Pacific Islander.

NOTE:  For detailed definitions of the above racial and ethnic groups, please see Attachment 1 of the Reference Guide.

PLEASE NOTE:  To collect the demographic information on your apprentice workforce requested in Sections I through VIII below, you should consult the data supplied by your program’s apprentices in ETA Form 671.  In addition, to ensure timely compliance with the AAP requirements contained in 29 CFR Part 30, you should keep a record of the date(s) on which you completed the analyses and activities described in Sections I through VIII below.




Section I – Workforce Analysis for race, sex, and ethnicity 
(by occupation title and by major occupation group)

The apprentice information needed to complete this workforce analysis section is available in the Registered Apprenticeship Partners Information Data System (RAPIDS) for all federally registered programs in the Office of Apprenticeship (OA) States, and for many state programs managed by State Apprenticeship Agencies (SAAs).  Access to RAPIDS is available at: https://dol.appiancloud.com/suite/sites/registered-apprenticeship.  Sponsors that are not required to use RAPIDS to manage their apprentices are encouraged to work with the appropriate SAA to complete their workforce analysis.

The following terms are used in this section:

· An Occupation Title is a specific occupation that has been assigned a 6-digit “detailed occupation” code in the U.S. Bureau of Labor Statistics’ Standard Occupational Classification and Coding Structure (SOC), https://www.bls.gov/soc/, and a corresponding 8-digit code in the Occupational Information Network (O*NET), https://www.onetonline.org/).  Detailed occupations are defined so that each includes workers who perform similar job tasks based on work performed and, in some cases, on the skills, education and/or training needed to perform the work.  For the purposes of completing the workforce analysis, occupation titles are defined by the 8-digit O*NET code.  Sponsors can locate the O*NET code associated with their registered occupations from the program occupation tab in RAPIDS.

· A Major Occupation Group is the highest-level classification in the SOC, which combines related occupations into major occupation groups.  These Major Occupation Groups are designated by the two-digit SOC code and the two-digit prefix of the O*NET code.  (See Attachment 2, “Standard Occupational Classification and Coding Structure” in the accompanying Reference Guide for a complete list of the 23 major occupation groups and their two-digit SOC/O*NET code designations).

Example:  A sponsor has an apprenticeship program that offers training in four different occupation titles:  Roofer (SOC/O*NET code:  47-2181.00), Electrician (SOC/O*NET code: 47-2111.00), Tool and Die Maker (SOC/O*NET Code:  51-4111.00), and Machinist (SOC/O*NET code:  51-4041.00).  In completing Tables 1, 2, and 3 of the workforce analysis below, the sponsor will enter identifying characteristics for their apprenticeship workforce by utilizing the Occupation Titles and the corresponding SOC/O*NET codes for each of those titles.

In completing Tables 4, 5, and 6 of the analysis, however, the sponsor will classify their apprentice workforce by the two Major Occupation Groups that encompass these titles:  Construction (2-digit SOC/O*NET code: 47) and Manufacturing (2-digit SOC/O*NET code: 51).




Instructions for completing the Workforce Analysis

In completing the tables (1 through 6) contained in this Section I, sponsors should utilize the demographic identification provided by apprentices in their Program Registration and Apprenticeship Agreements (see Form 671, Section II).[footnoteRef:1]  If you are a RAPIDS user, the workforce analysis is available as a report in the system.  As noted above, sponsors that are not required to use RAPIDS to manage their apprentices are encouraged to work with the appropriate SAA to complete their workforce analysis. [1:  Self‐identification is the most reliable method and preferred method for compiling information about a person’s sex, race, and ethnicity.  Sponsors are strongly encouraged to rely on employee self‐identification to obtain this information.  Please note that while visual observation is an acceptable method for identifying demographic data in the absence of self-identification data, it may not be reliable in every instance, and sponsors should not guess or assume the sex, race, or ethnicity of an apprentice or applicant for apprenticeship.] 


