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The total funding of the ApprenticeshipNH initiative is $7.29 million with 99% funded through the following US
Department of Labor-Employment and Training Administration Grants at the dollar amounts indicated: Apprenticeship
State Expansion (ASE) Grant-$1.35 million, State Apprenticeship Expansion (SAE) Grant- $2.05 million, American
Association of Community Colleges (AACC) Grant- $450,000, State Apprenticeship Expansion 2020 (SAE2020) Grant-
$3.45 million. Additional scholarship support of less than 1% is provided by 3rd party scholarship grants for programs
developed through the ASE and SAE grants.

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s

Employment and Training Administration. The product was created by the recipient and does

This ApprenticeshipNH information sheet was not necessarily reflect the official position of the U.S. Department of Labor. The Department of
created by ApprenticeshipNH, which is part of the Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with
Community College System of NH and is licensed respect to such information, including any information on the linked sites and including, but not
under CC BY 4.0. To view a copy of this license, limited do, accuracy of the information or its completeness, timeliness, usefulness, adequacy,

visit: https://creativecommons.org/licenses/by/4.0/ continued availability, or ownership. This product is copyrighted, by the institution that created it.

GUIDE TO BUILDING YOUR APPRENTICESHIP PROGRAM

Employer Toolkit &
Checklist
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APPRENTICESHIP

Apprenticeship is a proven model for employers to train and retain a
skilled workforce. Though the process may seem daunting, this guide
will walk you step-by-step through the components of building your
apprenticeship program.




Welcome to ApprenticeshipNH!

Your contact:

Once you've completed this process, you'll have built your Standards of
Apprenticeship. The standards document is a written plan, approved by the
U.S. Department of Labor, that lays out the components of your apprenticeship
program as well as dictating the conditions of employment such as the wage
schedule, selection and hiring procedures, etc. All standards documents also
include information about the “terms” of the apprenticeship including information
about the On-the-Job Training (OJT) and Related Technical Instruction (RTI).

Follow these six steps to start your program. Keep track of your progress by checking
off tasks as you go.

Identify Occupations

We will work closely with the Office of Apprenticeship to
match your job description with an approved occupation in
the Department of Labor's database.

Send your EEO policy and job description of desired occupation
to your ApprenticeshipNH contact

Review the occupations sent by your ApprenticeshipNH contact
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Select your occupation:

Customize Your

On-the-Job Training
Work Process Schedule

Meet with your ApprenticeshipNH contact to review and customize
your Work Process Schedule

Once completed, your contact will review the customized Work
Process Schedule with the Office of Apprenticeship

] @[]

Review and approve final outline, send to your contact

The Department of Labor’s database
includes thousands of occupations

that are considered “apprenticeable”.

”

Each occupation has a related “term
which dictates the number of hours
of OJT and RTI required.

If your occupation isn't in the
database, ApprenticeshipNH may
be able to work with the Office

of Apprenticeship to have a new
occupation approved.

The Work Process Schedule is

an outline of tasks that industry
employers have determined are
critical for apprentices to learn
during their OJT, with the support/
guidance of a mentor. The plan
includes a description of tasks with
an associated recommendation for
approximate hours the apprentice
should spend on those tasks as part
of their OJT.

Meet with your ApprenticeshipNH contact There must be a minimum

of 144 hours of RTI for every

Determine design of RTI: 2,000 hours of OJT
Courses: [ Credit bearing 1 Non-credit bearing ' .

Instruction method:  QTraditional [ Front-loaded 1 Segmented RTI and OJT complement each other

With the support and guidance of a
Review and outline technical subjects to be taught during RTI mentor, the technical skills learned

during RTI are then practiced on-the-job.
Curriculum designer develops RTI course outline
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Review and approve RTI course outline e p e 2
%

Send RTI outline to the Office of Apprenticeship

Determine Progressive Pay Wage

Your apprenticeship requires that apprentices have a beginning wage and an end wage, with two
pay increases throughout the program. The increase can be tied to completed hours (i.e. an increase
given after each 500 hours of OJT completed) or the increase can be tied to competencies met.

® What are the minimum qualifications for your apprenticeship? (i.e. age, education, physical
requirements, etc.)
What is the process to submit an application?
How will you review and rank candidates who have applied and interview for the position?
Will the process be different for an incumbent employee vs. a new hire?
What is your procedure for handling complaints?
How do you maintain employee records?

Notes:

Review and Finalize Standards

Review, edit, and sign the draft Standards of Apprenticeship sent by The Office of Apprenticeship




