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Apprenticeship:
It Makes Good Business Sense

Between 1991 and 2001, the number of people working in skilled trade
occupations dropped by 3.8 percent. This decrease creates a significant impact
on your ability to find skilled employees. Ensuring the availability of a strong labor
force now, and in the future, is important for the sustainable growth of your business.

You require skilled and qualified workers to get the job done. Training apprentices is
the best way to ensure that your employees are trained the way you want them to be,
allowing you to pass on your—and your journeypersons’—knowledge and
experience.

The N.C. Department of Labor Apprenticeship and Training Bureau is pleased to
provide you with this Employer Toolkit. It is designed to provide you with everything
you need to know about apprenticeship—what it is, why it benefits your business,
how it affects your bottom line, and how it works.

Tools and resources are readily available to get your company started on an
apprenticeship program. This toolkit is meant to answer some of the most common
guestions about apprenticeship and includes the following information:

e Benefits of training apprentices

e How apprenticeship can improve your bottom line

e Tips to implementing a successful apprenticeship

e Valuable information on effective mentoring techniques

e Simple steps to starting a successful apprenticeship program in your business

e Quotes from apprenticeship sponsors who are making apprenticeship work for
them

e Who to contact to obtain more information
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A Message From the N.C. Apprenticeship Advisory Council

If you own or manage a business, you make investment decisions every day. Some
of the major decisions include investing in space (office space, warehouse, shop
space, production space, work space or retail space), investing in materials, raw
materials, products or supplies, and investing in your equipment. These are all
tangible investments. They can all be touched, felt and seen.

There is another kind of investment that companies make. It is called the “human
investment.” Successful companies realize that their employees are one of their most
valuable assets. Your workforce has to be a positive reflection of your company.
Organizations that train tend to thrive, even in the face of strong competition. If your
business and North Carolina’s economy are going to grow, it is important to develop
a skilled workforce.

North Carolina’s apprenticeship program is a resource you can utilize to ensure that
your company operates at peak efficiency. Apprenticeship is a time-honored training
system that involves a combination of classroom and on-the-job training under the
direction of a skilled worker. Training apprentices is the best way to guarantee that
your employees are trained in industry-accepted practices as well as in specific
techniques and methods employed by your company.

To assist you in making a decision to invest in your workforce, here are three reasons
that companies train apprentices:

Productivity: What if everyone in your company was either in apprenticeship training
or had completed an apprenticeship? It is a simple fact that a person who is properly
trained is far more productive than someone who has not been trained.

IClassroom Instruction + On-the-Job Training = Increased Productivity|

Retention: Numerous studies have shown that employees who are properly trained
tend to work for the same employer longer. In addition, they use fewer sick days. One
of the reasons is the difference between working in a job and having a career. In
general, those who are in careers tend to stay with their employers.

Quality: The apprenticeship training process instills a sense of pride. The training
environment in both the classroom and in the field dictates that it is simply not
acceptable to “slap things together.” This learned attitude increases the overall
standard of quality.
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Companies that offer apprenticeship training opportunities often attract higher quality
job applicants. The person who wants to serve an apprenticeship is one who is willing
to make a commitment to his or her career and to your company.

It all comes down to a willingness to invest in your most valuable resource—your
employees. Training apprentices is one of the best ways to accomplish this
investment. If you empower your employees through training, you will see direct
benefits. Take the first step and find out more about how you can make the
apprenticeship training process work for you.
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What Is Apprenticeship?

The apprenticeship method of training—a skilled worker passing on craft knowledge
to another—is almost as old as recorded history.

Since the Middle Ages, skills have been passed on through a master-apprentice
system in which the apprentice was indentured to the master for a specified period of
years. The apprentice usually received food, shelter and clothing in return for the
work the apprentice performed while under the apprentice indenture. Today’s
apprenticeship programs provide a more formalized and structured system of
training.

The National Apprenticeship Act of 1937, also known as the Fitzgerald Act, provides
guidance on apprenticeship from the federal level. The N.C. Administrative Code,
Title 13, Chapter 14, also provides standards for apprenticeship programs in North
Carolina. Thousands of apprentices have gone through the North Carolina
apprenticeship system and have contributed to the state’s economy.

