BULLETIN 2022-13
November 17, 2021
	U.S. Department of Labor

Employment and Training
  Administration

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

A-541 Headquarters
A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com
	Subject:  New National Guidelines for Apprenticeship Standards for DWYER FRANCHISING LLC D/B/A NEIGHBORLY
Code:  400.1

	Symbols:  DRAP/KAJ
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA and the State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of new National Guidelines for Apprenticeship Standards for DWYER FRANCHISING LLC D/B/A NEIGHBORLY
BACKGROUND:  These new National Guidelines for Apprenticeship Standards requested by Mr. Craig Gjelsten, Director of Deployment on behalf of DWYER FRANCHISING LLC D/B/A NEIGHBORLY, were approved by the OA Administrator on November 2, 2021.  These new National Guidelines for Apprenticeship Standards are a model for developing local apprenticeship programs registered with OA or a SAA for the following occupation:  
Electrician 

O*NET-SOC CODE:  47-2111.00
RAPIDS CODE:  0159
Training Type:  Time-based
Plumber 

O*NET-SOC CODE:  47-2152.02   

RAPIDS CODE:  0432R1

Training Type:  Time-based
ACTION:  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.
If you have any questions, please contact Bill Kraus, Deputy Regional Director, Region III, at 

404 302-5897.

NOTE:  This bulletin is being sent via electronic mail.  
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Appendix B 


ETA-671 APPRENTICESHIP AGREEMENT 


AND 


U.S. DEPARTMENT OF LABOR, OFFICE OF 
APPRENTICESHIP 


APPLICATION FOR CERTIFICATION OF 
COMPLETION OF APPRENTICESHIP 
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Program Registration and 
Apprenticeship Agreement 


U.S. Department of Labor  
Employment and Training Administration 
Office of Apprenticeship 


     APPRENTICE AGREEMENT AND REGISTRATION – SECTION II      OMB No. 1205-0223  Expiration Date:  06/30/2024 


PART A:  APPRENTICE’S INFORMATION 


1. First Name   Last Name 


Middle Name (Optional)     Suffix (Optional) 


Address (No., Street, City, State, Zip Code)  


Telephone Number (Optional)    E-mail Address (Optional)


*Social Security Number 


Answer Both 4a. and 4b. below  
4. a. Ethnicity (Select One) 


☐ 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


☐ 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 


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


☐ Male ☐ Female 


☐ Participant Did Not
Self-Identify 


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            


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 


c. Hours When Related Instruction Is Provided 


 During Work Hours  


 Not During Work Hours 


 Both During and Not During Work Hours 


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


c. Wage Rate Units 


☐ hourly
☐ weekly
☐ monthly
☐ quarterly 
☐ semi-annually
☐ annually
☐ competencies 


d. Wage Rate (Select 
One)


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


☐ $ amount of 
wage


☐  Both % and $
amount of
wage


Period 1 2 3 4 5 6 7 8 9 10 


Duration 
(If Applicable) 


Competencies 
(If Applicable) 


Wage Rate 


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


Telephone Number      Cell Phone Number (Optional) 


E-mail Address 


On-The-Job Learning
Experience
(Hrs. Mos., Yrs.):


___________ _____________


10. Progressive Wage Schedule:
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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 
(If Applicable)


6. Signature of Employer’s Representative(s) Date 
(If Applicable)


PART D:  TO BE COMPLETED BY REGISTRATION AGENCY 


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


4. Apprentice Identification Number:


NOTE: The collection and maintenance of the data on ETA-671, Apprentice Agreement and Registration – Section II Form, is authorized 
under the National Apprenticeship Act, 29 U.S.C. 50, and 29 CFR part 29, subpart A.  The data is used for apprenticeship program statistical 
purposes and is maintained, pursuant to the Privacy Act of 1974 (5 U.S.C. 552a), in a systems of records entitled, DOL/ETA-31, The 
Enterprise Business Support System (EBSS) (encompassing RAPIDS), at the U.S. Department of Labor, Office of Apprenticeship.  Data may be 
disclosed to Federal, state, and local agencies and community-based organizations, including State Apprenticeship Agencies, to facilitate 
statistical research, audit, and evaluation activities necessary to ensure the success, integrity, and improvement of employment and training 
programs.  Data may also be disclosed to these organizations to determine an assessment of skill needs and program information, and in 
connection with federal litigation or when required by law. 
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Definitions / Instructions 


Part A: Apprentice’s Information 
Item 4a. Ethnicity 


Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless 
of race.  The term, “Spanish origin,” can be used in addition to “Hispanic or Latino.” 


Item 4b. Race 
American Indian or Alaska Native: A person having origins in any of the original peoples of North and South America (including 
Central America) and who maintains tribal affiliation or community attachment. This category includes people who indicate their race 
as "American Indian or Alaska Native" or report entries such as Navajo, Blackfeet, Inupiat, Yup'ik, or Central American Indian groups or 
South American Indian groups. 
Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for 
example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. This includes people 
who reported detailed Asian responses such as: "Asian Indian," "Chinese," "Filipino," "Korean," "Japanese," "Vietnamese," and "Other 
Asian" or provide other detailed Asian responses. 
Black or African American: A person having origins in any of the Black racial groups of Africa. It includes people who indicate their 
race as "Black or African American," or report entries such as African American, Kenyan, Nigerian, or Haitian. 
Native Hawaiian or Other Pacific Islander: A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other 
Pacific Islands. It includes people who reported their race as "Fijian," "Guamanian or Chamorro," "Marshallese," "Native Hawaiian," 
"Samoan," "Tongan," and "Other Pacific Islander" or provide other detailed Pacific Islander responses. 
White: A person having origins in any of the original peoples of Europe, the Middle East, or North Africa. It includes people who indicate 
their race as "White" or report entries such as Irish, German, Italian, Lebanese, Arab, Moroccan, or Caucasian. 


Item 5.  Veteran Status 
A Veteran is a person who has served in the active military, naval, or air service of the United States, and who was discharged or 
released therefrom under conditions other than dishonorable.    
A Non Veteran, Other Eligible Individual is a person who is a dependent spouse or child—or the surviving spouse or child—of a 
Veteran, and who is eligible for certain G.I. Bill and other VA-administered educational assistance benefits provided under Title 38 of the 
U.S. Code. 
A Veteran, Eligible is a Veteran who is eligible for certain G.I. Bill and other VA-administered educational assistance benefits provided 
under Title 38 of the U.S. Code. 


Item 8.  
Pre-Apprenticeship: A program or set of strategies designed to prepare individuals to enter and succeed in a Registered 
Apprenticeship program and has a documented partnership with at least one, if not more, Registered Apprenticeship program(s). 


Part B: Program Sponsor’s Information 
Item 1. A Program Number is a generated number assigned to a program sponsor when a program is registered in the Office of 


Apprenticeship’s Registered Apprenticeship Partners Information Data System (RAPIDS). 
Item 1. A Sponsor Name is any person, association, committee, or organization operating an apprenticeship program and in whose 


name the program is (or is to be) registered or approved. 
Item 1b. An Employer is any person or organization employing an apprentice whether or not such person or organization is a party to an 


Apprenticeship Agreement with the apprentice. 
Item 2. An Occupation refers to the occupation an apprentice will be trained in, and the occupation will be listed in the sponsor’s 


program standards.   
Item 2a. A RAPIDS Code is the numeric code of the occupation in the apprenticeable occupation list. 
Item 2b. An Occupational Information Network (O*NET) Code is an 8-digit code in the O*NET data system 


(https://www.onetonline.org/).   
Item 2c.       Interim Credentials (Certificate of Training) applies to career lattice occupations.  These credentials are issued by the 


Registration Agency upon request by the program sponsor. Interim credentials provide certification of competency attainment 
by an apprentice, but does not necessarily indicate completion of the program. 


Item 3.      Occupation Type refers to the following three training approaches listed below. 
Item 3a. A Time-based Approach measures skill acquisition through the individual apprentice’s completion of at least 2,000 hours of on-


the-job learning as described in a work process schedule. 
Item 3b. A Competency-based Approach measures skill acquisition through the individual apprentice’s successful demonstration of 


acquired skills and knowledge, as verified by the program sponsor. Programs utilizing this approach must still require apprentices 
to complete an on-the-job learning component of Registered Apprenticeship. The program standards must address how on-the-job 
learning will be integrated into the program, describe competencies, and identify an appropriate means of testing and evaluation 
for such competencies.  An apprentice must be registered in an approved competency-based occupation for 12 calendar months of 
on-the-job-learning. 


Item 3c.      A Hybrid Approach measures the individual apprentice’s skill acquisition through a combination of specified minimum number 
   of hours of on-the-job learning and the successful demonstration of competency as described in a work process schedule. 


Item 4.       A Term Length (Hrs., Mos., Yrs.) of the occupation is based on the program sponsor’s training approach as approved by the  
  Registration Agency.   


Item 5.  A Probationary Period (Hrs. or Wks.) is the number of hours or weeks of on-the-job learning during the apprentice’s 
probationary period.   A probationary period cannot exceed 25 percent of the term length of the occupation or one year, 
whichever is shorter. 


Item 6.  Credit for Previous On-the-Job Learning Experience (Hrs., Mos., Yrs.) is granted by the program sponsor based upon 
documented evidence provided by the apprentice.  An apprentice must complete a minimum of six months on-the-job learning 
regardless of credits for previous experience awarded.   
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Item 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). 


Item 6a. 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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Program Registration and 
Apprenticeship Agreement 
Office of Apprenticeship 


U.S. Department of Labor 
Employment and Training Administration 


          Voluntary Disability Disclosure          OMB No. 1205-0223 Expiration Date: 06/30/2024 


Please check one of the boxes below: 


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


Your name: ______________________________ 


Date: ___________________________________ 


Why are you being asked to complete this form? 


Because we are a sponsor of a registered apprenticeship program and participate in the National 
Registered Apprenticeship System that is regulated by the U.S. Department of Labor, we must reach out to, 
enroll, and provide equal opportunity in apprenticeship to qualified people with disabilities.[1]  To help us 
learn how well we are doing, we are asking you to tell us if you have a disability or if you ever had a 
disability.  Completing this form is voluntary, but we hope that you will choose to fill it out.  If you are 
applying for apprenticeship, any answer you give will be kept private and will not be used against you in 
any way.  


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


How do I know if I have a disability? 