A. Workforce Analysis by Occupation Title for Sex, Ethnicity, and Race

NOTE:  The workforce analyses by occupation title for sex, ethnicity, and race contained in Tables 1, 2, and 3 in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for sex, ethnicity, and race should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

Instructions:

For each Occupation Title in a program, please indicate the total number of responses received from apprentices that self-identify for sex, ethnicity, and race in the following tables:

TABLE 1 – Occupation Titles by Sex

Number of Responses Selecting a Sex

		Occupation Title

		8-Digit

O*NET Code

		Female

		Male

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





TABLE 2 – Occupation Titles by Ethnicity

Number of Responses Selecting an Ethnicity

		Occupation Title

		8-Digit

O*NET Code

		HISP

		NON-HISP

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		








TABLE 3 – Occupation Titles by Race

Note:  For Table 3 below, responding apprentices may elect to choose one or more of the specified races.  If an apprentice has identified himself or herself as more than one race, count the apprentice in each of the racial categories that he or she has identified.

EXAMPLE:  The sponsor of an apprenticeship program for the occupation of Lodging Manager obtained responses from 18 apprentices who identified their racial characteristics.  Of these 18 individuals, 2 identified as AS only, 1 identified as both AS and AA, 4 identified as AA only, 1 identified as both AA and White, 1 identified as AIAN only, 0 identified as NHPI, and 9 identified as White only.  While the number of respondents is 18, a total figure of 20 should nevertheless be entered in the “Total” responses column due to the selection by some apprentices of more than one race.

	Number of Responses Selecting One (or More) Race

		Occupation Title

		8-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		Lodging Managers

		11-9081.00

		3

		6

		1

		0

		10

		20







	Number of Responses Selecting One (or More) Race

		Occupation Title

		8-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		








B. Workforce Analysis by Major Occupation Group for Sex, Ethnicity, and Race

NOTE:  The workforce analysis by major occupation group for sex, ethnicity, and race contained in Tables 4, 5, and 6 in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for sex, ethnicity, and race should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place). 

Instructions:

For each Major Occupation Group in a program, please complete the following sex, ethnicity, and race tables.

TABLE 4 – Major Occupation Groups by Sex

	Number of Responses 
Selecting a Sex

		Major Occupation Group  

		2-Digit O*NET Code

		Female

		Male

		Total

		Female Percent of Total Responses



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





TABLE 5 – Major Occupation Groups by Ethnicity

	Number of Responses 
Selecting an Ethnicity

		Major Occupation Group  

		2-Digit O*NET Code

		HISP

		NON-HISP

		Total

		HISP Percent of Total Responses



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		








TABLES 6.1 and 6.2 – Major Occupation Groups by Race

Note:  For Table 6.1 below, responding apprentices may elect to choose one or more of the specified races.  If an apprentice has identified himself or herself as more than one race, count the apprentice in each of the race categories that he or she has identified.  

For Table 6.2 below, align the Major Occupation Groups and 2-Digit O*NET Codes with the Major Occupation Groups and 2-Digit O*NET Codes completed in Table 6.1, and compute the percentage of total responses within a racial category by comparing the number of responses selecting a particular race to the total number of responses completed in Table 6.1.

EXAMPLE:  Using the example above for Table 3, the program sponsor obtained responses from 18 apprentices who identified their racial characteristic.  Of these 18 individuals, 2 identified as AS only, 1 identified as both AS and AA, 4 identified as AA only, 1 identified as both AA and White, 1 identified as AIAN only, 0 identified as NHPI, and 9 identified as White only.  While the number of respondents is 18, a total figure of 20 should nevertheless be entered in the “Total” responses column due to the selection by some apprentices of more than one race.  

Accordingly, to compute the percentage of total responses within a racial category, the sponsor would compare the number of responses selecting a particular race to the total number of responses (20).  For instance, in the sample table below, the AS percentage is determined by calculating the proportion of AS responses (3) to the total number of responses (20), resulting in a figure of 15%.

(Please note that the occupation title for “Lodging Managers” that appears in Table 3 above is classified under the “Management Occupations” Major Occupation Group for purposes of this table, with a two-digit SOC/O*NET Code of 11).

6.1	Number of Responses Selecting One (or More) Race

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		Management Occupations

		11

		3

		6

		1

		0

		10

		20





6.2	Percent of Total Responses

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI



		Management Occupations

		11

		15%

		30%

		5%

		0%





6.1	Number of Responses Selecting One (or More) Race

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI

		White

		Total



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		





6.2	Percent of Total Responses

		Major Occupation Group

		2-Digit O*NET Code

		AS

		AA

		AIAN

		NHPI



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Section II – Availability Analysis for race, sex, and ETHNICITY 
(by major occupation group)

PLEASE NOTE:  You should complete this section only in connection with a program review conducted by your Registration Agency.  The Registration Agency will provide you with assistance in completing this section.

