Template for Apprenticeship Program Standards [i.e., Program Plan]
This template shows the recommended format for the standards (the plan or description) of an apprenticeship program.  When the Ohio State Apprenticeship Council approves standards, it thereby registers the program under the Ohio Revised Code (ORC 4139), the Ohio Administrative Code (OAC 5101:11), and the National Apprenticeship Act.
As one requirement of approval, standards must include a Work Process Schedule showing how many hours an apprentice must complete in each area of on-the-job training (OJT), and a brief list of topics in related technical instruction (RTI).  These sections have no common format, but together they normally cover two pages or less.
In the sections below, bold print shows provisions that are recommended, to ensure registration of the program.  Standards need not use the same language, but should convey the same meaning.  (If language is copied from this template for a set of actual standards, please convert it to a normal type-face.  This is usually done by highlighting the text and hitting the "Control" key and "b" simultaneously.)  Regular print in this document shows provisions that are common but not required.  Blank lines and/or brackets indicate where information may or must be provided (based on whether preceding print is light or dark), with details to be chosen by the sponsor.
For questions about using this template, or registering a program, please call the Ohio State Apprenticeship Council at 614-644-0370, or our partner agency, the US Office of Apprenticeship, at 614-469-7375.
*****************************************
STANDARDS OF APPRENTICESHIP

FOR THE OCCUPATION(S) OF   _________________
FORMULATED BY   [program sponsor organization]
In cooperation with the Ohio State Apprenticeship Council and the United States Department of Labor Office of Apprenticeship.
DEFINITIONS

apprentice -- a person of legal working age who is employed and trained as an apprentice under the terms of an apprenticeship agreement that is approved by the Ohio State Apprenticeship Council.
apprenticeship agreement -- an individual written agreement between a sponsor and an apprentice, which provides that the apprentice will receive training and work experience in accordance with these standards.  The agreement shall be signed by the sponsor, the apprentice, and, if the apprentice is a minor, by a parent or guardian.  It shall be valid only when approved by the Ohio State Apprenticeship Council.
parties to the apprenticeship agreement -- the apprentice;  his/her parent or guardian, if the apprentice is a minor;  and a duly authorized representative of the sponsor.  All shall sign the apprenticeship agreement.

sponsor -- the entity that establishes and operates the apprenticeship program, and may consist of an apprentice's employer, an association of employers, an organization of employees, or a Joint Apprenticeship Committee incorporating equal numbers of representatives from management and organized labor.
approving agency or registration agency -- the Ohio State Apprenticeship Council, as recognized by the US Department of Labor.

supervisor of apprentices -- the person designated by the employer to oversee and train apprentices in the activities outlined by these standards.

standards of apprenticeship -- this entire document.
field representative -- the person designated by the Ohio State Apprenticeship Council or the Office of Apprenticeship to service this program.

Section 1
Conformance With State and Federal Codes
No section of these standards shall be implemented in violation of any state or federal law or regulation.
Section 2
EQUAL OPPORTUNITY PLEDGE
The recruitment, selection, employment, and training of apprentices shall be conducted without discrimination because of race, color, religion, national origin, age, or sex.  The sponsor shall take affirmative action to provide equal opportunity in its apprenticeship program as required under Title 29 of the Code of Federal Regulations, Part 30;  Ohio Administrative Code 5101:11;  and the equal employment opportunity regulations of the State of Ohio.
Section 3
APPLICANT QUALIFICATIONS
To be considered for apprenticeship training, each applicant must meet the following requirements:  He/she must be of legal working age, have a valid drivers license, and possess such speaking, reading, and comprehension abilities as may be essential for understanding instructions applicable to the occupation.  He/she must be physically capable of performing the work of the occupation.
[NOTE to the sponsor:  The qualifications for applying to the program must be based solely on the skills and other requirements of the trade, and must be discernable through a fair, objective screening process.]