Eight Essential Components of Apprenticeship Training

1. Structured Training: Apprenticeship is a training strategy that:

» Combines supervised, structured on-the-job training with related instruction.

> Is sponsored by employers, employer associations or labor/management
groups that have the ability to hire and train in a working environment. The
employment opportunity is the most basic requirement for any apprenticeship.
Without the job, there is no on-the-job training. On-the-job training represents
about 90 percent of the program.

» Provides quality related instruction. Related instruction is theoretical and
technical, and is usually provided by the N.C. Community College System, a
university or a company recognized training. Related instruction is a key part
of each apprenticeship and is required by apprenticeship regulations.
Apprentices are required to participate in a minimum of 144 hours of related
instruction a year.

2. Skilled Training: Apprenticeship is a training strategy that prepares people for
skilled employment by conducting training in bona fide and documented employment
settings. The content of training, both on-the-job and related instruction, is defined by
the industry.

North Carolina uses input from the state Apprenticeship Advisory Council,
professional associations and industry to formulate minimum state standards for each
trade and to make recommendations to the Apprenticeship and Training Bureau.

Members of the Apprenticeship Advisory Council are made up of an equal number of
employee/employer members from various industries/industry groups involved in
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training apprentices as well as representatives from the N.C. Department of Public
Instruction and the N.C. Community College System.

3. Apprenticeship Regulations: Apprenticeship is a training strategy with
requirements clearly stated in federal and state laws and regulations. The National
Apprenticeship Act of 1937 (also known as the Fitzgerald Act) provides the guidance
from the federal level. N.C. Administrative Code, Title 13, Chapter 14, provides
additional state requirements. These regulations establish minimum requirements for
apprenticeship standards, such as:

a. The length of training

b. Type and amount of related instruction

c. Supervision of the apprentice

d. Appropriate ratios of apprentices to journey workers
e. Apprentice selection and recruitment procedures

4. Credentials: Apprenticeship is a training strategy that leads to a certificate of
completion and officially recognized craftsman status. The completion certificates are
issued by the N.C. Apprenticeship and Training Bureau and the U.S. Department of
Labor Office of Apprenticeship Training. These credentials are nationally recognized.

Also required is the approval and monitoring of the program by the NCDOL
Apprenticeship and Training Bureau. When employers desire to start or modify an
apprentice program, the bureau provides technical assistance.

5. Investment in Training: Apprenticeship is a training strategy that involves a
tangible investment on the part of the apprentice, program sponsor, individual
employer or labor/management group. An apprentice’s investment is the time to learn
skills and to perfect those skills on the job. Apprentices are expected to manage their
time, keep work records, attend classes and progress in their apprenticeship training
program. An apprentice may also be required to pay for tuition or books. The
employer’s investment includes allowing time for the apprentice to complete the
related instruction and paying the wages of the apprentice while training on the job
under the supervision of a skilled craftsman.

6. Earn and Learn: Apprenticeship is a training strategy that pays wages to
apprentices during the term of their apprenticeships. These wages are a portion of
the skilled wage rate that increases throughout the training program in accordance
with a predetermined wage scale. The entry wages must average no less that 50
percent of the trained rate of pay for the occupation, normally reach at least 85
percent of the trained rate by the last period of training, and must be above the
minimum wage rate.

7. Supervised Training: Apprenticeship is a training strategy in which participants

learn by working directly under the supervision of skilled workers, mentors or
craftsmen in the occupation.
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8. Apprentice Agreement: Apprenticeship is a training strategy that involves a
written agreement between the apprentice, the employer and the state. This
agreement specifies the length of the training, the related instruction requirements,
an outline of the skills of the occupation to be learned, and the wages the apprentice
will receive.
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Benefits of Training Apprentices