A. Minimum Educational Attainment Levels Required for Program Enrollment

Select the minimum educational attainment qualification required to be eligible to enroll in the Major Occupation Group(s) covered by your apprenticeship program from among the options below.

Choose One:

☐  Not High School graduate

☐  High School graduate (including equivalency)   

☐  Some College or Associate’s degree  

☐  Bachelor’s degree

☐  Master’s degree

☐  Doctorate or professional degree

NOTE:  The options listed immediately above correspond to the educational attainment categories for which the U.S. Government compiles workforce data by race, national origin, and sex.  Use the same educational qualifications that are in your Standards; check all levels above that apply.

If additional qualifications, credentials, or skills are required for program enrollment beyond those listed above, list them here (please limit the number of characters to 2,000)




NOTE:  These required additional qualifications must already be in the sponsor’s Standards; they cannot be added subsequently.




B. Designated Recruitment Area for Apprentices

Select the category below that corresponds to the relevant recruitment area for each Major Occupation Group represented in your program.

Choose One:

☐  External recruitment area – the geographical area from which the sponsor usually seeks or reasonably could seek apprentices when recruiting from outside of its own current employees.  An external recruitment area can be an area within a specific radius of a sponsor’s location; a county or counties; or a state or states.  Please provide a brief rationale for selecting this recruitment area:

Enter text here




☐  Other recruitment area or source – a source or geographic area other than an External Recruitment Area from which a sponsor seeks (or reasonably could seek) to recruit apprentices (such as from the sponsor’s existing workforce).  Please describe this source or area and explain your reason(s) for selecting it:

Enter text here




☐  Combination of external recruitment area / other recruitment area or source – If your program typically recruits apprentices from an external recruitment area AND another recruitment area or source (such as from your existing workforce), select this option, explain your reason for selecting it, and provide the estimated percentage of selectees that typically come from each source (e.g., 75% selectees from external recruitment area / 25% selectees from existing workforce):

Enter text here







C. Specifying the External Recruitment Area

If you are utilizing an External Recruitment Area, please complete the following items: 

For each Major Occupation Group, we seek (or reasonably could seek) individuals who live in the following geographical zones or jurisdiction(s) (CHECK ONE):

☐  A political jurisdiction

☐  A geographical zone that is a specified radius from the sponsor’s program location

If you checked “political jurisdiction” above, please specify the jurisdiction:

☐  County (ies):  County(ies)_____________

☐  State(s):  State(s)___________________

NOTE:  Definitions for these Census Bureau political jurisdiction categories are provided in Attachment 3 of the Reference Guide.

If you instead checked “a specified radius from the sponsor’s program location,” please CHECK ONE of the following distances:

[image: ]





☐  5 miles

☐  10 miles

☐  15 miles

☐  20 miles

☐  25 miles

☐  50 miles

☐  100 miles

☐  200 miles

☐  300 miles

☐  500 miles

☐  1000 miles






Section III: Utilization Analysis 
(comparing the workforce and availability analyses)

NOTE:  The utilization analysis contained in this Section should initially be completed, with the assistance of the Registration Agency, at the first program review after the second anniversary of registration.  Subsequent utilization analyses should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

Determining Whether the Establishment of Utilization Goals Is Necessary:
Methods for Utilization Analysis

A. Using the Demographic Analysis Tool

OA strongly encourages you to use the electronic Demographic Analysis Tool (DAT)[footnoteRef:2] to conduct a utilization analysis because it provides a streamlined process for conducting the analysis, and also utilizes the most accurate, up-to-date national demographic data.  You are eligible to utilize the DAT if you satisfy ALL of the following criteria:  [2:  The DAT utilizes U.S. Census Bureau data derived from the EEO Tabulation EEO-ALL07R-N1:  Educational Attainment (6) by Younger Age Groups, Sex, and Race/Ethnicity (Part I) for Residence Geography, Total Population, Number] 


· If, for a Major Occupation Group, you do not require applicants to meet credentials or skills beyond those specified in the minimum educational attainment checkboxes in Section II. A (see Section II. A above); 

· If, for a Major Occupation Group, you recruit apprentices solely from an external recruitment area (i.e., you choose to establish a recruitment area that is based on a source derived from U.S. Census Bureau data) (see Section II. B above), AND

· You choose to utilize either the “80% method” or the “two standard deviations method” (which are described in Section III. B below) for conducting a utilization analysis.