Section 4
SELECTION PROCEDURES
Applicants shall be selected for the program strictly on the basis of qualifications for work in the apprentice occupation, using criteria that permit objective review and assessment.  If the program registers five or more apprentices, it shall institute a formal, written plan for equal employment opportunity and affirmative action, and shall submit the plan to the Ohio State Apprenticeship Council for its approval, as required by the laws and regulations of the United States and the State of Ohio.
The specific selection procedures will be as follows:  ________________________________________
[NOTE to the sponsor:  For acceptable selection procedures, please see OAC  Section 5101:11-3-02.]

Section 5
Credit For Previous Experience  [This feature is optional, but if included, must incorporate the provisions in bold type.]
Apprentices who have previous training and/or education in their occupation may receive advanced credit toward the term of apprenticeship.  [If advanced credit is provided:]  The  sponsor will determine an apprentice's eligibility for credit, and the amount of credit to be awarded, after reviewing his/her previous work, training, and education records and evaluating the apprentice's performance and knowledge, in the following manner:  ________________________________________________________

Each apprentice granted credit shall receive the wage of the period to which the credit advances him/her.  The maximum number of hours of credit will not exceed _______ per cent of the total term of apprenticeship.
Credit for previous experience in another registered apprenticeship program may be granted on an hour-for-hour basis.

[NOTE to the sponsor:  If the standards include an advanced credit option, then apprentice eligibility and credit amounts must be determined by an objective assessment based on specific criteria of skill and/or preparation for the trade.  The sponsor must make the process available, and implement it, in a way that is fair to all apprentices of the program.


The "maximum hours of credit" must not exceed 50% of the normal apprenticeship term, if this amount of credit reduces the remainder of on-the-job training to less than a year;  nor in any event may credit exceed 75% of the normal term.  To provide advanced credit for 50% or more of the normal term, the sponsor must submit a credit voucher, signed by the authorized representatives of the sponsor and the related training provider, for the approval of the Ohio State Apprenticeship Council.

In rare circumstances, the Ohio State Apprenticeship Council may allow a departure from approved program standards, so that an individual apprentice receives credit beyond the stated limit.  The sponsor would first need to provide compelling evidence in writing or in print, that the requested amount of credit was appropriate and was offered impartially, and provide a signed credit voucher.   The Council is under no obligation to approve such an exception.

If advanced credit is awarded, a probationary period must be provided and must be pro-rated to the remaining period of training.]
Section 6
APPRENTICESHIP AGREEMENT
There shall be an individual apprenticeship agreement between the sponsor and each apprentice, entered onto a printed form prescribed by the registration agency.  Every agreement shall contain a clause incorporating these standards as an integral component.  Before consenting to the agreement, all parties shall review the form and the standards, and shall discuss their meaning and intent.
The agreement form shall be signed by the sponsor, the apprentice, and if the apprentice is a minor, by a parent or guardian.  Then it will be reviewed for approval by the Ohio State Apprenticeship Council.  The council's approval of the agreement will constitute registration of the apprentice.
All parties to the agreement shall be given copies of the approved agreement form and these standards.
Section 7
TERM OF APPRENTICESHIP
The term of apprenticeship in the trade of _________ shall be _______ hours of on-the-job training, and ______ hours of related technical instruction for each 2000 hours of on-the-job training.
[NOTE to the sponsor:  By law, 2000 hours is the minimum required length for on-the-job training (OJT). For every OJT increment of that length, there must be at least 144 hours of related technical instruction (RTI).  RTI can be pro-rated for any amount of OJT remaining after all 2000-hour increments are completed]
Section 8
PROBATIONARY PERIOD
Each apprentice shall be on probation for the first _______ hours of work.  During the probationary period, either the sponsor or the apprentice may cancel the apprenticeship agreement by notifying the other party.  At the successful completion of the probationary period, all hours worked during that period will be credited to the apprentice toward his/her completion of the apprenticeship.
[NOTE to the sponsor:  The probationary period must be reasonable in proportion to the overall term of apprenticeship.  A good general guideline would be to limit the period to 25% or less of the term.]
Section 9
SCHEDULE OF WORK PROCESSES
Each apprentice shall receive instruction and work experience in all aspects of the occupation as listed in the work process schedule which is attached to, and made a part of, these standards.  To permit the flexibility necessary to the sponsor's normal business operation, work process activities need not occur precisely in the order listed, nor do the scheduled hours in any activity need to be continuous.  A record of work and training hours under each category of the work process, shall be maintained for every apprentice.
Section 10
RELATED TECHNICAL INSTRUCTION
Each apprentice shall be required to receive at least  _________ hours of related technical instruction (RTI) in subjects related to the occupation, amounting to _____ hours or more for each 2000 hours of training on the job.  The apprentice will _____  /  will not ____ be compensated for hours spent in RTI outside of regular working hours.
RTI will be provided by _______________, in the following format _____________________________.  Technical instruction will include a mechanism to verify satisfactory understanding of the subject matter.  Each apprentice shall maintain an achievement grade in related instruction of at least ____ percent, in order to advance to each level of the apprenticeship.
[NOTE to the sponsor:  See "Section 7 - Term of Apprenticeship," above, regarding the required amount of RTI.  RTI can be provided through classroom instruction, or in a non-classroom format that is approved by the registration agency.]