Your company needs to be ready to compete in the 21st century. By
training apprentices you will gain employees who will make a contribution
to your bottom line. Apprenticeship training is a key investment in your
company'’s future. Following are some of the key benefits of training
apprentices:

e Apprenticeship equals trained employees: By combining on-the-job training
with classroom instruction, apprenticeship provides an employer with fully
trained employees. It creates better skilled workers for your company by
providing skill training and job-related theory to meet your company’s needs.
Participating in an apprenticeship program ensures that you will have
employees that are trained to industry standards, as well as to your

company’s.

e Apprenticeship means less turnover: Invest in your employees and they will
invest in you. When you commit to training your workforce, you will see
employee motivation and interest increase, improvements in overall work
ethics, and increased employee loyalty. Training young people in your
business creates skilled and experienced employees, many of whom will stay
with you, becoming your supervisors and managers of the future.

e Apprenticeship saves you money: Although you pay for apprenticeship
training, the actual cost to you is minimal. The program includes both
classroom and on-the-job training, so apprentices will be producing for you
while they learn. The result is employees ready to contribute to your bottom
line. Also, if your business is in a field requiring licensing, when your
employees finish the program, they are prepared for the exam.

e Improve productivity: The completion of an apprenticeship program results
in highly-trained professionals who noticeably contribute to your bottom line
and ensures a higher level of quality production and productivity. Their
knowledge, skills and hands-on experience enable them to develop a
thorough understanding of your business needs and how best to meet them.

e Apprenticeship helps you provide career opportunities: The
apprenticeship program is a way to train qualified individuals by providing
career opportunities and trained people in your industry. This means you will
have trained employees when you need them. Apprenticeship will provide a
pipeline of skilled employees for your industry’s future growth needs.

e Apprenticeship helps you plan for the future: North Carolina will be
experiencing a significant labor shortage as the number of people turning age
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65, fueled by the aging of the baby boomer generation, surpasses the number
of people turning age 18 due to low birth rates. Consequently, the number of
workers entering the labor force will not be sufficient to replace those ending
their working careers.

Implementing an apprenticeship program in your business will assist you to be
better able to plan and met your future workforce needs, ensuring that you
have a pool of experienced employees of different ages within your company.

Recruit veterans for your organization: Veteran’s returning from duty
already have many skills that you may require in your organization. These
men and women bring maturity, experience and prior training to the job.
Eligible veterans are able to use their Gl Bill benefits while participating in a
registered apprenticeship program. The NCDOL Apprenticeship and Training
Bureau is the state-approving agency for the U.S. Department of Veterans
Affairs and provides a communication link for veterans seeking employment
and companies seeking workers. Click on the following link for additional
information: http://www.nclabor.com/appren/veterans/veteran_info.htm.
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Tips to a Successful Apprenticeship

Here are some tips to consider when implementing your
apprenticeship program:

Employers with a solid record of retention conduct a thorough assessment of
candidates to ensure that apprentices will adapt successfully to their company
and remain with the business.

Take your time when evaluating potential apprentices and make good
selections.

Explain the nature of your business, how it works and how the apprentice fits
into the bigger picture. Apprentices are motivated when they feel they are an
important part of a growing progressive company and are treated with respect.

Clearly identify your training objectives. Review the apprentice contract with
them to develop a basic understanding of your expectations and skill
requirements.

Communicate regularly with the skilled workers and apprentices to ensure an
appropriate level of supervision is taking place. As the apprentices progress,
they will develop more confidence and will require less supervision.

Conduct regular performance reviews and adjust your apprentices’ level of
responsibility accordingly. Offer new challenges and vary the job routine. This
will ensure that apprentices stay interested in their work and will also increase
the overall skill base of the company.

Remind your supervisors to be supportive of and involved in the related
instruction component of the program.

Educate your staff on the value of training and the importance of having
apprentices on the jobsite. Fostering a positive working environment where
apprentices feel appreciated by the company and their peers will increase
employee retention, thereby reducing future hiring and training costs.