PLEASE NOTE:  If you do not meet each of the three criteria listed above, you should contact the Registration Agency for assistance in conducting your utilization analysis.

B. Applicable Methodology for Utilization Analysis Review

Select the method used to evaluate whether the utilization of women, Hispanics or Latinos, or a particular racial minority group in your workforce is significantly less than would be reasonably expected given the availability of such individuals for apprenticeship:

☐	80% Method (Under the “80% method”, if utilization is less than 80% of availability, it is considered significantly less);

[bookmark: _Hlk14862620]☐	Two Standard Deviations Method (Under the “two standard deviations” method, if utilization is more than two standard deviations less than availability, it is considered significantly less.  A standard deviation is a statistical test that predicts the likelihood that an outcome – in this case, the outcome that utilization is less than availability – occurs by chance).  PLEASE NOTE:  The “two standard deviations” method may only be used if the program sponsor employs a total of 30 or more apprentices, as measured in Table 1 (Occupation Titles by Sex) of this Appendix C; or 

· If you choose a method OTHER than the 80% Method or the Two Standard Deviations Method, you must describe it in the space below (please limit the number of characters to 2,000).  Please also note that selection of such an alternative method will disqualify you from utilizing the DAT.

Enter text here





Eligible sponsors may complete the DAT by accessing RAPIDS:

https://dol.appiancloud.com/suite/sites/registered-apprenticeship.

After entering the data requested by the DAT, print a copy of the DAT Report, and attach it to this written AAP (Appendix C).  Then proceed to Section IV below.




Section IV:  Utilization goals for race, sex, and ethnicity (if necessary)

PLEASE NOTE:  If the results of your utilization analysis (Section III above) did not identify any significant underutilization of apprentices by sex, race, or ethnicity in a Major Occupation Group, you may skip this section and proceed to Section V.

Completion of Table 7 below is only required in connection with a program review conducted by a Registration Agency.  The Registration Agency will provide you with assistance in completing this section.

Based on the analyses summarized in the DAT Report, identify the sex/race/ethnic group(s) for which the proportion in your Major Occupation Group was significantly less than that group’s availability in the relevant recruitment area(s).  Record the results in Table 7 below by copying the “yes” and “no” utilization outcomes from the DAT Report in the second column of the Table.

Next, enter the percentage utilization goal for any race, sex, or ethnicity group in which there was significant underutilization.  The goal for any such group must at least equal the corresponding availability figure in the DAT Report, rounded to the nearest whole number.  For any row in which the response in the second column is “no,” leave the third column blank.

TABLE 7 – Underutilization of Sex, Ethnicity, and Race

		[bookmark: _Hlk3397593]Population Group

		Significant Underutilization? (Yes/No)

[bookmark: _Hlk3397173][from the DAT Report]

		Goal (%)

[at least equal to the corresponding figures 
in the DAT Report]



		Women

		

		



		HISP

		

		



		AA

		

		



		AS

		

		



		AIAN

		

		



		NHPI

		

		





PLEASE NOTE:  The percentage goals listed in Table 7 above are not intended and will not be used by the program sponsor to discriminate against any qualified applicant or apprentice on the basis of race, color, religion, national origin, sex (including pregnancy, gender identity, and sexual orientation), sexual orientation, age (40 or older), genetic information, or disability.  These goals do not supersede eligibility requirements for this apprenticeship program.

The program sponsor will not use these goals as rigid and inflexible quotas; as either a ceiling or a floor for the selection of members of a particular group(s) as apprentices; or as a justification to extend a preference to any individual, select an individual, or adversely affect an individual’s status as an apprentice.  Instead, the sponsor will use these goals as objectives or targets, applying every good faith effort to make all aspects of the entire affirmative action program work and to attain the goals.  