Section 11
SAFETY
Work and training activities shall be conducted in a safe environment.  The sponsor shall ensure adequacy and safety in equipment, facilities, and supervision.  At each stage of his/her training, the apprentice shall receive instruction in accident prevention and safe working conditions and practices.  Such instruction shall be provided both on the job and in related technical instruction.
Section 12
SUPERVISION OF APPRENTICES
For each apprentice, one or more experienced journey-person(s) in that apprentice's trade shall be identified who will work with, supervise, and train him or her on a day-to-day basis.  The program's apprenticeship coordinator shall provide more general supervision of the apprentice and see that he/she receives the work experience and related instruction outlined in these standards.
Section 13
RATIO OF JOURNEY-PERSONS  TO APPRENTICES
At each work site and within each occupation covered by these standards, there shall be at least ____ journey-person(s) employed for every ____ apprentice(s) employed.
[NOTE to the sponsor:  The State of Ohio requires for the construction trades that this ratio be one of the following:  (1) one-to-one for the first apprentice hired, and three additional journey people for each additional apprentice hired; or (2) the ratio provided by a bargaining agreement that applies to that work-site or to the same trade in the nearest area covered by such an agreement.  In no case will the Council approve a ratio that, in its determination, does not ensure adequate program quality and safety.]
Section 14
HOURS AND CONDITIONS OF WORK
Apprentices shall work the same hours and be subject to the same conditions as pertain to their employer's non-apprentice personnel in the same occupation(s).  Work performed in excess of eight hours a day or 40 hours a week will be credited toward the completion of apprenticeship, on the basis of time actually spent on the job (rather than any multiple applied to wage rates).
Section 15
WAGES
The apprentices shall be paid according to a schedule of progressively increasing wages, consistent with the skill, performance, and knowledge levels achieved.  The starting rate for an apprentice without prior experience shall be   [specific dollar amount, or a certain percentage of the sponsor's rate for a skilled journey-person], and in no instance will it be less than the applicable minimum wage under federal and state laws.

SCHEDULE OF WAGES FOR EACH  [specifically described]  PERIOD OF APPRENTICESHIP:

1st ___   2nd ___   3rd ___   4th ___   5th ___   6th ___   7th ___   8th ___   9th ___   10th ___   11th ___   12th ___