Demonstrate your commitment to training by visibly displaying training
certificates and providing recognition for excellent employees.
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Valuable Tips for Effective Mentoring Techniques

A Guide for Journey Workers and Frontline Supervisors/Mentors

Getting the job done right requires workers to use their head as well as their hands.
But if your apprentices are not receiving quality on-the-job training, they won’t
become the skilled employees you need. Effectively applied training techniques help
make apprentices become more proficient and self-reliant. Here are a few mentoring
skills that will make a difference when you train apprentices:

Time Management. Time management means more than establishing priorities and
delegating specific tasks. Time management should be a primary concern for the
mentor. It is an important part of the apprentice’s training to realize that there is
always a dynamic tension between accomplishing all job requirements in a timely
manner while maintaining a standard of quality workmanship. Good time
management skills include:

« Ability to clarify priorities

Ability to eliminate time wasters
Ability to structure the day

Ability to overcome procrastination
Ability to control the details

Ability to focus on results

X/
X

X3

*

X/
°

X3

*

e

S

Understand the Role of the Apprentice. The mentor must understand the role of
the apprentice. Apprentices are learners. The supervisor must:

+ Recognize the skill level of the apprentice

,

% Recognize the learning style of the apprentice
+«» Establish skill level advancement, so the apprentice knows how to reach
the next step

+« Explain the trade/occupational language, including tools and processes

The Supervisor Serves as a Mentor. Mentoring is a partnership based on mutual
respect with both parties contributing to the discussion as the mentor and apprentice
work together. The mentor will have more experience, insight or knowledge, but the
relationship is one of sharing and teaching. The mentor’s role includes:

X/
°e

Explaining the expectations of the employer.

Explaining the expectations of co-workers.

Explaining what the apprentice can expect from the employer.
Listening to the concerns of the apprentice.

Explaining the working relationship between the trades.
Making the apprentice aware of all safety aspects of the job.
Actively participating in the apprentice’s on-the-job learning.

X3

*

X/
°

X3

*

X/
°

X3

*

X/
°
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Apprentices learn by doing. Apprenticeship training is 10 percent classroom
instruction and 90 percent on-the-job learning. Good apprenticeship training takes
planning and requires that a supervisor/mentor be responsible for that planning. The
apprenticeship mentor must be diligent about planning work activities for the
apprentice so that the apprentice is able to obtain the well-rounded skills he or she
expected to receive when signing the apprentice training agreement.

The result will be better on-the-job training, more proficient employees, happier

customers and a healthier bottom line.

To learn more about NCDOL'’s Transition to Trainer Workshop, call (919) 733-0327
or visit http://www.nclabor.com/appren/appindex.htm.
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Getting Started

How to Implement an Apprenticeship Program in Your Company

Making the apprenticeship program a part of your company’s training strategy is a lot
easier than you may think. Here is a step-by-step guide to help you make
apprenticeship support the success of your business.

Assess the Needs of Your Business. To begin, clearly define your company’s
training needs and what role an apprentice could play within your business. If
appropriate, implement an internal apprenticeship advisory group made up of
management, supervisors and skilled workers. It is also important to identify a
journey worker who is capable and who is committed to training new workers to meet
your standards and business requirements.

Identify Skill Needs. Determine what knowledge and skills are needed for the
occupation to be included in the program. The NCDOL Apprenticeship and Training
Bureau has consultants and licensed job profilers who can assist you in this task.

Contact Your Local Apprenticeship Consultant. An NCDOL apprenticeship
consultant will make an on-site visit and work with you to develop your training plan in
accordance with apprenticeship standards.

Develop Minimum Standards. Standards for the program need to be developed.
Minimums standards include:

» A schedule of work processes in which an apprentice is to receive
training and experience on the job.

» Related instruction designed to provide the apprentice with knowledge
in technical subjects related to the occupation/trade for a minimum of
144 hours per every 2,000 hours of on-the-job learning.

A progressively increasing schedule of wages.
Selection of apprentices based on qualifications.

Equal opportunity to apply for an apprenticeship.

YV V VY V

Proper supervision of on-the-job training with adequate facilities to train
apprentices.

> Periodic evaluation of the apprentice’s progress, both on the job and in
related instruction.

» The maintenance of records.

Recognition for successful completions.
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Basic Provisions

Following is a guide to the provisions that should be part of any apprenticeship
program:

Occupations:
Determine what occupations or types of jobs will be covered by the program.
Contact your apprenticeship consultant for more information.