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


[1] Part 30 – Equal Employment Opportunity in Apprenticeship.  For more information about this form or
the equal employment obligations of Federal contractors, visit the U.S. Department of Labor’s Office of
Apprenticeship website at https://www.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) 
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Sponsor Information 


Sponsor: Program #: 
Address: Contact Name: 


City, State, Zip: Phone: 


Apprentice Information 


Full Name of 
Apprentice: 
Apprentice 
Registration 
Number: 
Occupation: 
Term: 
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:        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:   







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) 
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Authentication of Requests for Certificate of Completion of Apprenticeship 


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


General Guidance 


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


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


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


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


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


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


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


Issuance of Replacement OA Certificate of Completion of Apprenticeship 


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


The Certificate of Completion of Apprenticeship shall not be used for any other purpose than completion of a 
Registered Apprenticeship program. 
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		Sponsor Address (If different from above): 

		Sponsor City (If Different): 

		Sponsor County (If Different): 

		Sponsor Zip (If Different): 

		Employer's Name: 

		Employer's Address: 

		Employer's City: 

		Employer State: 

		Probationary Period: 

		Credit for Previous experience: 

		8 Date Apprenticeship Begins: 

		6 Credit for Previous Experience Hrs Mos Yrs: 

		Related Training Instruction Source: 

		RTI Provider Address: 

		Provider City: 

		Provider  State: 

		Number of Hours: 

		C: 

		 Hours nwhen RI Provided: Off

		 Wage Rate Units: Off



		a Apprentices Entry Wage: 

		b Journeyworker s ie Experienced Workers Wage: 

		d: 

		  Wage Rate: Off



		Period 1 Term: 

		Period 2 Term: 

		Period 3 Term: 

		Period 4 Term: 

		Period 5 Term: 

		Period 6 Term: 

		Period 7 Term: 

		Period 8 Term: 

		Period 9 Term: 

		Period 10 Term: 

		Period 1 Wage: 

		Period 2 Wage: 

		Period 3 Wage: 

		Period 4 Wage: 

		Period 5 Wage: 

		Period 6 Wage: 

		Period 7 Wage: 

		Period 8 Wage: 

		Period 9 Wage: 

		Period 10 Wage: 

		Contact Name and Title: 

		Contact Phone: 

		Contact Cell: 

		Contact E-mail: 

		Contact Address: 

		Contact City: 

		Text2: 

		Contact State: 

		1 Registration Agency and Address: 

		Apprentice Identification Number: 

		5: 

		 Date_af_date: 



		Date9_af_date: 

		Date10_af_date: 
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Appendix D







EMPLOYER ACCEPTANCE AGREEMENT



ADOPTED BY



(insert Sponsors' names or organizations) 





DEVELOPED IN COOPERATION WITH THE

U. S. DEPARTMENT OF LABOR

OFFICE OF APPRENTICESHIP




Appendix D





EMPLOYER ACCEPTANCE AGREEMENT



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



(Manual signatures required)



_______________________________________________		________________________________________________

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



Signed: _____________________________________		Signed: _______________________________________

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

[bookmark: _Hlk524336931]Date:        	 					Date:        	 	



Employer Title:  									



Name of Company: 									

Address: 										

City/State/Zip Code:  								

Phone Number: 									

Fax: 											

Email: 											

cc:	Registration Agency



Employer Acceptance Agreement Data:



Insert Occupation (s): ___________________________________________________ (use one per occupation)                                         



APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly Journeyworker wage rate, which is

 $ __________. Starting wage is $____________.

Enter progressive wage schedule here.4-Year Term Example:

		1st 6 months + hours =

		2nd 6 months + hours =

		3rd 6 months + hours =



		4th 6 months + hours =

		5th 6 months + hours =

		6th 6 months + hours =



		7th 6 months + hours =

		8th 6 months + hours =

		







PROBATIONARY PERIOD

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



TOTAL WORKFORCE	

Total Workers Employed: _______________ Journeyworkers: _____________Female: ______________ Minority: ___________ Youth:  ________________



TOTAL APPRENTICES TO BE EMPLOYED: ______________________



RATIO:

 _____________Apprentice(s) to ________Journeyworker(s)



MININUM QUALIFICATIONS 

An apprentice must be at least # years (Enter an age of at least 16 years) of age, except where a higher age is required by law, and must be employed to learn an apprenticeable occupation.  Please include any additional qualification requirements as appropriate (optional):

☐ There is an educational requirement of 	

☐ There is a physical requirement of 	

☐ The following aptitude test(s) will be administered 	

☐ A valid driver’s license is required. 

☐ Other: i.e. Applicants will pass a [physical agility test, fitness test, or screen for the current illegal use of drugs (select all, some, or none, if applicable)] on acceptance into the program and prior to being employed.



RELATED TECHNICAL INSTRUCTION PROVIDED BY: ____________________________________________	
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APPENDIX F

CORPORATE RELATIONSHIP

DWYER FRANCHISING LLC D/B/A NEIGHBORLY



Dwyer Franchising LLC d/b/a Neighborly is parent company of multiple home service brand franchise companies that each establishes business systems and grants independently owned and operated franchise owners the right to establish the Local Program Sponsor for their own franchise location.

The Local Program Sponsor is an independently owned and operated franchised business that operates the business under one of the service brands’ marks, trademarks, trade names, logos, emblems, slogans or other indicia of origin in connection with the franchise system within a specified geographical area.

All Local Program Sponsors are independently owned and operated businesses.  At no time shall the Local Program Sponsor and Dwyer Franchising LLC d/b/a Neighborly or any of its home service brands companies be deemed a joint employer with its franchise owner s for any reason.  Local Program Sponsors independently control their own employees or independent contractors and all conduct of said employees and independent contractors.
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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 
program sponsors.  The apprentice must receive credit from the new sponsor for the training 
already satisfactorily completed. 


Registration, Cancellation, Suspension, and Deregistration:  The Office of Apprenticeship 
may initiate deregistration of a sponsor’s standards upon request of the sponsor or for failure 
of the sponsor to abide by the provisions herein and those contained in its Apprenticeship 
Standards.  Such deregistration actions will be in accordance with the Office of 
Apprenticeship’s applicable regulations and procedures. 


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. 


B. 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. 


C. APPRENTICESHIP APPROACH AND TERM: 


The term of the occupation will be stated in Appendix A of the work process schedule and 
standards as time-based, hybrid, or competency-based with an OJL attainment of either hours 
or years, as applicable, supplemented by the required hours of related instruction.  Sponsors 
that wish to register multiple occupations should attach a completed Appendix A for each 
occupation. 


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. 


  



http://www.apprenticeship.gov/

http://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, if applicable. 


To the extent possible, related instruction should be closely correlated with the 
practical experience and training received on the job.  The sponsor must monitor and 
document the apprentice’s progress in related instruction classes.  The sponsor must 
ensure that related instruction providers meet the State Department of Education’s 
requirements for a vocational-technical instructor in the State of registration, or be a 
subject matter expert, such as a journeyworker.  All related instruction providers must 
have training in teaching techniques and adult learning styles which may occur before 
or after the apprenticeship instructor has started to provide the related technical 
instruction. 


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 repeat a process or series of processes 
before advancing to the next wage classification. 


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


G. RATIO OF APPRENTICES TO JOURNEYWORKERS: 


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


H. APPRENTICE WAGE SCHEDULE: 


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


I. EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION PROGRAM: 


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 
that will generate referrals from all demographic groups within the relevant recruitment 
area, identify a contact person, mailing address, telephone number, and email address 
for each recruitment source, and provide recruitment sources with advanced notice of 
apprenticeship openings.  Sponsors must maintain apprenticeship programs free from 
harassment, intimidation and retaliation, including providing required anti-
harassment training and addresses the right of apprentices to file a harassment 
complaint under 29 CFR § 30.14.  Sponsors must make all facilities and apprenticeship 
activities available without regard to race, color, religion, national origin, sex, 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. 


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


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


3. 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. 


J. COMPLAINT PROCEDURES: 


Section J 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: 


• 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. 


• 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.  J.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 J.2.  Either party to the apprenticeship agreement may consult with 
the Registration Agency for an interpretation of any provision of these standards over which 
differences occur. 


Such complaints must be in writing, signed by the complainant or the authorized 
representative, and must be submitted within 60 days of any final sponsor decision.  The 
complaint must set forth the specific matter(s) complained of and state the relevant facts and 
circumstances.  Copies of any pertinent documentation must accompany the complaint. 


K. OFFICE OF APPRENTICESHIP GENERAL CONTACT INFORMATION: 


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


SECTION II – APPENDICES AND ATTACHMENTS 


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


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


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


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


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


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


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


Pursuant to section 2(b)(1) of the Support for Veterans in Effective Apprenticeships Act of 2019 
(Pub. L. 116-134, 134 Stat. 276), Registered Apprenticeship program sponsors are required to 
provide a written assurance that the sponsor: (1) is aware of the availability of educational 
assistance for a veteran or other eligible individual under chapters 30 through 36 of title 38, 
United States Code, for use in connection with a registered apprenticeship program; (2) will make 
a good faith effort to obtain approval for educational assistance described in paragraph (1) above 
for, at a minimum, each program location that employs or recruits an veteran or other eligible 
individual for educational assistance under chapters 30 through 36 of title 38, United States 
Code; and (3) will not deny the application of a qualified candidate who is a veteran or other 
individual eligible for educational assistance described in paragraph (1) above for the purpose 
of avoiding making a good faith effort to obtain approval as described in paragraph (2) above.  


This requirement applies to “any program applying to become a registered apprenticeship 
program on or after the date that is 180 days after the date of enactment of this Act” (i.e., 
September 22, 2020).  Accordingly, apprenticeship programs that were registered by a 
Registration Agency before September 22, 2020, are not subject to this requirement. 


SECTION IV – 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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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. 


4. 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. 


5. 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. 


6. 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. 


7. 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.) 


8. TRAINING REQUIREMENTS: 


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


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


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


9. 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. 


10. 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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What do an electrician, a plumber, an HVAC technician, an appliance repair technician, a carpenter/handyman and a landscaping technician all have in common? They are all jobs that can be learned through an apprenticeship. Neighborly has partnered with Penn Foster and the U.S. Department of Labor Apprenticeship Office to provide this Apprenticeship Toolbox to our independently owned and operated franchise owners as a resource. 
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This toolbox provides helpful steps and resources to start and register an apprenticeship program, from exploring the apprenticeship model as a workforce strategy to launching a new program. Whether you’re a new franchise owner or an owner that has a well-established business, we invite you to use this toolkit to:

Explore

Explore apprenticeship as a strategy to meet your needs for skilled workers 

Partner 

Partner with other Franchise Owners in your region to develop an apprenticeship program 

Build

Build on the core components of the apprenticeship program Related Technical Instruction provided by Penn Foster 

Register 

Register your apprenticeship program with your State’s Department of Labor or Authorizing Agency

Launch

Launch your new Registered Apprenticeship program 



Registered Apprenticeship is a tried-and-true approach for preparing workers for jobs – and meeting the business needs for a highly-skilled workforce that continues to innovate and adapt to meet the needs of the 21st century. Businesses that use apprenticeship reduce worker turnover by fostering greater employee loyalty, increasing productivity, and improving the bottom line. Apprenticeships offer workers a way to start new careers with good wages and job security in the home services industry. For every dollar spent on apprenticeship, employers get approximately $1.50 in return on investment through improved productivity and an increased bottom line. 97% of participating employers recommend Registered Apprenticeship as a training model.
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Registered Apprenticeship is an employer (Franchise Owner) driven model that combines on-the-job learning with Related Instruction (RI) that increases an apprentice’s skill level and wages. It is a proven solution for businesses to recruit, train, and retain highly skilled workers. 

Apprenticeship is a flexible training strategy that can be customized to meet the needs of every business. It can be integrated into current training and business growth strategies. Apprentices can be new hires – or businesses can select current employees to join the apprenticeship program (“skilling up”). Apprenticeships are a good way to reward high-performing entry-level employees and move them up the career ladder within the business such as a helper transitioning to a journeyman electrician or journeyman plumber. Apprenticeship is also an “earn and learn” model – apprentices receive a paycheck from day one, so they earn wages while they learn on the job, while avoiding very costly student loans. More than 500,000 apprentices participate in Registered Apprenticeship programs across the country.

Benefits for your franchise business:

· Highly skilled employees

· Reduced turnover costs

· Higher productivity

· Workforce diversity

Benefits for workers:

· Increased skills

· Higher wages

· National credential

· Career advancement

To further explore Registered Apprenticeship as a workforce strategy:

· Watch testimonials about the value of apprenticeship (need to capture and embed video here)

· Read the Solutions for Industry fact sheet from the Department of Labor

· Review the Frequently Asked Questions on Registered Apprenticeship
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Are you ready to start developing an apprenticeship program? Don’t go it alone! Successful apprenticeships are born from collaboration among partners – businesses, workforce intermediaries (such as industry associations), educational institutions, the public workforce system, and other key community organizations. The partnership works together to identify the resources needed, design the apprenticeship program, and recruit apprentices.