Section V – Utilization goals for individuals with disabilities

NOTE:  The workforce analysis for individuals with disabilities (IWDs) in this Section should initially be completed by the second anniversary of the apprenticeship program’s registration with a Registration Agency.  Subsequent workforce analyses for individuals with disabilities should be undertaken at the time of each subsequent program review (or at least once every three years if a program review does not take place).

A. Workforce Analysis for Individuals with Disabilities by Occupation Title

Table 8 below shows, for each Occupation Title represented in the program, the numbers of apprentices in the workforce whose responses to the question “do you have a disability?” on their most recent Voluntary Disability Disclosure Form was “yes;” “no;” or “I do not wish to answer” (or who did not return the form).

TABLE 8 - Disability Status by Occupation Title

Number of Individuals Responding to the Question: “Do you have a disability?”

		Occupation Title

		8-Digit O*NET Code

		Yes

		No

		Did not answer or return form

		Total Number of Individuals Responding Either ‘Yes’ or ‘No’



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





B. Workforce Analysis for Individuals with Disabilities by Major Occupation Group

Table 9 below shows, for each Major Occupation Group represented in the program, the numbers and percentages of apprentices whose responses to the question “do you have a disability?” on their most recent Voluntary Disability Disclosure Form was “yes;” “no;” or “I do not wish to answer” (or who did not return the form).

TABLE 9 – Disability Status by Major Occupation Group

Number of Individuals Responding to the Question: “Do you have a disability?”

		Major Occupation Group

		2-Digit O*NET Code

		Yes

		No

		Did not answer or return form

		Total Number of Individuals Responding 
‘Yes’ or ‘No’

		Proportion of persons responding ‘yes’ to the total number of individuals that responded either ‘yes’ or ‘no’ (expressed as a percentage)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





C. 


C. Identification of Potential Impediments for Individuals with Disabilities (IWDs)

The Major Occupation Group(s) in our program in which the percentage of IWDs was less than seven percent is/are listed in the first column of Table 10 below.  For these groups, we reviewed our program to identify any impediments to equal opportunity for IWDs, with the results shown in the second column.  The following are examples of impediments to achieving equal employment opportunity for apprentices with IWDs, which may be utilized in completing Table 10 below.

☐  Lack of effective outreach to IWDs

☐  Inaccessible methods for testing applicants’ qualifications or readiness for progression 

☐  Qualifications or other selection mechanisms that disfavor IWDs and are not job related

☐  Hostile or unwelcoming work environments for IWDs

☐  Different training opportunities or work assignments for IWDs than for others

☐  Different pay, disciplinary standards, or other working conditions for IWDs

☐  Failure to provide reasonable accommodations or information about reasonable accommodations 

☐  Provisions in collective bargaining or employer acceptance agreements 

[bookmark: _Hlk14945695]☐  Other:  (fill in the blank)________________________________________________________ 

TABLE 10 – Impediments to EEO for IWDs

		Major Occupation Groups in which the percentage of IWDs was less than 7%

		Impediments to EEO for IWDs



		

		1.  

2.  

3.  



		

		1.  

2.  

3. 





Section VI – Targeted Outreach, Recruitment, and Retention ACTIVITIES (if necessary)

PLEASE NOTE:  Completion of this section is mandatory if you were required to adopt race, sex, or ethnicity goals (under Section IV of this written AAP) or if you found impediments to equal employment opportunity for IWDs (under Section V of this written AAP).  Otherwise, completion of this section is purely optional.

In the coming year, we will undertake the outreach, recruitment, and retention activities listed below.  These activities are targeted to the race/sex/ethnicity group(s) for which we adopted goals (as shown in Section IV) and/or to IWDs (if we found impediments to equal employment opportunity for such individuals, as shown in Section V).