Work processes:

List the major on-the-job training processes for each occupation separately.
Traditional occupations have core recommended work processes. Competency
checklists and/or task lists can be developed to enhance the on-the-job learning
portion of your training program. Contact your apprenticeship consultant for more
information.

Allocation of Work Training Time:

Determine the number of hours for each work process. This is the time an
apprentice is expected to work on the process to become proficient. You may
also have a “competency-based” program that allows apprentices to complete
the training when they are proficient in all the requirements of the occupation.
Many companies use a hybrid approach that includes a blend of both time-based
and competency-based programs, giving the apprentice and employer more
flexibility to complete the training.

Term of Apprenticeship:

In most traditionally apprenticeable occupations, the term of apprenticeship has
been established. The term of apprenticeship ranges from 2,000 hours (one
year) to 10,000 hours (five years), depending on the occupation. There are more
than 1,000 nationally approved apprenticeable occupations. A list of these
occupations can be found at:

http://www.nclabor.com/appren/trades/apprenticeable occupations_900.pdf

New occupations continue to be developed as technology changes to meet
industry demands.

Apprentice Qualifications:
What qualifications will applicants need to enter your program? These should be
clear, objective and consistent with company policy.

Related Classroom Instruction:

Each apprentice must attend related instruction—a minimum2144 hours for every
2,000 hours of on-the-job learning. The related instruction is developed to meet
the requirements of the skills required in the occupation.

Number of Apprentices:

The number of apprentices to be trained is usually determined by a ratio of
apprentices to skilled workers.
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Apprentice Wages:

There must be a progressive schedule for wage increases during the term of the
apprenticeship. The wage scale is determined by the company. Your
apprenticeship consultant can assist you.

Supervision of Apprentices:
Apprentices are customarily under the immediate supervision of an assigned
skilled employee/mentor.

Apprentice Agreement:

A fundamental part of the state’s apprenticeship program is the agreement
between the employer and apprentice. This agreement must be approved by the
Apprenticeship and Training Bureau.

Hire an Apprentice:

When you are ready to start training a new apprentice, remember to look to
promote from within. This will assist in building loyalty at your company and will
provide you with an opportunity to “grow your own” skilled workers.

Monitor Your Apprentices’ Progress:

Systematically track your apprentices’ on-the-job training hours and make sure
they are developing the skills they need to meet the trade-specific work
processes and training standards.
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N.C. Department of Labor
Apprenticeship and Training Bureau

Raleigh Office
1101 Mail Service
Center
Raleigh, NC 27699
Phone: (919) 733-7533
Fax: (919) 715-0398

Bureau Chief Assistant Bureau Chief

Charles Vaughan
(919) 715-0380—Office
(919) 609-8127—=Cell
charles.vaughan@nclabor.com

Brenda Saunders
(919) 733-0327—O0ffice
(919) 624-4364—-Cell
brenda.saunders@nclabor.com

EASTERN REGION |

VA Specialist (Eastern Region)

Dale Yarborough
1101 Mail Service Center

Eastern Region Supervisor

Jim Kornegay
PO Box 465

Wrightsville Beach, NC 28480
(910) 285-5127—O0Office/Fax

Raleigh, NC 27699-1101
(919) 557-1430—Office/Fax

(919) 605-3095—Cell
jim.kornegay@nclabor.com

(919) 609-2569—cCell
dale.yarborough@nclabor.com

Consultant Address Phone/Fax/E-mail Counties Served

Bladen, Brunswick,
Columbus, Duplin, Jones,
New Hanover, Pender,
Sampson

(910) 251-7089—Office
(919) 306-3758—Cell
danny.boykin@nclabor.com

3166 NC Hwy 11

Boykin, Danny | \yiiard. NC 28478

PO Box 53634
Fayetteville, NC

(910) 867-8491—Office/Fax
(910) 308-9413—Cell

Cumberland, Harnett, Hoke,

Cross, Charlene Lee, Moore, Robeson,

28305 charlene.cross@nclabor.com Scotland
1101 Mail Service (s(aéiaé)?ggzgggo—_ogfeﬁe
Knott, Victoria | Center Wake