Every partner has a critical role to play: 

Business Partners (individual Franchise Owners or a cooperative of Franchise Owners)

· Identify the skills and knowledge that apprentices must learn

· Hire new workers, or select current employees, to be apprentices

· Provide on-the-job training through an experienced mentor to work with apprentices

· Pay progressively higher wages as skills increase

· Can provide related instruction in-house or in partnership with others 

Workforce Intermediaries (industry associations and community-based organizations)

· Provide industry and/or workforce specific expertise (e.g., curriculum development) to support employers in a particular industry sector

· Can serve as sponsor of an apprenticeship program, taking responsibility for the administration of the program (thereby reducing the burden on employers)

· Aggregate demand for apprentices, particularly with small- and medium-size employers, that may not have the capacity to develop an apprenticeship program on their own

· Can be the provider of Related Technical Instruction (RTI) and supportive services as appropriate 

Educational Institutions (Penn Foster)

· Develop curriculum for related instruction

· Deliver Related Technical Instruction (RTI) to apprentices through the Penn Foster Student Portal and Franchise Owner administrative access through the Partner Portal.

· Can provide college credit for courses successfully completed

· Aggregate demand for apprentices

Public Workforce System (Workforce Development Board, American Job Center)

· Develop sector and career pathway strategies utilizing apprenticeship

· Recruit and screen candidates to be apprentices

· Provide pre-apprenticeship and basic skills preparation » Provide supportive services (such as tools, uniforms, equipment, or books)

· Contribute funding for on-the-job training or related instruction

Apprenticeship System (State Office of Apprenticeship or approved State Apprenticeship Agency)

· Provide technical assistance and support to new sponsors

· Answer questions about the apprenticeship model 

· Guide the partners through the steps to develop and register a program

· Advise partners on sources of funding to support apprenticeship

Find the apprenticeship contact in your state using the Directory of State Apprenticeship Offices

Find and contact workforce investment boards and community colleges in your region by visiting Careeronestop
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With a strong partnership in place, the next step is to build on the Related Technical Instruction already provided by Penn Foster. Apprenticeship programs consist of five core components: direct business involvement, on-the-job training, Related Technical Instruction (RTI), rewards for skill gains, and completion resulting in a national occupation credential. For each, the partners will develop the details of that component, leverage the resources needed, and decide which partners will carry out that part of the program





Business Involvement

Employers are the foundation of every apprenticeship program and the skills needed by their workforce are at the core. Franchise owners and/or their managers must play an active role in building the program and be involved in every step in designing the apprenticeship.

On-the-Job Training

Every program includes structured on-the-job training. Apprentices get hands-on training from an experienced mentor at the job site for typically not less than one year. On-the-job training is developed through mapping the skills and knowledge that the apprentice must learn over the course of the program in order to be fully proficient at the job.

Related Instruction

Apprentices receive related instruction that complements on-the-job learning. This instruction delivers the technical, workforce, and academic competencies that apply to the job. It can be provided by a community college, a technical school (i.e., Penn Foster), or an apprenticeship training school – or by the business itself. Education partners collaborate with business to develop the curriculum based on the skills and knowledge needed by apprentices. All partners work together to identify how to pay for the related instruction, including the cost to the employer and other funds that can be leveraged.

Rewards for Skill Gains 

Apprentices receive increases in pay as their skills and knowledge increase. Franchise Owners establish an entry wage based on their region, and an ending wage, and build in progressive wage increases through the apprenticeship as skill benchmarks are attained by apprentices. Progressive wage increases help reward and motivate apprentices as they advance through their training. For benchmarking data on wages by occupation by state and zip code, visit O-Net OnLine and enter the occupation in the Occupation Quick Search Window.

National Occupational Credential

Every graduate of a Registered Apprenticeship program receives a nationally recognized credential. As you build the program, keep in mind that apprenticeship programs are designed to ensure that apprentices master every skill and have all the knowledge needed to be fully proficient for a specific occupation.

Apprenticeship programs can be customized to meet the needs of business and the skills of apprentices. Penn Foster has created a “Fast Track” pre-apprenticeship program which will provide apprentices with essential basic skills and then individuals successfully completing the program are accepted into a full apprenticeship program, receiving full credit for the Fast-Track program and sometimes receiving credit for prior experience. Apprentices will be enrolled in Penn Foster’s Student Portal training system, and Franchise Owners are given access to the Partner Portal, which will allow them to track the apprentice’s progress in Penn Foster’s Related Technical Instruction (RTI). The self-paced Fast-Track program will last 12-14 months based on a student commitment of 3-4 hours per week, which will then lead into a full apprenticeship program. 

This “Fast Track” approach allows Franchise Owners to fully monitor and assess individuals for performance and fit before making the investment of a remaining apprenticeship program.
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Now that you have built your apprenticeship, the next step is to register the program to become part of the apprenticeship network. Registered Apprenticeship programs are those programs that have met national standards for registration with the U.S. Department of Labor (or an approved State Apprenticeship Agency). Businesses that register their apprenticeship programs can access many benefits, including a nationwide network of expertise and support at no cost, tax credits in many states, and funding and other resources from federal programs. Penn Foster has designed the key aspects of the Related Technical Instruction element your apprenticeship program to meet the standards for registration. The apprenticeship office in your state can help guide you through the process of building and formally registering your apprenticeship program.





Neighborly has developed in cooperation with and been approved for National Guideline Standards (NGS) with the U.S. Department of Labor Office of Apprenticeship.

NGS are generally appropriate for organizations with multiple chapters or affiliates across the country. NGS are useful when organizations seek to provide some level of consistency across their affiliates but wish to allow for some ability to customize programs at the local level.



Why is it important to register your apprenticeship program?

Technical Assistance and Support

The program joins the apprenticeship network, which provides access to a nationwide network of expertise, customer service, and support at no charge

National Credential

Graduates of Registered Apprenticeship programs receive a national, industry-recognized credential.

Quality Standards

Registration means the program has met national and independent standards for quality and rigor. Registration tells prospective employees, customers, and suppliers that you invest in your workforce and that you believe your employees are your most important asset!

Tax Credits

In many states, businesses can qualify for tax credits related to apprenticeship programs. In addition, employers may be able to claim some expenses for training as a federal tax credit

Federal Resources

Businesses and apprentices can access funding and other resources from many federal programs to help support their Registered Apprenticeship programs.
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What federal resources are available to support Registered Apprenticeship programs? 

Over $1 billion for employment and training services is available through Workforce Innovation and Opportunity Act programs across the country. These programs can provide training funds to support on-the-job training and related instruction, as well as provide supportive services to help apprentices.

 Apprentices may be eligible for Federal Financial Aid under certain circumstances. If the apprenticeship is connected to a school’s program of study, then apprentices may be eligible for Pell Grants, $3,000 on average per apprentice, and the school may choose to provide federal work-study grants, $2,000 on average per apprentice.

By becoming approved for the GI Bill, Registered Apprenticeship programs can assist their current and future Veteran apprentices with the benefits they’ve earned. Veterans who qualify for the GI Bill can receive a monthly stipend (paid by the Veteran Affairs), in addition to the wages they receive in an apprenticeship. Registered Apprenticeship program sponsors can be certified under the GI Bill usually within 30 days. With Penn Foster, vets may be eligible for a stipend through the MHA (Monthly Housing Allowance), as opposed to having the Government pay Penn Foster.



For more information on federal resources that may be available to support your Registered Apprenticeship program, visit www.doleta.gov/oa/federalresources/playbook.pdf

Remember to contact your state apprenticeship representative for help with the registration process 

Review the list of state tax credits available to businesses that sponsor apprenticeship programs 

Access boilerplate documents to help with the registration process
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With the program registered, you are now ready to move forward to launch your apprenticeship program. The partnerships formed as you were exploring the possibilities of Registered Apprenticeship are as critical now – partner collaboration is essential to successfully launching and sustaining your apprenticeship program!

Conduct marketing and outreach for your apprenticeship program to build its image, attract high quality candidates, and reach community stakeholders. Apprenticeship program marketing materials such as postcards, flyers and social media posts are available to you through XpressDocs.

Recruit candidates for the program, screen for any minimum skills required, hire apprentices, and register your apprentices. Your CareerPlug account has job templates for apprenticeship programs that can be posted to the major job boards as well as custom sources selected by you (Facebook, LinkedIn, Generation T, trade schools, etc.). The CareerPlug platform also provides the opportunity to have candidates complete math/verbal and personality assessments that have been validated. 

Keep in contact with your state apprenticeship office. Your apprenticeship representative is an important resource, who will be there to provide ongoing support and technical assistance when you need help.

Begin training apprentices. With these key pieces in place, you are ready to start training your apprentices. As the program continues, track your apprentices’ progress as they advance through the Penn Foster Fast Track apprenticeship training program and increase their skills. Note: Franchise Owners can actually enroll students in the Fast-Track program before their apprenticeship program is approved by the appropriate agency in their state.

Assess and Continuously Improve. It’s your apprenticeship program! Continue to assess its performance and continuously improve to meet your changing needs. Make sure to stay in regular contact with our training partner Penn Foster.

Share your Success. Share your best practices and tell your story. Apprenticeship benefits when employers and others tell their apprenticeship story. Fellow Neighborly Franchise Owners can follow your path when you highlight your success. One of the greatest benefits of franchising is the sharing of best practices. 

Take one step at a time and before you know it your Registered Apprenticeship program will be up and running. Apprenticeships are win-win for businesses, for workers, and for the community!

For more resources to help you launch your Registered Apprenticeship Program, visit the Apprenticeship Community of Practice
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Dwyer Franchising LLC d/b/a Neighborly is parent company of multiple home service brand franchise companies that each establishes business systems and grants franchisees the right to establish the Local Sponsor their own franchise location.

The Local Program Sponsor is an independently owned and operated franchised business that operates the business under one of the service brands’ marks, trademarks, trade names, logos, emblems, slogans, or other indicia of origin in connection with the franchise system within a specified geographical area.

All Local Program Sponsors are independently owned and operated businesses.  At no time shall the Local Program Sponsor and Dwyer Franchising LLC d/b/a Neighborly or any of its home service brands companies be deemed a joint employer with its franchisees for any reason.  Local Program Sponsors independently control their own employees or independent contractors and all conduct of said employees and independent contractors.
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Appendix C

Affirmative Action Plan

Adopted By

(insert Sponsors' names or organizations) 

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.




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 occupational 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:	Invitations 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 occupational 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 State Apprenticeship Agency to complete their workforce analysis.

The following terms are used in this section:

· An Occupational Title is a specific occupation that has been assigned an 8-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 (8-digit SOC/O*NET Code: 47-2181.00), Electrician (SOC/O*NET Code 47-2111.00), Tool and Die Maker (8-digit SOC/O*NET Code: 51-4111.00), and Machinist (8-digit 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 8-digit 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 Code: 47) and Manufacturing (2-digit SOC 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 State Apprenticeship Agency 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 Occupational Title for Sex, Ethnicity, and Race

NOTE: The workforce analyses by occupational 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 Occupational 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 – Occupational Titles by Sex

Number of Responses Selecting a Sex

		Occupational Title

		8-Digit

O*NET Code

		Female

		Male

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





TABLE 2 – Occupational Titles by Ethnicity

Number of Responses Selecting an Ethnicity

		Occupational Title

		8-Digit

O*NET Code

		Hisp

		Non-Hisp

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





TABLE 3 – Occupational 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

		Occupational 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

		Occupational 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 occupational 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: ]
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☐  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], with assistance from the Registration Agency, 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 will need to contact the Registration Agency to conduct 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 (Occupational 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







After completion of the DAT with the Registration Agency, attach the results 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, 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 Occupational Title

Table 8 below shows, for each Occupational 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 Occupational Title

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

		Occupational Title

		8-Digit O*NET Code

		Yes

		No

		Did not answer or return form

		Total Number of Individuals Responding ‘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. 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 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 also 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 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, 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 – Invitations 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, and keep it separate from the application and the apprentice’s program files.




Section IX – Official Adoption of 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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Appendix A



WORK PROCESS SCHEDULE

Electrician

O*NET-SOC CODE: 47-2111.00		RAPIDS CODE: 0159



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

1. APPRENTICESHIP APPROACH



☒  Time-based	☐  Competency-based	☐  Hybrid

1. TERM OF APPRENTICESHIP

The term of the apprenticeship is 4 years with an OJL attainment of 8000 hours, supplemented by the minimum required 620 hours of related instruction.

1. RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  1 Apprentice to 1 Journeyworker.

1. APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is: $ ____.



	** Wages will be determined at the time of local sponsor registration

1. PROBATIONARY PERIOD

	Every applicant selected for apprenticeship will serve a probationary period of 2000 Hours.



1. SELECTION PROCEDURES



[image: ]

Selection procedures will be established and implemented during the local sponsor registration
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WORK PROCESS SCHEDULE

ELECTRICIAN

O*NET-SOC CODE: 47-2111.00		RAPIDS CODE: 0159

 

Description:  Install, maintain, and repair electrical wiring, equipment, and fixtures. Ensure that work is in accordance with relevant codes. May install or service street lights, intercom systems, or electrical control systems. 



On-The-Job Training:  Apprentices will receive training in the various work experiences listed below. The order in which this training is given will be determined by the flow of work on the job and will not necessarily be in the order listed.   

	Hours        

A. Assemble, install, test, and maintain electrical or electronic wiring, equipment, appliances, apparatus, and fixtures, using hand tools and power tools	900

B. Diagnose malfunctioning systems, apparatus, and components, using test equipment and hand tools, to locate the cause of a breakdown and correct the problem	900

C. Connect wires to circuit breakers, transformers, or other components	700

D. Inspect electrical systems, equipment, and components to identify hazards, defects, and the need for adjustment or repair, and to ensure compliance with codes	600

E. Place conduit, pipes or tubing, inside designated partitions, walls, or other concealed areas, and pull insulated wires or cables through the conduit to complete circuits between boxes	600

F. Prepare sketches or follow blueprints to determine the location of wiring and equipment and to ensure conformance to building and safety codes	600

G. Plan layout and installation of electrical wiring, equipment and fixtures, based on job specifications and local codes	500

H. Install ground leads and connect power cables to equipment, such as motors	400

I. Repair or replace wiring, equipment, and fixtures, using hand tools and power tools	400

J. Test electrical systems and continuity of circuits in electrical wiring, equipment, and fixtures, using testing devices such as ohmmeters, voltmeters, and oscilloscopes, to ensure compatibility and safety of system	400

K. Use a variety of tools and equipment such as power construction equipment, measuring devices, power tools, and testing equipment including oscilloscopes, ammeters, and test lamps	400

L. Advise management on whether continued operation of equipment could be hazardous	300

M. Construct and fabricate parts, using hand tools and specifications	300

N. Perform physically demanding tasks, such as digging trenches to lay conduit and moving and lifting heavy objects	300

O. Work from ladders, scaffolds, and roofs to install, maintain or repair electrical wiring, equipment, and fixtures	300

P. Fasten small metal or plastic boxes to walls to house electrical switches or outlets	200

Q. Perform business management duties such as maintaining records and files, preparing reports and ordering supplies and equipment	200



Total Hours	8,000




RELATED INSTRUCTION OUTLINE

ELECTRICIAN

O*NET-SOC CODE: 47-2111.00		RAPIDS CODE: 0159

 

Hours Instruction Provided: ☐During Work Hours   ☐During Non-Work Hours   ☐Both



Penn Foster’s Plumber Apprentice program   

Rick Bruno - Sr. Training Consultant - Penn Foster/Industrial Training Solutions
Phone: (518) 894-5125 - rick.bruno@pennfoster.edu
www.workforcedevelopment.com



Duration: 620 hours



		Course	Course
Course Title	Number	Duration

Working Safely with Electricity	*186108	10 hours

Basic Industrial Math	*Block X31	30 hours

Addition and Subtraction	*186303	(5 hours)

Multiplication and Division	*186304	 (5 hours)

Fractions, Percents, Proportions, and Angles	*186305	 (5 hours)

Metric System	*186306	(5 hours)

Formulas	*186307	(5 hours)

Introduction to Algebra	*186308	 (5 hours)

Working with Multimeters	006021	10 hours

DC Principles	*Block A31	30 hours

Nature of Electricity	*086112	 (5 hours)

Circuit Analysis and Ohm's Law	*086113	 (5 hours)

Capacitors and Inductors	*086114	 (5 hours)

Magnetism and Electromagnetism	*086115	(5 hours)

Conductors, Insulators, and Batteries	*086116	(5 hours)

DC Motors and Generator Theory	*086117	(5 hours)

AC Principles	*Block A32	40 hours

Alternating Current	*086118	 (5 hours)

Alternating Current Circuits	*086119	 (5 hours)

Inductors in AC Circuits	*086120	 (5 hours)

Capacitors in AC Circuits	*086121	 (5 hours)

Transformers	*086122	(5 hours)

Alternators	*086123	 (5 hours)

Electrical Energy Distribution	*086124	 (5 hours)

Rectification and Basic Electronic Devices	*086125	(5 hours)

National Electrical Code (2020 Text/Course)	*5177EM	60 hours

MI Rules & Regs, Parts 1 & 2	*BTB12402	15 hours

Electrical Grounding	*086E01	25 hours

Data, Voice and Video Cabling	086E16	20 hours 

Electrical Equipment	*Block A24	60 hours

Conductors and Insulators in Industry	*086070	 (5 hours)

Working with Conduit	*086071	 (5 hours)

Electrical Boxes	*086072	 (5 hours)

Industrial Enclosures and Raceways	*086073	 (5 hours)

Connecting Electrical Equipment, Part 1	*086074	 (5 hours)

Connecting Electrical Equipment, Part 2	*086075	 (5 hours)

Industrial Fuses	*086076	 (5 hours)

Industrial Circuit Breakers	*086077	 (5 hours)

Plugs, Receptacles, and Lampholders	*086078	 (5 hours)

Industrial Switches	*086079	 (5 hours)

Industrial Relay Ladder Logic	*086080	 (5 hours)

Industrial Relays, Contractors, and Solenoids	*086081	 (5 hours)

Electrical Wiring Practices	*086E02	20 hours

Electrical Equipment, Part 1	*006027 	10 hours

Electrical Equipment, Part 2	*006028  	10 hours 

Wiring Electrical Components, Part 1	*006029 	10 hours 

Wiring Electrical Components, Part 2	006030	10 hours

Troubleshooting Electrical Systems	006018	10 hours

Conductors	006014	10 hours

Working With Conduit	006015	10 hours

Fire Alarm Systems – NFPA 72	*986M08	25 hours

Electrical Blueprint Reading	*006036	10 hours

Reading Electrical Schematic Diagrams	006022	10 hours

Industrial DC Motors	*086051	10 hours

Industrial AC Motors	*086052	10 hours

Controlling Industrial Motors	*086053	10 hours

Alternating Current Motors	*4032	10 hours

Industrial Motor Applications	*086093	10 hours

Transformers	*4040	10 hours

Industrial Motor Controls, Parts 1 - 3	*6699A-C	30 hours

Motor Control Fundamentals (for PLC’s)	*006010	10 hours

Industrial Motor Control (for PLC’s), Part 1		*006011	10 hours

Industrial Motor Control (for PLC’s), Part 2	*006012	10 hours

Protective Relaying, Parts 1 & 2	*6538A-B	20 hours

Control Technology for Technicians	*286M04	45 hours

TOTAL HOURS: 620 hours












SELECTION PROCEDURES
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Appendix A



WORK PROCESS SCHEDULE

PLUMBER 

O*NET-SOC CODE: 47-2152.02   RAPIDS CODE: 0432R1



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

1. APPRENTICESHIP APPROACH



☒  Time-based	☐  Competency-based	☐  Hybrid

1. TERM OF APPRENTICESHIP

The term of the apprenticeship is 4 years with an OJL attainment of 8000 hours, supplemented by the minimum required 578 hours of related instruction.

1. RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice to journeyworker ratio is:  1 Apprentice to 1 Journeyworker.

1. APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a percentage or a dollar amount of the current hourly journeyworker wage rate, which is: $ ____.



Apprentice wages will be determined by the local sponsor at the time of registration.



1. PROBATIONARY PERIOD

	Every applicant selected for apprenticeship will serve a probationary period of 2000 Hours.



1. SELECTION PROCEDURES



[image: ]

Selection Procedures will be determined by the local sponsor at the time of registration.
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WORK PROCESS SCHEDULE
PLUMBER 

O*NET-SOC CODE: 47-2152.02   RAPIDS CODE: 0432R1





									Approximate Hours



1. A. Installation of piping for drain waste					1,500

B. Soil 

C. Sewerage 

D. Vent 

E. Leader lines



2. A. Installation of piping for hot							1,250

B. Cold water for domestic purposes



3.	Installation of solder work 							10



4.	A. Assembly in position and connection of fixtures and appliances used	2,500

in domestic heating 

B. Gas fittings

C. Plumbing and drainage system



5.	Welding and brazing connected with the trade					250



6.	Maintenance and repairing of heating, plumbing, gas fittings, and		800

refrigeration service



7.	Operation, care, and use of all tools and equipment connected 		525

with the trade



8.	Operation and maintenance of complete repair service and drain 		540

cleaning



9.	Code, blueprint reading and sketching, and safety requirements		625

									       TOTAL HOURS:  8,000 








RELATED INSTRUCTION OUTLINE

PLUMBER 

O*NET-SOC CODE: 47-2152.02   RAPIDS CODE: 0432R1



Hours Instruction Provided: ☐During Work Hours   ☐During Non-Work Hours   ☐Both



Penn Foster’s Plumber Apprentice program

Rick Bruno - Sr. Training Consultant - Penn Foster/Industrial Training Solutions
Phone: (518) 894-5125 - rick.bruno@pennfoster.edu
www.workforcedevelopment.com



Neighborly’s Plumber Apprentice program

		Course	PF	Course
Course Title	Number	Duration

Basic Industrial Math	Block X31	30 hours

  Addition and Subtraction	186303	(5 hours)

  Multiplication and Division	186304	 (5 hours)

  Fractions, Percents, Proportions, and Angles	186305	 (5 hours)

  Metric System	186306	 (5 hours)

  Formulas	186307	 (5 hours)

  Introduction to Algebra	186308	 (5 hours)

Linear and Distance Measurement	186125	5 hours

Temperature Measurement	186127	5 hours

Trades Safety: Getting Started	186104	5 hours

Working Safely with Chemicals	186105	5 hours

Fire Safety	186106	5 hours

Electrical Safety for the Trades	186108	5 hours

Material Handling Safety	186109	5 hours

Quality Concepts: Tools and Applications	186036	5 hours

Common Hand Tools, Part 1	186164	5 hours

Common Hand Tools, Part 2	186165	5 hours

Electric Drilling and Grinding Tools	186166	5 hours

Power Cutting Tools	186167	5 hours

Pneumatic Hand Tools	186056	5 hours

Electricians' Tools	006026	10 hours

Tool Grinding and Sharpening	186057	5 hours

Woodworking Hand Tools	186169	5 hours

Bench Work, Part 3	5004C	10 hours

Preventive Maintenance	286085	5 hours

Industrial Plumbing and Pipefitting	Block D30	40 hours

  The Trades of Plumbing and Pipefitting	286111	(5 hours)

  Pipes, Fittings, and Valves	286112	 (5 hours)

  Plumbing and Pipefitting Tools	286113	 (5 hours)

  Joining and Assembling Pipes	286043	(5 hours)

  Supporting, Installing, and Testing Pipes	286044	 (5 hours)

  Plumbing Fixtures and Appliances	286045	 (5 hours)

  Tanks, Pumps, and Boilers	286046	 (5 hours)

  Insulation for Piping and Ducting	286114	   (5 hours)