1. We will disseminate information to organizations serving each underutilized group regarding the nature of our apprenticeship program, requirements for selection for apprenticeship, availability of apprenticeship opportunities, and our equal opportunity pledge.  The Universal Outreach Tool (UOT) can help connect sponsors with local organizations who may be able to assist sponsors in meeting their outreach, recruitment, and retention goals; the UOT may be accessed at:  https://apprenticeshipusa.secure.force.com/eeoresourcetool.)  These organizations and the group(s) that each serve are listed in Table 11:

TABLE 11 – Organizations Serving Underutilized Populations

		Major Occupation Group

		Underutilized Population

(i.e., Women, AA, HISP, AS, AIAN, NHPI, IWDs)

		Organization(s) serving population

to which information will be disseminated



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





2. We will advertise all openings for apprenticeship opportunities by publishing advertisements in the following media that have wide circulation in our relevant recruitment areas: 

Enter text here. (Please limit the number of characters to 2,000.)





3. We will cooperate with the following local school boards and vocational education systems to develop and/or establish relationships with pre-apprenticeship programs targeting students from each underutilized group to prepare them to meet the standards and criteria required to qualify for entry into our apprenticeship programs: 

Enter text here. (Please limit the number of characters to 2,000.)





4. We will establish linkage agreements or partnerships with the following pre-apprenticeship programs, community-based organizations, advocacy organizations, or other appropriate organizations, in recruiting qualified individuals for apprenticeship: 

Enter text here. (Please limit the number of characters to 2,000.)





5. After every selection cycle for registering apprentices, we will evaluate and document the overall effectiveness of the above-targeted outreach and recruitment activities and refine them as needed.  

[Choose one:]

☐  The documentation of the evaluations of these activities that we conducted (and any changes made to these activities in response to the evaluations) since the last review is attached to this written AAP; or

☐  We did not select or register any apprentices since the last review.

6. We [Choose one:] ☐  will / ☐  will not undertake the following optional activities:

☐	Enlist journeyworkers (i.e., experienced workers) from the underutilized group(s) to assist in implementing our AAP.

☐	Enlist journeyworkers from the underutilized group(s) to mentor apprentices and to assist with our targeted outreach and recruitment activities.

☐	Conduct exit interviews of each apprentice who leaves our apprenticeship program before completion to understand better why he/she left and to help shape retention activities.

☐	Other:  

[Choose as many as applicable, or none.]

Enter text here





Section VII – Annual Review of Personnel Practices

PLEASE NOTE:  You should initially complete this section by the second anniversary of your program’s registration with a Registration Agency, and again on an annual basis. 

We conduct a thorough, systematic, and comprehensive review at the program, industry and occupation level of our personnel processes related to the administration of the apprenticeship program annually.  Such an annual review ensures that the apprenticeship program is operating free from discrimination based on race, color, religion, national origin, sex (including pregnancy, gender identity, and sexual orientation), sexual orientation, age (40 or older), genetic information, and disability.

Our reviews have included (but may not be limited to): the qualifications for apprenticeship, application and selection procedures, wages, outreach and recruitment activities, advancement opportunities, promotions, work assignments, job performance, rotations among all work processes of the occupation, disciplinary actions, handling of requests for reasonable accommodations, and the program's accessibility to individuals with disabilities (including the use of information and communication technology).

As a result of our most recent annual review, which was conducted on:  (insert date)______, we made or will make the modifications to the program listed in Table 12 below.  Examples of modifications that may improve equal employment for apprentices may include, but not limited to:

☐  Developing, revising, or enhancing training or information sessions on EEO requirements, and providing a nondiscriminatory, welcoming work environment.

☐  Taking appropriate disciplinary actions (up to and including termination) against staff or apprentices who engage in unlawful harassment or otherwise fail to provide equal employment opportunity.

☐  Renegotiating or terminating collective bargaining or employer acceptance agreements to eliminate discriminatory policies or processes or otherwise allow the sponsor to address barriers or impediments to EEO.

☐  Taking steps to ensure that compensation in an occupational group does not vary based on any protected category. 

☐  Revising work assignments to ensure that they do not discriminate on the basis of any protected category.

☐  Revising disciplinary standards to ensure that they do not discriminate on the basis of any protected category.

☐  Other provision of reasonable accommodations to IWDs:  Fill in the blank_______________________ 

TABLE 12 – Modifications of Personnel Practices

		Modification of Personnel Practices

		Date Made or To Be Made



		

		



		

		



		

		



		

		



		

		





Section VIII – Invitation to Self-Identify as an Individual with a Disability

PLEASE NOTE:  You should initially complete this section by the second anniversary of your program’s registration with a Registration Agency, and again on each occasion that you update your written AAP.