Fax: (919) 715-0398

Raleigh, NC 27699 victoria.knott@nclabor.com

(919) 562-4946—Office/Fax
(919) 810-8175—Cell
melissa.medlin@nclabor.com

Chatham, Franklin, Wake,
Warren

PO Box 17147

Medlin, Melissa | p_ieigh, NC 27619

(919) 479-0129—Office/Fax

PO Box 72250 Durham, Granville, Orange,

Odom, Robin (919) 218-0795—cCell
Durham, NC 27722- robin.odom@nclabor.com Person, Vance
2250
. Edgecombe, Green,
Powell. Lula 108 West Spruce St. (91?9)1%§1éég_2915375_mé§/|::ax Halifax, Johnston, Lenoir,
’ Goldsboro, NC 27530 Nash, Northampton,
lula.powell@nclabor.com )
Wayne, Wilson
Beaufort, Bertie, Camden,
Carteret, Chowan, Craven,
116 Stonebridae Trail (252) 447-1491- Office/Fax Currituck, Dare, Gates,
Warner, Bill 9 (252) 571-0851—cCell Hertford, Hyde, Martin,

Havelock, NC 28532 Onslow, Pamlico,

Pasquotank, Perquimans,
Pitt, Tyrrell, Washington

bil.warner@nclabor.com
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WESTERN REGION

Western Region Supervisor

VA Specialist
(Western Region)

Job Profiling Specialist
(Western Region)

Kathryn P. Castelloes
PO Box 206
Newland, NC 28657
(828) 737-7929 Office/Fax
(919) 368-4280——Cell
kathryn.castelloes@nclabor.com

Aaron Harper
PO Box 620423
Charlotte, NC 28262
(704) 547-5773—O0ffice/Fax
(704) 778-8378—Cell
aaron.harper@nclabor.com

Betty Herbster
PO Box 245
Hickory, NC 28603
(828) 322-8761—O0Office/Fax
(828) 244-9279—=Cell
betty.herbster@nclabor.com

Consultant

Address

Phone/Fax/E-mail

Counties Served

Downing, John

3180 Creighton Lane
Winston-Salem
27127

(336) 771-5994—O0ffice/Fax
(336) 317-4396—Cell
john.downing@nclabor.com

Forsyth, Guilford

Francis, Pam

PO Box 38066
Greensboro, NC
27438

(336) 288-0550—O0ffice/Fax
(336) 312-2282—=Cell
Pam-dol@triad.rr.com

Alamance, Guilford

Jones, Sarah J.

PO Box 1072
Salisbury, NC 28145-
1072

(704) 639-7703—Office/Fax
(919) 608-9435—Cell
sarah.jones@nclabor.com

Anson, Davidson,
Rowan, Montgomery,
Randolph, Stanly,
Richmond

Phelps, Shari L.

PO Box 159
Hendersonville, NC
28793

(828) 696-1683—O0ffice/Fax
(828) 577-0631—=Cell
shari.phelps@nclabor.com

Buncombe,
Cherokee, Clay,
Graham, Haywood,
Henderson, Jackson,
Macon, Madison,
McDowell, Mitchell,
Polk, Rutherford,
Swain, Transylvania,

Reeves, Eddie

Yancey
1212 Ararat Rd . Alleghany, Caswell,
Pilot Mountain, NC (336) 374-6433—Office/Fax Davie, Iredell,

27041

(336) 813-4540—=Cell
eddie.reeves@nclabor.com

Rockingham, Stokes,
Surry, Yadkin

Stegall, Barney

PO Box 621388
Charlotte, NC 28262-
0112

(704) 549-1400—Office/Fax
(704) 607-0687—Cell
barney.stegall@nclabor.com

Cabarrus, Gaston,
Lincoln,
Mecklenburg, Union

Stulz, Dexter

PO Box 1601
Davidson, NC 28036

(704) 895-4260—O0ffice/Fax
(704) 607-1973—Cell
dexter.stulz@nclabor.com

Alexander, Ashe,
Avery, Burke,
Caldwell, Catawba,
Cleveland, Watauga,
Wilkes
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