High Pressure Pipefitting	2452	10 hours

Insulation for Pipefitting	6814	10 hours

Domestic and Institutional Water Supply	5390	10 hours

Cold Water Supply	5384	10 hours

Pipefitting Math	986M03	20 hours

Sanitary Plumbing Fixtures	4515A-B	20 hours

Safe Handling of Pressurized Gasses and Welding	186107	5 hours

Fundamentals of Welding, Part 1	286025	10 hours

Introduction to Print Reading	186325	8 hours

Print Reading Symbols and Abbreviations	186326	8 hours

Building Drawings	186181	8 hours

Electrical Drawings and Circuits	186044	8 hours

Electronic Drawings	186045	8 hours

Piping: Drawings, Materials, and Parts	186047	8 hours

Reading Architectural Drawings	686E02	30 hours

Properties of Materials	686005	10 hours

Principles of Mechanics, Part 1	286007	10 hours

Principles of Mechanics, Part 2	286008	10 hours

Reading Piping Prints	6732	10 hours

Hot Water Supply	5385	10 hours

Hot Water Heating	4503	10 hours

Drainage Systems	4502	10 hours

Tanks and Pumps	5389	10 hours

Pumps, Part 1	286001	10 hours

Pumps, Part 2	286002	10 hours

Pumps, Part 3	286003	10 hours

Sewerage, Parts 1 - 3	6794A-C	30 hours

Nature of Electricity	086112	5 hours

Circuit Analysis and Ohm's Law	086113	5 hours

Conductors, Insulators, and Batteries	086116	5 hours

Alternating Current	086118	5 hours

Alternating Current Circuits	086119	5 hours

Principles of Heating, Ventilating, and A/C	6447A-B	20 hours

Radiators, Convectors, and Unit Heaters	6465	10 hours

National Fuel Gas Code	6593	15 hours

International Plumbing 2021 Code (Course w/Text)	286M08	30 hours

Estimated Total Curriculum Duration: 578 hours

		Number of Exams: 81









***SEE FULL COURSE DESCRIPTIONS BELOW















Block X31

Basic Industrial Math

Duration: 

30 hours (includes 6 tests)

What Students Learn: 

This module of six study units offers the trainee arithmetic and basic mathematics, metric measurement, and calculator fundamentals. The Metric System is an introductory unit which includes metric conversions. Problem exercises and examples in this module are presented in on-the-job scenarios with applications drawn from the industrial context.

Special Notes: 

This updated course replaces lessons contained within Practical Math and Measurements, Block X01.  Each study unit contains a progress examination.

Components: 

Addition and Subtraction (186303)

Multiplication and Division (186304)

Fractions, Percents, Proportions, and Angles (186305)

Metric System (186306)

Formulas (186307)

Introduction to Algebra (186308)

186303

Addition and Subtraction

Objectives:

•	Define the terms: whole number, numeral, digit, decimal, place value, addend, sum, minuend, subtrahend, and difference.

•	Explain the significance of the digit zero in a number.

•	Differentiate between concrete and abstract numbers.

•	Properly prepare numbers for addition and subtraction.

•	Perform addition and subtraction on numbers.

•	How to check your answers to both addition and subtraction problems.

•	How to use a calculator to add and subtract numbers.

186304

Multiplication and Division

Objectives:

•	Define the terms: factor, multiplicand, multiplier, partial product, dividend, divisor, quotient, and remainder.

•	Recognize the various signs used for multiplication and division.

•	Properly prepare numbers for multiplication and division.

•	Perform multiplication and division on whole numbers and decimals.

•	How to check your answers to both multiplication and division problems.

•	How to find the average of a group of numbers.

•	How to use a calculator to multiply and divide numbers.

186305

Fractions, Percents, Proportions, and Angles

Objectives:

•	Define the terms: fraction, proper fraction, improper fraction, lowest common denominator, percent, ratio, and proportion.

•	How to add, subtract, multiply, and divide fractions and decimals.

•	How to change fractions to decimals and decimals to fractions.

•	Solve problems involving percent.

•	How to use a protractor to measure angles.

•	Lay out templates for checking angles.

•	How to use a calculator to solve percent problems and to convert fractions to decimals.

186306

Metric System

Objectives:

•	Name the base units most commonly used in the metric system.

•	Identify metric prefixes and their values.

•	Apply conversion factors to increase or decrease metric base units.

•	Estimate lengths in metric units.

•	Express temperature in degrees Celsius.

•	Define the terms: mass, density, force, torque, and pressure. Identify the metric units used to measure each one.

•	How to use a calculator to convert one metric unit to another.

186307

Formulas

Objectives:

•	Explain the use of letters in formulas.

•	Prepare and use formulas to solve problems.

•	The use of formulas to calculate the perimeter of a triangle and rectangle, distance, area of a triangle, rectangle, and circle, volume of a pyramid, current in a circuit, and volume of a sphere.

•	How to use a calculator to find square root and solve formulas.

•	Transform and solve an equation.

•	Perform basic arithmetic operations with signed terms.

•	Substitute given numerical values for letters in a formula and find the unknown quantity.

186308

Introduction to Algebra

Objectives:

•	Define the terms: term, constant, coefficient, exponent, monomial, trinomial, and polynomial.

•	Identify and combine like terms in an expression.

•	Multiply and divide terms containing exponents.

•	Remove parentheses from an expression and simplify the expression.

•	Perform basic arithmetic operations with signed terms.

186125

Linear and Distance Measurement

Objectives:

•	Recognize the difference between English and metric units of length.

•	Find the perimeter of rectangular, square, or triangular areas or objects, such as rooms or machine bases, after measuring the sides.

•	Calculate the circumference of circular objects like pipes of tanks after measuring the diameter.

•	Measure lengths with the aid of rigid and flexible rules, thickness gauges and screw pitch gauges.

•	Read a typical vernier scale and micrometer to take precise measurements.

186127

Temperature Measurement

Objectives:

•	Change temperature units from one system to another.

•	Discuss the use of the various types of thermometers.

•	Select the type of thermometer to be used at certain temperatures.

186104

Trades Safety: Getting Started

Duration: 

5 hours (includes 1 test)

Objectives:

Preview

As you learn the skills and tasks needed to perform your job, you may not think much about safety. However, thorough knowledge of safe practices is an important part of working in any industrial setting. Every industrial worker (no matter what job he or she does) should be familiar with accident prevention techniques, fire safety methods, and the use of personal protective equipment.

Injuries in the workplace cost millions of dollars in medical costs, lost wages, and productivity losses each year. More importantly to you, severe workplace injuries can be life-altering events. Many injuries can be prevented by understanding how accidents and injuries can occur. This lesson is designed to help you understand why safety in the workplace is so important, and to present you with some information about safety that goes beyond the common sense you already have.

186105

Working Safely with Chemicals

Duration: 

5 hours (includes 1 test)

Objectives:

Preview

Chemicals and chemistry have greatly changed our lifestyles. Almost every manmade substance we see, touch, taste, or smell has some connection to chemistry.

This lesson deals with the safe use of chemicals in the workplace. The two primary causes of chemical accidents are their misuse and the improper storage and disposal of chemicals and chemical wastes. Understanding the hazards that chemicals can create is the first step in protecting yourself and those around you from harm.

The main goal of this lesson is to provide you with sound, practical knowledge about chemical use, storage, and disposal. You’ll learn how to recognize common chemical hazards and how to deal with them. You’ll learn how to perform a job analysis while looking for potential chemical dangers in your daily tasks. Finally, you’ll learn how to take precautions to avoid chemical accidents and make your job as safe as possible.

186106

Fire Safety

Duration: 

5 hours (includes 1 test)

Objectives:

Preview

This lesson introduces the information you need to practice fire safety and prevention in the workplace. While fires are the most destructive and expensive of all accidents, they can also be effectively prevented through the combined use of technology and common sense. By understanding how fires get started and how to extinguish them, you’ll have much of the knowledge you need to protect yourself from the dangers of fire.

186109

Material Handling Safety

Duration: 

5 hours (includes 1 test)

Objectives:

Preview

This lesson introduces safe work practices commonly used when handling manufacturing and industrial materials. You’ll learn the procedures necessary to avoid physical injury to yourself and those working with you, for both manual and mechanical handling methods. You’ll also learn procedures that minimize damage to the materials you’re moving as well as to facility property. Knowing the proper procedures will also give you the insight to decide when mechanical handling is necessary, or perhaps preferred, over traditional physical handling.



186036

Quality Concepts: Tools and Applications

Duration: 

5 hours (includes 1 test)

What Students Learn: 

•	Describe how job roles change as a company evolves in its quality consciousness.

•	Explain several ways in which you can support TQM.

•	Identify approaches, practices and skills associated with positive organizational change.

•	Differentiate between the "change process" at the company level and the manufacturing processes that require improvement.

•	Describe major causes of process variation and give examples of how they may affect you in your job.

•	Explain why and how the reduction of variability is a key factor in process improvement.

•	Describe why and how quality and process improvement depend on data-driven decision making.

•	Identify seven quality tools and explain their uses.

186164

Common Hand Tools, Part 1

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

In the first part of a students introduction to hand tools, you'll learn about various types of tools as well as how to use them safely.  You'll also learn how workpieces are held in place, the manner in which workpieces are marked prior to actually starting a given job, and how to make the most of a workbench's many useful features.



Next, students will be introduced to a group of hand tools which most technicians use on a daily basis -- wrenches, pliers, screwdrivers, and hammers.  Again, you'll learn the correct ways to safely use and take care of these tools.  Equally important, students will learn how not to use these tools and the results of their improper use.



Objectives

When a student completes this study unit, he and she will be able to:

•	Identify common hand tools and their function.

•	Explain how to safely use common hand tools.

•	Maintain most types of hand tools.

•	Describe the benefits of several special features available for some hand tools.



Contents

Working with Hand Tools; Wrenches; Pliers; Screwdrivers; Striking Tools; Tool Storage and Benchwork.

186165

Common Hand Tools, Part 2

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

In this study unit, we'll continue the discussion of hand tools commonly used by technicians.  While a broad range of technicians use many of the tools discussed here, such as chisels and punches, many others are more specialized and are commonly used by maintenance and machine trades technicians.



Students will learn how to choose the correct chisel or punch for the job, how to care for it, and use it safely.



Next, you'll learn about the variety of different cutting tools such as snips, knives, and hacksaws.  Another important group of tools is shaping tools, such as files.  Students will learn the different types of files, and again, how to care for them, and use them safely.



Also discussed in this unit are various specialized maintenance tools.  These are tools used for specific types of maintenance jobs such as pulling or prying objects from machines, safely inspecting machines, and retrieving objects in areas that aren't easily accessible to the technician.



Objectives

When a student completes this study unit, he and she will be able to:

•	Identify and use various chisels and punches safely.

•	Use and care for cutting tools.

•	Understand the need for specialized maintenance tools.

•	Correctly use threading and other precision tools.



Contents

Struck Tools; Cutting Tools; Sheet Metal Tools; Shaping Hand Tools; Hand Tools for Threading and other Precision Work; Specialized Maintenance Hand Tools.

186166

Electric Drilling and Grinding Tools

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

The electric drill is one of the most widely used power tools.  It has many uses and is simple to operate.  Electric drills can be found in a variety of shapes and sizes, from a light household duty to the heavy-duty industrial grade hand drill and drill press.  One variation of the electric drill is the hammer drill or rotary hammer.  The hammer drill is a tool used for making holes in concrete and masonry.



Grinders are commonly used for shaping and finishing metal and other materials.  Hand grinders are available in sizes ranging from those designed to do the intricate work of the die grinder to that of the 7-inch heavy-duty disc grinder.  Bench grinders are standard equipment in most shops, ranging from a 6-inch bench model to the heavy-duty 12-inch pedestal grinder.



Objectives

When a student completes this study unit, he and she will be able to:

•	Safely set up and operate a portable electric drill, electric drill press, and electric hammer.

•	 Choose the proper drill bit for many drilling applications.

•	 Set up and use a variety of hand and bench grinders.

•	 Safely use the proper grinder for various jobs.

•	 Follow the necessary steps for proper tool maintenance.

•	 Purchase the proper drilling tool for your application. 