The sponsor's current rate for a skilled journey person in the occupation is $ ______ per hour as of   [date]  .
Section 16
CONTINUOUS EMPLOYMENT
The sponsor intends and expects to give each apprentice continuous employment and will use its best efforts to keep the apprentice employed during the full term of apprenticeship.  If any apprentice is temporarily released due to business conditions, he/she shall be given the opportunity to be reinstated before any additional apprentice is employed in the same occupation.  The apprentice will receive credit for any approved related instruction obtained during that layoff.  The sponsor may arrange for transfer of the apprenticeship agreement to another sponsor after receiving the consent of the apprentice and the new sponsor.
Section 17
DISPOSITION OF COMPLAINTS
Any disagreement between an apprentice and the sponsor will be resolved, if possible, between the parties involved.  If they do not achieve a resolution at this level, the parties will consult with the apprenticeship representative servicing the program.  If the issue is not resolved through this process, any party to the apprenticeship agreement may submit a written complaint to the Ohio State Apprenticeship Council, except where such complaint is currently subject to a resolution process under a bargaining agreement.  Except for the latter instance, the council will review the complaint, and make such decision as it deems appropriate.
Any party to an apprenticeship agreement may consult with the Ohio State Apprenticeship Council at any time, for interpretation of a disputed or unclear provision of these standards, an apprenticeship agreement, or the relevant laws and regulations.
Section 18
CANCELLATION OF THE APPRENTICESHIP AGREEMENT
After the probationary period, the apprenticeship agreement may be canceled at the request of the apprentice.  It may also be suspended or canceled by the sponsor, conditional upon good cause, due prior notice to the apprentice, and a reasonable chance for corrective action.  Upon suspension of the agreement or its cancellation by either party, the sponsor will provide written verification of this action to the apprentice and to the registration agency.
Section 19
PERIODIC EVALUATION
Each apprentice's progress in the program shall be evaluated before each advancement-stage designated in the "wages" section above.   The evaluation will be conducted by  [title of the person or entity , e.g. "the apprenticeship coordinator" or "the joint apprenticeship committee"], giving consideration to attendance and achievement, both on the job and in related technical instruction.  If the apprentice's progress is satisfactory, he/she will receive the wage increase designated by these standards for the respective advancement stage.  If progress is unsatisfactory, the apprentice may be permitted to continue in a probationary status, and/or may be required to repeat the relevant learning and work activities.
The results of progress evaluations shall be recorded in writing.
Section 20
CERTIFICATE OF COMPLETION
Upon each apprentice's satisfactory completion of the requirements of the apprenticeship program, the sponsor shall recommend to the registration agency that a state certificate of completion be awarded.  Documentation of on-the-job training and all related instruction (content and hours) shall be included with the request.
Section 21
RECORDS
The sponsor shall keep a thorough record of each apprentice's program participation, including the hours and the nature of apprentice activity in work and related instruction, as well as the results of progress evaluations.
The sponsor shall for five years maintain each record of this kind and any other record pertaining to the operation of the program, including but not limited to the documentation of:  apprentice recruitment and selection;  apprentice job evaluations, assignments, layoffs, and terminations;  and the rates of apprentices' pay and other compensation.  All such records shall be made available upon request to the Ohio State Apprenticeship Council and the US Department of Labor.
Section 22   REPORTS
The sponsor shall immediately report to the registration agency any change in the status of an apprentice (for instance, completion, resignation, lay-off, termination) or in the operation of the program.
Section 23
REGISTRATION OF PROGRAM
These standards shall be submitted to the Ohio State Apprenticeship Council for approval.  Such approval is required before the described training can be considered a registered apprenticeship program.
Section 24
MODIFICATIONS, CANCELLATION AND DEREGISTRATION
These standards of apprenticeship may be amended by the sponsor at any time, subject to approval by the Ohio State Apprenticeship Council.  Such changes shall not apply to any existing apprenticeship agreement without the consent of all parties to the agreement, including the apprentice.
Cancellation and deregistration of the program may be effected voluntarily by a written request from the sponsor to the registration agency, or, given reasonable cause, by the registration agency through formal deregistration proceedings in accordance with the provisions of OAC 5101:11.
SIGNATURES

Approved by [program sponsor]
Signature: _________________________
Date: ________________________

Title: ________________________
Approval and registration by the ohio state apprenticeship council
Signature: _________________________
Date: ________________________

Title: ________________________
Reviewed by Servicing Field Representative:
Signature: _________________________
Date: ________________________


Title: ________________________
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