☐  On (insert date)______, we began inviting all applicants for our program, at the time that they apply or are considered for apprenticeship, to inform us whether they believe that they are IWDs.  

☐	We invited our then-current apprentices to self-identify on (insert date)______.  

☐	Since then, we have continued to invite all applicants to self-identify when they apply, and all accepted applicants to self-identify after acceptance into the program but before they begin their apprenticeships.  

☐	Every year, we have reminded all current apprentices that they may update their Voluntary Disability Disclosure Form.  We sent our most recent reminder on (insert date)______.

☐	We use the Voluntary Disability Disclosure Form for these self-identification invitations.

☐	We keep the Voluntary Disability Disclosure Form separate from the application and the apprentice’s program files.




Section IX – Official Adoption of THE Written Affirmative Action Plan

1. Adoption by the Sponsor 
(where there is no labor union involvement in the sponsorship of the program)

(insert official name of sponsor)_______________________________________ adopts this written Affirmative Action Plan on this (day) day of (month) 20 (year).

________________________________________________
Signature of Sponsor’s Representative

(insert typed/printed name)______ ______________
Typed/Printed Name

(insert date)____________________ ______________
Date

2. Adoption by Labor and Management Representatives of the Sponsor
(where applicable)

[Complete below ONLY IF there is joint union-management sponsorship of the apprenticeship program, and where separate signatures from labor union and management representatives are required.]

(insert official name of sponsor)_______________________________________ adopts this written Affirmative Action Plan on this (day) day of (month) 20 (year).

_________________________________________________	________________________________________________
Signature of Management Representative	Signature of Labor Representative

(insert typed/printed name)______ ______________	(insert typed/printed name)______ ______________
Typed/Printed Name	Typed/Printed Name

(insert date)____________________ ______________	(insert date)____________________ ______________
Date	Date
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BACKGROUND

What is an Affirmative Action Program (AAP)?

An AAP is a tool designed to assist a sponsor in detecting, diagnosing, and correcting any barriers to equal
opportunity that may exist in its apprenticeship program. AAPs are designed to promote and ensure equal
opportunity in apprenticeship for all workers, including women, minorities, and individuals with
disabilities and can assist sponsors in building the skilled and diverse workforce needed to compete in
the global economy. Communities can also benefit from this proven model to develop talent pipelines for
high-growth industries.

An AAP requires the sponsor to take affirmative steps to encourage and promote equal opportunity, to
create an environment free from discrimination, and to address any barriers to equal opportunity in
apprenticeship. An AAP also helps the sponsor identify and address underutilization and helps the
sponsor establish procedures to monitor and examine its employment practices and decisions with
respect to apprenticeship. As part of an AAP, sponsors must create and maintain a written Affirmative
Action Plan (such as this Appendix C) that memorializes and discusses the contents of the program.

Which sponsors must establish an AAP?

Ordinarily, a registered apprenticeship program sponsor must develop its own AAP, even if individual
employers who may be participating in the sponsor's program maintain their own AAPs. However, the
Department’s regulation at 29 CFR Part 30 on equal employment opportunity in apprenticeship provides
two exemptions from the requirement to establish and maintain an AAP:

e If a program has fewer than five apprentices (this exemption is based on the number of
apprentices per program sponsor -- not per participating employer); or

e [f a program can demonstrate that it has an affirmative action plan covering apprentices,
including the use of goals for underrepresented groups, that currently meets the requirements of
either: (a) Executive Order 11246 and section 503 of the Rehabilitation Act (administered by the
Department’s Office of Federal Contract Compliance Programs (OFCCP)); or (b) title VII of the
Civil Rights Act of 1964 (administered by the Equal Employment Opportunity Commission
(EEOQ)), provided that the sponsor has extended the affirmative action plan to include
individuals with disabilities. Additionally, apprenticeship programs will qualify for this
exception only if the goals for any underrepresented group are likely to be equal to or greater
than the goals required under the final rule.

Please note that, even if a registered apprenticeship program sponsor satisfies one of the two
exemptions listed above, the sponsor must comply with the other requirements contained in the equal
employment opportunity (EEO) in apprenticeship final rule at 29 CFR part 30.
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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.
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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

Page | 9





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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