Contents

Electric Drills; Drill Presses; Drill Bits; Hammer Drills and Rotary Hammers; Electric Grinders; Abrasives.

186167

Power Cutting Tools

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

Power cutting tools fall into two categories: portable and stationary.  Portable and stationary cutting tools perform many similar operations, but portable tools, carried easily by hand, are used most often at the job site.  Stationary tools are used in workshops and on plant tools.  Stationary saws range in size from small shop jigsaws to huge band saws used in paper mills to saw large trees into lumber.  This unit introduces students to the most common portable power saws used in construction and repair work, namely circular, saber, jig-, and reciprocating saws, and the stationary cutting tools found in most maintenance and fabrication shops.



Objectives

When a student completes this study unit, he and she will be able to:

•	 Identify the most common portable and stationary power saws.

•	 Identify the various parts of a saw and explain how they work.

•	 Discuss the types of cuts made by each type of saw.

•	 Choose the most appropriate saw and blade for the type of work being done.

•	 Recognize a portable circular saw, name its parts, and (with practice) operate it safely.

•	 Select and (with practice) use the proper saw; saber saw, portable band saw, reciprocating saw, cut-out saw, cut-off saw, for a given application.

•	 Operate (with practice) the stationary circular, radial, band and scroll saws safely.

•	 Observe the various safety precautions when using power saws and stationary power tools.



Contents

Power Saw Safety; Portable Power Saws; Stationary Circular Power Saws; Other Stationary Power Saws.

186056

Pneumatic Hand Tools

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

Pneumatic tools are used in many areas of maintenance, construction, and production work.  These tools harness the power of compressed air and convert this power to useful work.  Compressed air can be a very powerful energy source.  However, due to this power, you must be extremely careful when using these tools.



Pneumatic tools are normally made much heavier than standard-duty hand and power tools.  You will notice this fact as soon as you lift an impact wrench or framing nailer.  The cases of the tools are made intentionally heavy to contain the stresses of the impact hammers or piston and to absorb the normal day-to-day abuse that the tool takes.  You have probably seen someone remove a tire's lug nuts with a pneumatic impact wrench.  The operator picks up the wrench and blasts off four or five bolts.  Next, the wrench is dropped the six inches or so to the floor while the operator's hands move to quickly grab the wheel and rim.  Come back to this same shop a year later, and you will probably see the same wrench being used after thousands of tires have come and gone.  The tool's case may be nicked and grooved, but if properly cleaned and lubricated, the tool could last for many thousand more tires.



This text discusses the selection, use and safe practices of using different types of pneumatic tools.



Objectives

When a student completes this study unit, he and she will be able to:

•	 Describe the various pneumatic tools used for plant maintenance.

•	 Identify and describe the safe use of impact, cutting, and grinding tools.

•	 Explain how pneumatic hammers, nailers, and staplers are selected and used in a safe manner.

•	 Describe the use of pneumatic assembly tools such as grinders, sanders, screwdrivers, and drills and how other types of production tools are selected and used.

•	 Identify the proper procedures for pneumatic tool and system care.

•	 Identify safe tool use procedures and how vibration and excess noise can cause bodily injury.



Contents

Pneumatic Tools for Maintenance; Pneumatic Tools for Construction; Pneumatic Tools for Production and Assemble; Pneumatic Tool Care; Using Pneumatic Tools Safely.

186057

Tool Grinding and Sharpening

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

Trades people must keep their hand tools in good working condition.  They must follow a regular maintenance schedule for servicing them.  Tools with cutting edges must have the edges sharpened.  Other tools must be trued and shaped for their special uses.  Screwdrivers, chisels, punches, snips, and twist drills are shaped or sharpened on a grinding machine.



Objectives

When a student completes this study unit, he and she will be able to:

•	Use a grinding machine, following all safety procedures.

•	Hone or whet tools with an oilstone.

•	Explain the procedures for grinding metal stock.

•	Compare the methods used in grinding screwdrivers, snips, chisels, plane irons, and twist drills.



Contents

Tool Sharpening Equipment; Grinding and Sharpening Procedures.

186169

Woodworking Hand Tools

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

A person who does not really know the workings of industry might think that hand tools are not used that much any more.  That is not so; in a maintenance job, trades people will use hand tools to do many different tasks.  Hand tools are necessary for superior craftsmanship, and ideal for many maintenance operations.  With hand tools, you supply the power and guide the tool.



This study unit focuses on the basic hand tools used when working with wood.  Which woodworking hand tool you use will depend on the work you are doing.  Often the same job can be done equally well with different tools.



Objectives

When a student completes this study unit, he and she will be able to:

•	Distinguish between the types of hand saws and use them correctly.

•	Bore and drill holes in wood.

•	Explain the differences between planes and use planes effectively.

•	Use abrasive tools correctly.



Contents

Layout Tools, Saws, and Hammers; Wood Boring and Removal Tools.

5004C

Bench Work, Part 3

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Fitting Practice; Tolerance, Allowance, Clearance, and Fit; Babbitting; Hack Saw; Band Saw Machine; Clamping Work for Sawing; Soldering; Soft Solder; Soldering Copper; Sweat Soldering; Brazing; Hand Solders and Fluxes; Torch Brazing; Induction Brazing; Furnace Brazing.

286085

Preventive Maintenance

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X31)

Practical Measurements (Block X32)

Trades Safety: Getting Started (186001)

What Students Learn: 

Preview

The purpose of a preventive maintenance program is to locate possible machine or equipment faults before the machine fails.



Objectives

When a student completes this study unit, he and she will be able to:

•	Describe the function of inspection and scheduled maintenance as the basis of preventive maintenance.

•	Explain why preventive maintenance is performed and how it's scheduled.

•	Identify those within industry who should be part of preventive maintenance planning and execution.

•	Discuss the causes, effects, and goals of a successful preventive maintenance program.

•	Explain how a computerized preventive maintenance program can be developed and implemented.



Contents

Introduction To Preventive Maintenance; Why Perform Preventive Maintenance?; Scheduling Preventive Maintenance; PM Program Personnel; PM Program Goals; Computerized PM Programs.

Block D30

Industrial Plumbing and Pipefitting

Duration: 

40 hours (includes 8 tests)

What Students Learn: 

The eight lessons in this block provide the trainee with the skills and knowledge needed to perform those tasks associated with the trades of plumber and pipefitter. The program includes coverage of the most widely accepted materials used for pipe, fittings, and valves. The trainee will learn how to use the tools of the trades, with an emphasis on safety. In addition, the methods used to join pipe, and the procedures for supporting, installing, and testing piping systems, are discussed in detail. Common plumbing fixture installation and maintenance, along with a review of tanks, pumps, and boilers, are covered.

Special Notes: 

This updated course replaces Industrial Plumbing and Pipefitting, Block D10. Each study unit contains a progress examination.

Components: 

The Trades of Plumbing and Pipefitting (286111)

Pipes, Fittings, and Valves (286112)

Plumbing and Pipefitting Tools (286113)

Joining and Assembling Pipes (286043)

Supporting, Installing, and Testing Pipes (286044)

Plumbing Fixtures and Appliances (286045)

Tanks, Pumps, and Boilers (286046)

Insulation for Piping and Ducting (286114)

286111

The Trades of Plumbing and Pipefitting

Objectives:

•	Identify the differences between "plumbing" and "pipefitting."

•	Discuss the basic concepts of codes and standards.

•	Relate information about the different types of mechanical systems in buildings.

•	Demonstrate basic skills for blueprint reading.

•	Identify the terms: blueprints, architectural drawings, working drawings, manufacturers' specifications and job specifications.

•	Relate the basic concepts of blueprint reading.

•	Use a measuring scale.

•	Identify symbols and abbreviations used on working drawings.

•	Locate specifications pertaining to a specific material or system.

•	Explain how different types of plumbing and piping systems are categorized.

286112

Pipes, Fittings, and Valves

Objectives:

•	Identify and classify the different types of material that are used to manufacture pipes, fittings, and valves.

•	List the characteristics of the various types of pipes, fittings, and valves available.

•	Classify and identify pipe "markings."

•	Know how to "read" a fitting for ordering purposes.

•	Identify the various types of valves and know their components.

•	Perform basic valve maintenance and know proper installation techniques.

•	Select and specify pipes, fittings, and valves for a particular application.

286113

Plumbing and Pipefitting Tools

Objectives:

•	Identify the various tools available for various tasks by appearance.

•	Demonstrate your knowledge of job safety and tool safety.

•	Identify the tools required to join and assemble pipes of different material composition.

•	Determine when and how to use pipe-joint assembly tools.

•	Identify the tools required to perform layout, cutting, and boring tasks.

•	Identify the tools needed for testing and maintaining piping systems.

•	Determine when and how to use finishing, testing, and maintenance tools for piping systems.

286043

Joining and Assembling Pipes

Objectives:

•	List necessary precautions to be taken when working with materials or procedures to join pipes.

•	Cut pipe lengths manufactured from the various pipes materials, as required by a piping system layout.

•	Prepare and assemble the various pipe joints you learned earlier.

•	Identify the materials, tools, and equipment needed for pipe.

•	Perform basic pipe welding tasks.

286044

Supporting, Installing, and Testing Pipes

Objectives:

•	Lay out, install, and align a piping system either inside a building or underground.

•	Properly support a piping system using the various available methods, taking into account thermal expansion and contraction.

•	Identify methods and materials used to protect piping installations.

•	Calculate pipe offsets to avoid obstructions when laying out and installing a piping system.

•	Test different types of piping systems for defective materials or faulty workmanship.

286045

Plumbing Fixtures and Appliances

Objectives:

•	Recognize trade terms used to categorize and describe plumbing components.

•	Identify the different types of plumbing fixtures, trim, appliances, and appurtenances.

•	Explain the procedures used for installing plumbing fixtures and trim.

•	Discuss common maintenance problems and corrective action for plumbing components.

286046

Tanks, Pumps, and Boilers

Objectives:

•	Identify and classify the various available tanks.

•	Specify and size round and rectangular tanks, and sumps, for a particular application.

•	Identify different pumps and know pump principles.

•	Discuss pump installation, start-up, and maintenance procedures.

•	List the characteristics of boilers and discuss their classifications.

•	Identify boiler accessories and know basic boiler maintenance.

286114

Insulation for Piping and Ducting

Objectives:

•	Identify and understand the function and types of different piping and ducting insulation materials.

•	Select the proper insulation type, material, and thickness for a given piping system.

•	Properly cut, form, and install insulation and shielding to piping and ducting.

2452

High Pressure Pipefitting

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Design and Arrangement; Pipe Calculations; Pipes; Valves and Cocks; Separators and Steam Traps.

6814

Insulation for Pipefitting

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Industrial Plumbing and Pipefitting (Block D20)

What Students Learn: 

Types of Insulation; Insulation against Heat Loss and Heat Gain; Insulation to Prevent Condensation.

5390

Domestic and Institutional Water Supply

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Provision of Water; Ground Water Supply; Surface Water Supply and Reservoirs; Clarification of Water; Other Treatments of Water.

5384

Cold Water Supply

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Measuring Water Service; Service Connections; Water Supply; Pneumatic Water Supply; Pressure and Suction Tank Connections; Fire Protection Systems.

986M03

Pipefitting Math



Duration: 20 hours (includes 3 tests)

Course Prerequisites:

Basic Industrial Math (Block X21)

Practical Measurements (Block X22)

What Students Learn:

Lesson 1 – Pipe-Length Calculations, Part 1 Make accurate linear and angular measurements; Formulas for solving plumbing problems; Solve for pipe length, weight, clearances, and fitting allowances; Work with offsets, diagonal, rise, and run dimensions; Calculate lengths when 45-degree fittings are used. Lesson 2 – Pipe-Length Calculations, Part 2 Combine angular fittings to produce the desired result; Make pipe- bending calculations; Determine offset, rise, and run given the length of a diagonal; Layout waste-and-vent loops; Work with jumper offset patterns, parallel offsets, and flanged fittings; Make accurate miter cuts. Lesson 3 – Plumbing Math for Heating Applications Layout sheet metal pans; Find volume; Calculate pipe-carrying capacities; Unit-flow method of sizing pipes; Determining required radiator size; Estimating heat loss.

Special Note:

• This course consists of a textbook and supplemental study guide.

 4515A-B

Sanitary Plumbing Fixtures

Duration: 

20 hours (includes 2 tests)

What Students Learn: 

PART 1 (4515A). Materials and Manufacture; Water Closets; Urinals; Lavatories.

PART 2 (4515B). Bathtubs and Showers; Sinks; Institutional Fixtures; Fixture Problems.

186107

Safe Handling of Pressurized Gasses and Welding

Duration: 

5 hours (includes 1 test)

What Students Learn: 

Preview

This study unit will teach students important safety facts and practices involving the high pressure and low pressure gases used in welding.  Covered are the fundamentals of electric arc welding, equipment requirements and proper operating procedures.  Trainees will learn general welding safety and specific practices.  You will learn about controlling heat sources from welding operations to protect yourself from harm and your facility from fire.



Objectives

When a student completes this study unit, he and she will be able to:

•	Identify common welding gases and understand how they are used in welding operations.

•	Point out the hazards associated with welding gases.

•	Safely handle and store different types of gas cylinders.

•	Safely operate a basic gas welding setup.

•	Recognize the safety considerations involved in the setup and operation of electric arc welding equipment.

•	Identify welding equipment malfunctions and take corrective action.

•	Utilize fire prevention and protection methods specific to welding operations.

•	Discuss the importance of the hot work permit program in your facility.

•	Explain the correct use of protective clothing and equipment for welding.

•	Utilize proper ventilation when welding.

•	Effectively deal with confined spaces when performing welding operations.



Contents

Safety in Welding and Cutting; Safe Handling and Storage of Gas Cylinders; Use of Oxy-fuel Welding and Cutting Systems; Safe Operation of Welding Equipment; Safe Use of Electric Arc Welding Equipment; Protection of Welders and Welding Facilities.

286025

Fundamentals of Welding, Part 1

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Introduction to Welding; Definitions of Weld, Braze, and Braze Weld; Oxyfuel Gas Welding (OFW); Arc Welding (AW); Resistance Welding (RW); Solid-State Welding (SSW); The Brazing Welding Process; Soldering Process; Other Welding Processes.

Special Notes: 

•	This updated course replaces course 6151.



186325

Introduction to Print Reading



Duration: 

8 hours (includes 1 test)



What Students Learn:

• Describe the basic format for conveying technical information in a

drawing

• Interpret the various drawing views used in technical drawings

• Extract information from notes and title blocks

• Recognize and interpret the different line types used in drawings

• Understand the concept of drawing scale and how it affects

information shown in the drawing

• Identify various types of building, electrical, and mechanical drawings



____________________________________________________________________

186326

Print Reading Symbols and

Abbreviations



Duration: 

8 hours (includes 1 test)



Course Prerequisite:

Introduction to Print Reading (186325)



What Students Learn:

• Recognize, understand, and interpret the most common abbreviations

used on a wide range of drawing types used in construction and

maintenance trades

• Understand and interpret the various symbols and notations used on drawings for electrical, architectural, mechanical, welding, fluid power, and other types of applications

• Explain how symbols are used to show standard materials, parts, and assemblies.

________________________________________________________________________

186181

Building Drawings 



Duration: 

8 hours (includes 1 test)



Course Prerequisite:

Introduction to Print Reading (186325)

Print Reading Symbols and Abbreviations (186326)



What Students Learn:

• Work with standard drawing formats to obtain information such as

part titles, part numbers, dimensional standards, revisions, and

materials

• Explain how various components shown on prints are connected or

related to each other

• Obtain information from a drawing about quantities, materials,

assembly processes, or dimensions

• Visualize the three-dimensional parts and assemblies represented by

two-dimensional drawings

• Effectively interpret electrical, architectural, mechanical, fluid power,

and other types of prints.



186044

Electrical Drawings and Circuits

Duration: 

8 hours (includes 1 test)

Objectives:

•	Identify electrical construction drawings, schematics, and wiring diagrams.

•	Interpret various electrical symbols.

•	Read standard abbreviations used in electrical diagrams.

•	Tell if a diagram is a block diagram, a schematic diagram, or a wiring diagram.

•	Compare closed circuits, open circuits, grounded circuits, and short circuits.



186045

Electronic Drawings

Duration: 

8 hours (includes 1 test)

Objectives:

•	Identify and interpret the various electronics symbols used on drawings.

•	Identify and interpret the various types of drawings used in the electronics field.


186047

Piping: Drawings, Materials, and Parts

Duration: 

8 hours (includes 1 test)

Objectives:

•	Define the term "piping drawings."

•	Recognize plans, elevations, and sectional views.

•	Identify a view by its placement on a drawing.

•	List what working drawings include.

•	Evaluate whether or not a freehand sketch serves its intended purpose.

•	Interpret the standard symbols and abbreviations and "read" the color coding on piping in industrial and power plants.

•	Interpret dimensions marked on piping drawings.



686E02

Reading Architectural Drawings



Duration: 30 hours (includes 4 tests)

Course Prerequisites:

Formulas (186012) Practical Measurements (Block X22)

What Students Learn:

Lesson 1—Understanding Construction Drawings • List the components found in a set of construction drawings; Perform

basic arithmetic operations using fractions; Identify common drawing components such as line types, drawing symbols, and various fill patterns and define their meanings ; Interpret drawings to visualize orthographic objects and structures; Accurately read and interpret dimensions on a print.

Lesson 2—Interpreting Construction Drawings, Part 1 • Explain what information is found in construction project specifications and how this information is organized; Describe a variety of materials used in the construction process and how each is typically employed; Read plot plans, identifying common features and reading contour lines; Interpret foundation plans while identifying the footing support system and evaluating the placement of reinforcing components; Read and interpret residential and commercial framing drawings; Identify drawing symbols that represent common construction materials; Identify drawing symbols related to concrete and steel building components.

Lesson 3— Interpreting Construction Drawings, Part 2

Recognize and interpret symbols and abbreviations specific to building mechanical systems; Follow the representation of mechanical systems traveling from location to location; Interpret specifics about electrical and plumbing fixtures as noted in a schedule; Define the relationship and importance of code enforcement pertaining to mechanical systems; Identify the types and sizes of common current conductors; Explain the difference between a pipe and a conduit.

Lesson 4—Working with Construction Drawings • Interpret residential and commercial construction drawings to

determine detailed properties of the building’s foundation, structure, and finish; Evaluate electrical drawings to determine specific components required; Interpret mechanical drawings to determine specific requirements of HVAC and plumbing components.

Special Notes:

· This new course replaces Reading Architect’s Blueprints (1842A-C). 

· This course requires submittal of a project for grading in addition to  taking three exams. 

· This course consists of a textbook and a supplemental study guide. 



686005

Properties of Materials

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Formulas (186012)

Practical Measurements (Block X22)

What Students Learn: 

Effects of Forces on Materials; Stress and Deformation; Elastic Failure; Cohesive Properties of Solids; Heat and Cold Treatment; Modulus of Elasticity; Temperature Stresses; Structural Members; Tension Members; Shear; Connection of Steel Members; Members Subjected to Compound Stress; Beams; Columns; Shafts; Rope Drives; Properties of Metals, Nonferrous Metal, and Alloys.

Special Notes: 

This updated course replaces course 5887.



286007

Principles of Mechanics, Part 1

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

Practical Measurements (Block X22)

Practical Geometry and Trigonometry (5567)

What Students Learn: 

Matter and Energy; Scope of Mechanics; Forms of Matter; Forms of Energy; Physical Properties of Bodies; Motion of Bodies; Velocity; Acceleration and Retardation; Weight and Mass; Work and Energy; Coordinate Systems; Precision in Computations; Newton's Laws of Motion; Uniform Motion; Variable Motion.

Special Notes: 

•	This updated course replaces course 6426A.

•	The entire course consists of study units 286007-286008.

286008

Principles of Mechanics, Part 2

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

Practical Measurements (Block X22)

Practical Geometry and Trigonometry (5567)

What Students Learn: 

Friction; Nature of Friction; Sliding Friction; Rolling Friction; Machine Elements; Levers; Inclined Plane; Wedges and Screw Threads; Wheel and Axle; Tackle; Pulleys; Gearing; Belts and Chains; Simple Harmonic Motion Centrifugal Force.

Special Notes: 

•	This updated course replaces course 6426B.

· The entire course consists of study units 286007-286008



6732

Reading Piping Prints

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Practical Measurements (Block X22)

Elements of Print Reading (6719A-B)

What Students Learn: 

Basic Drawing Information; Kinds of Drawings; Dimensions, Symbols and Abbreviations; Descriptions of Piping Drawings; Pipe Materials and Methods of Manufacture; Valves; Piping Accessories; Piping Assembly; Fluid-Power Diagrams; Examples of Piping Drawings.



____________________________________________

5385

Hot Water Supply

Duration: 10 hours (includes 1 test)

What Students Learn:

Principles of Water Heating; Fire-Heated Water Heaters; Steam-Heated Water Heaters; Electric Water Heaters; Water Heating by Transfer; Storage Tanks and Temperature Control; Details of Hot Water Systems; Sizing Hot Water Piping.

____________________________________________

4503

Hot Water Heating 

Duration: 10 hours (includes 1 test) 

Course Prerequisite: 

Practical Measurements (Block X32) 

What Students Learn: 

Fundamental Principles and Definition of Terms; Types of System Piping; System Piping Layouts; System Design Procedure; System Pressurization and Tank Location; Air Control in Hydronic Systems; Design Example; Pressure-Drop Calculations for Large Systems; Factors in Pump Selection; Zone Control. 

__________________________________________________

4502 

Drainage Systems 

Duration: 10 hours (includes 1 test) 

What Students Learn: 

Sanitary Drainage; Storm Drainage; Mechanical Drainage; Piping for Drainage; Vent Piping; Traps; Testing the Drainage System; Sewage Disposal. 



5389

Tanks and Pumps

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Classification of Tanks; Pressure Tanks; Kinds of Pumps; Centrifugal Pumps; Pump Priming and Jet Pumps; Special Pumps; Selection of Pumps; Servicing of Pumps.



286001

Pumps, Part 1

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Hydraulic Components:  Actuators, Pumps, and Motors (286061)

What Students Learn: 

Modern Centrifugal Pumps; Operating Principles of Pumps; Classifications and Types of Pumps; Fundamental Pump Terms: pressure, vapor pressure, head, losses, cavitation, net positive suction head, specific speed, viscosity; Centrifugal Pump Performance Curves; Types of Pumping System Curves.

Special Notes: 

•	This updated course replaces course 2530A.

•	The entire course consists of study units 286001, 286002, and 286003.



286002

Pumps, Part 2

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Hydraulic Components:  Actuators, Pumps, and Motors (286061)

What Students Learn: 

Construction details of Centrifugal Pumps; Applications of Centrifugal Pumps; Installation and Maintenance of Centrifugal Pumps; Troubleshooting problems associated with Centrifugal Pump Operation.

Special Notes: 

•	This updated course replaces course 2530A.

•	The entire course consists of study units 286001, 286002, and 286003.



286003

Pumps, Part 3

Duration: 

10 hours (includes 1 test)

Course Prerequisites:

Hydraulic Components:  Actuators, Pumps, and Motors (286061)

What Students Learn: 

Rotary Pumps: classifications, installation and operating principles; Reciprocating Pumps: classifications, installation and operating principles; Power Pumps; Applications of Rotary and Reciprocating Pumps; Troubleshooting Rotary and Reciprocating Pumps.

Special Notes: 

•	This updated course replaces course 2530B.

•	The entire course consists of study units 286001, 286002, and 286003.





6974A-C

Sewerage, Parts 1 - 3

Duration: 30 hours (includes 3 tests) 

What Students Learn: 

Part 1 (6794A). Hydraulics of Sewers; Velocity of Flow in Sewers; Design of Circular Sewers; Vitrified-Clay Pipe; Concrete Pipe; Loads on Sewer Pipes; Laying Sewer Pipe; Sewers Built in Place; Manholes; Inlets and Catch Basins; Flush Tanks; Overflows and Regulators; House Sewers; Sewer Intersections; Stream Crossings; Outlets.
Part 2 (6794B). Design of Sewerage Systems; Planning of Systems; Surveys and Maps; General Layout of Systems; Design of Sanitary Sewers; Required Capacity; Location of Sewers; Determination of Sizes and Sewers; Design of Systems of Storm Sewers; Rate of Rainfall; Amount of Run-Off; Design of Combined Systems.
Part 3 (6794C). Pumping of Sewerage; Construction Materials and Operations; Construction Line and Grades; Trenching; Foundations; Sewer Records; Estimates of Material and Cost; Agreements Governing Construction. 

086112

Nature of Electricity

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

What Students Learn: 

· Explain the operation of a simple circuit. 

· Define the terms: conductor, insulator, and resistor. 

· Demonstrate that unlike charges attract and like charges repel. 

· List the dangers and benefits of static electricity. 

· Define the terms: volt, ampere, and ohm. 

· Describe common notations and prefixes used to identify electrical  and electronic values. 

· Identify carbon resistors, potentiometers, and rheostats, and explain  how they work. 

· Identify the common electrical symbols used in schematic diagrams. 

· Explain the difference between a series and parallel circuit. 

086113

Circuit Analysis and Ohm's Law

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

What Students Learn: 

•	Find the total resistance in series, parallel, and series-parallel circuits.

•	Use Ohm's law to calculate the current, voltage, or resistance in circuits.

•	Calculate the amount of power supplied and dissipated in a DC circuit.

•	List the steps for finding current, voltage, and resistance with a digital or analog meter.

086116

Conductors, Insulators, and Batteries

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

What Students Learn: 

•	Describe the various types of conductors and discuss their conductivity.

•	Explain the American Wire Gage System of sizing copper conductors.

•	Determine the size of conductor needed for an application.

•	Identify the various types of insulating materials and their temperature ratings.

•	Explain the difference between a dry cell and a storage battery.

•	How to connect cells together to obtain more voltage, more current, or more of both voltage and current.

•	Describe the proper safety precautions used when working with storage batteries.

•	Describe how to properly clean and care for storage batteries.

•	Discuss the instruments used for testing storage batteries.

•	Explain how NiCad, lithium, and other types of special batteries operate, and describe their ratings.

086118

Alternating Current

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

DC Principles (Block A21)

What Students Learn: 

•	Draw a graph of an AC voltage and describe how AC voltage is created.

•	Explain AC cycle terms: "alternation," "peak," "positive," and "negative."

•	Define the time period of an AC voltage as expressed in degrees.

•	List the characteristic values of an AC cycle and describe the relationship between the values.

•	Define phase angle and describe how it relates to reactive circuits.

•	Calculate power for single-phase and three-phase circuits.

•	Describe how a 220 VAC single-phase circuit operates.

•	Illustrate the phase relationship of three-phase wave forms.

•	Determine real power by reading a power factor meter.

•	Describe delta and wye three-phase circuit connections.

086119

Alternating Current Circuits

Duration: 

5 hours (includes 1 test)

Course Prerequisites:

Basic Industrial Math (Block X21)

DC Principles (Block A21)

What Students Learn: 

•	Identify electric circuits in terms of their circuit characteristics.

•	List several circuit characteristics that are used to describe a circuit for a particular load application.

•	Connect electrical components in series and parallel circuits.

•	Control loads from one or two switch points.

•	Describe how delta- and wye-connected three phase circuits are different.

•	Explain how grounding a circuit increases its safety.

•	Recognize the difference between control circuits and power circuits.



6447A-B

Principles of Heating, Ventilating, and Air Conditioning

Duration: 

20 hours (includes 2 tests)

Course Prerequisites:

Basic Industrial Math (Block X21)

Practical Measurements (Block X22)

What Students Learn: 

PART 1 (6447A). Basic Principles and Matter; Sources of Heat and Measurement of Temperature; Heat Transmission and Measurement; Effects of Heat; Heat and Properties of Mixtures; Heat and Work; Combustion and Heat; Steam.

PART 2 (6447B). Weight and Pressure of Gases; Energy, Motion, and Air Velocities; Air and Air Mixtures; Air Movements and Ventilation; Air Conditions and Air Conditioning.



6465

Radiators, Convectors, and Unit Heaters

Duration: 

10 hours (includes 1 test)

What Students Learn: 

Types of Heat-Transmitting Units; Radiators; Convectors; Unit Heaters and Heating, Ventilating, and Cooling Units; Heating Capacity Ratings; Panels for Radiant Heating; Supplementary Radiation.

6593

National Fuel Gas Code

Duration: 

15 hours (includes 1 test)

What Students Learn: 

Code Standards for the Installation, Operation, and Maintenance of Gas Piping and Equipment.

286M08

International Plumbing Code (2021 Code and Textbook Course)

Duration: 

30 hours (includes 5 tests)



Course Description: The International Plumbing Code (IPC) is used as the authoritative code in most of the United States. As you start your plumbing career, you’ll follow your supervisor’s interpretation of the code and their subsequent directions. However, your understanding of the IPC should begin even when you’re a novice in the field. As a plumbing professional, it’s essential to grasp the purpose, organization, and language of the IPC. In the field, employers and supervisors seek workers who prioritize developing their trade skills, and this includes following codes. You’ll examine codes for fixtures, equipment, and designs, and you’ll navigate the IPC to research questions and prepare for installations.

286M08 Lessons:

· 151071 Studying Your Codebook

· 151072 Fixtures, Heaters, and Design

· 151073 Codes for Waste Removal

· 151074 Special Piping Considerations

· 151075 Using the Appendices

 

Course Materials & Resources:

Your course materials include this course experience and a textbook, 2021International Plumbing Code..
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SECTION I – STANDARDS OF APPRENTICESHIP 29 CFR § 29.5 


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


Sponsors shall: 


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


• Ensure there are qualified training personnel and adequate supervision on the job. 
• Ensure that all apprentices are under written apprenticeship agreements 


incorporating, directly or by reference, these standards and the document 
“Requirements for Apprenticeship Sponsors,” and that meets the requirements of 29 
CFR § 29.7.  Form ETA 671 may be used for this purpose and is available upon logging 
into RAPIDS. 


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


• Submit apprenticeship agreements within 45 days of enrollment of apprentices. 
• Arrange for periodic evaluation of apprentices’ progress in skills and technical 


knowledge, and maintain appropriate progress records. 
• Notify the U.S. Department of Labor within 45 days of all suspensions for any 


reason, reinstatements, extensions, transfers, completions and cancellations with 
explanation of causes.  Notification may be made in RAPIDS or using the contact 
information in Section K. 


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


B. Minimum Qualifications - 29 CFR § 29.5(b)(10) 
An apprentice must be at least 16 years (Enter an age of at least 16 years) of age, except where 
a higher age is required by law, and must be employed to learn an apprenticeable 
occupation.  Please include any additional qualification requirements as appropriate 
(optional): 


☐  There is an educational requirement of   
☒  There is a physical requirement of Applicants will be physically capable of 


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


☐  The following aptitude test(s) will be administered   
☐  A valid driver’s license is required.  
☒  Other Local sponsors of Registered Apprenticeship Programs under these National 


Guideline Standards may add additional minimum qualifications. 
(List all other requirements) 


C. Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2)  
The apprenticeship program(s) will select an apprenticeship training approach.  See 
Appendix A to select approach. 


D. Work Process Schedule and Related Instruction Outline - 29 CFR § 29.5(b)(4) 
Every apprentice is required to participate in related instruction in technical subjects 
related to the occupation.  Apprentices ☐  will ☐  will not (choose one) be paid for hours 
spent attending related instruction classes.  Insert Work Process Schedule and Related 
Instruction Outline at Appendix A. 


E. 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.  The local program sponsor will evaluate the 
request for credit and make a determination during the apprentice’s probationary 
period. 


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


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


G. Ratio of Apprentices to Journeyworkers - 29 CFR § 29.5(b)(7) 
Every apprenticeship program is required to provide an apprenticeship ratio of 
apprentices to journeyworkers for adequate supervision. Insert ratio at Appendix A. 


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


I. Equal Employment Opportunity and Affirmative Action 


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


The local program sponsor will not discriminate against apprenticeship applicants 
or apprentices based on race, color, religion, national origin, sex (including 
pregnancy and gender identity), sexual orientation, genetic information, or because 
they are an individual with a disability or a person 40-years old or older. 


The local program sponsor will take affirmative action to provide equal opportunity 
in apprenticeship and will operate the apprenticeship program as required under 
Title 29 of the Code of Federal Regulations, part 30. 


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


        
        
        


2. Affirmative Action Program - 29 CFR §§ 29.5(b)(21), 30.4-30.9 
The local program sponsor 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. 
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3. Selection Procedures - 29 CFR § 30.10 
Every sponsor will adopt selection procedures for their apprenticeship programs, 
consistent with the requirements set forth in 29 CFR § 30.10(b).  See Appendix A to 
enter your selection procedures for each occupation for which the sponsor intends 
to train apprentices. 


J. Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(k), 29.12, and 29 CFR § 30.14 
If an applicant or an apprentice believes an issue exists that adversely affects the 
apprentice’s participation in the apprenticeship program or violates the provisions of the 
apprenticeship agreement or standards, the applicant or apprentice may seek relief.  
Nothing in these complaint procedures precludes an apprentice from pursuing any other 
remedy authorized under another Federal, State, or local law.  Below are the methods by 
which apprentices may send a complaint: 


1. Complaints regarding discrimination.  Complaints must contain the 
complainant’s name, address, telephone number, and signature, the identity of 
the respondent, and a short description of the actions believed to be 
discriminatory, including the time and place.  Generally, a complaint must be 
filed within 300 days of the alleged discrimination.  Complaints of 
discrimination should be directed to the following contact: 
U.S. Department of Labor, Office of Apprenticeship 
200 Constitution Ave. NW, Washington, DC  20210 
Telephone Number:  (202) 693-2796 
Email Address:  ApprenticeshipEEOcomplaints@dol.gov  
Point of Contact:  Director, Division of Registered Apprenticeship and Policy 
Attn:  Apprenticeship EEO Complaints 
You may also be able to file complaints directly with the EEOC, or State fair 
employment practices agency. 


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


Address:        


       


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


K. Registration Agency General Contact Information 29 CFR § 29.5(b)(17)
The Registration Agency is the United States Department of Labor’s Office of
Apprenticeship. General inquiries, notifications and requests for technical assistance
may be submitted to the Registration Agency using the contact information below (To be 
completed by the Registration Agency):


Name:


Address:


Telephone Number:  


Email Address:   


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


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


SECTION II - APPENDICES AND ATTACHMENTS 


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


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


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


☒ Appendix D – Employer Acceptance Agreement (For programs with multiple-
employers only)


☒  Appendix E – Neighborly® Apprenticeship Toolbox


☒  Appendix F – Corporate Relationship


☒  Appendix G – Requirements for Apprenticeship Sponsor’s Reference Guide
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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.   


  









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

		SECTION I – STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

		A. Responsibilities of the sponsor:  The local program sponsor 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 releva...

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

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

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

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

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

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

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

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

		I. Equal Employment Opportunity and Affirmative Action

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

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

		3. Selection Procedures - 29 CFR § 30.10



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

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



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

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



		SECTION II - APPENDICES AND ATTACHMENTS

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

		SECTION IV - SIGNATURES

		OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS



		SECTION V - DISCLOSURE AGREEMENT (Optional)








