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Preface
This document is comprised of a compilation of Wisconsin’s rules and regulations governing its Registered
Apprenticeship Program. Included are: Wisconsin Statute 106, Apprentice Programs; DWD 295,
Apprenticeship; and DWD 296, Federal Equal Opportunity Standards for Apprenticeship Programs.
For 100 years, the Wisconsin Registered Apprenticeship Program has provided training to rigorous industry
standards in a variety of occupations. While registered apprenticeship remains a unique on the job training
option that benefits apprentices and employers alike, its future growth and continued success require that it
adapt and reflect changes in the American workplace.
These changes are reflected in the revised rules and regulations included in this document. They provide the
framework for a flexible apprenticeship program by including options for both program sponsors and
apprentices that address the needs of the state’s economy and provide for the development of a skilled,
competitive workforce.
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Definitions
Apprentice means any person who enters into an apprentice contract with the department and with a sponsor
or with an apprenticeship committee acting as the agent of a sponsor.
Apprentice Contract means any contract or agreement of service, express or implied, between an apprentice,
the department, and a sponsor or an apprenticeship committee acting as the agent of a sponsor whereby an
apprentice is to receive directly from or through the apprentice’s employer, in consideration for the
apprentice’s services in whole or in part, instruction in any trade, craft, or business.
Apprenticeship Committee means a joint apprenticeship committee or a nonjoint apprenticeship committee
designated by a sponsor to administer an apprenticeship program.
Apprenticeship Program means a program approved by the department providing for the employment and
training of apprentices in a trade, craft, or business that includes a plan containing all of the terms and
conditions for the qualification, recruitment, selection, employment, and training of apprentices as required
under this subchapter, including the apprentice contract requirements under Wis Stats 106.0.1
Assignment means the initial placement of an apprentice with an employer.
Bureau of Apprenticeship Standards (BAS) is the agency within the Department of Workforce
Development charged with the oversight responsibilities of Wisconsin’s apprenticeship program.
Cancellation means the termination of the registration or approval status of a program at the request of the
sponsor or termination of an Apprentice contract at the request of any party to the contract.
Certificate or Certification means documentary evidence that:
The department has established that an individual is eligible for probationary employment as an apprentice
under a registered apprenticeship program;
The department has registered an apprenticeship program as evidenced by a certificate of registration;
The department has determined that an apprentice has successfully met the requirements to receive an interim
credential; or
The department has determined that an individual has successfully completed an apprenticeship.
Competency means the attainment of manual, mechanical or technical skills and knowledge, as specified by
an occupational standard and demonstrated by an appropriate written and hands-on proficiency measurement.
Completion rate means the percentage of an apprenticeship cohort who receives a certificate of
apprenticeship completion within 1 year of the projected completion date. An apprenticeship cohort is the
group of individual apprentices registered to a specific program during a 1 year time frame, except that a
cohort does not include the apprentices whose apprenticeship agreement has been cancelled during the
probationary period or who have transferred.
Department means the Department of Workforce Development which is the state registration agency for the
purposes of 29 CFR 29.
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Electronic media means media that utilize electronics or electromechanical energy for the end user
(audience) to access the content; and includes, but is not limited to, electronic storage media, transmission
media, the Internet, extranet, lease lines, dial-up lines, private networks, and the physical movement of
removable/transportable electronic media and/or interactive distance learning.
Employer means any person employing an apprentice, whether or not the person is a party to an apprentice
contract with the apprentice.
Federal Purposes includes any Federal contract, grant, agreement or arrangement dealing with
apprenticeship; and any Federal financial or other assistance, benefit, privilege, contribution, allowance,
exemption, preference or right pertaining to apprenticeship.
Interim credential means a credential issued by the department, upon request of the appropriate sponsor, as
certification of competency attainment by an apprentice.
Joint Apprenticeship Committee means an apprenticeship committee that consists of an equal number of
representatives of employers and of representatives of employees who are represented by a collective
bargaining agent.
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. (Note: 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.)

Local apprenticeship committee means an apprenticeship committee to which the department has to
delegate the authority to act under Administrative Code DWD 295.02 and 295.03.
Nonjoint apprenticeship committee means an apprenticeship committee that consists of representatives of
employers, but not of representatives of employees who are represented by a collective bargaining agent.
Office of Apprenticeship means the office designated by the Employment and Training Administration of
the US Department of Labor to administer the national apprenticeship system or its successor organization.
Provisional registration means the initial approval of a newly registered program that meets the required
standards for program registration.
Quality Assurance Assessment means a comprehensive review conducted by the department regarding all
aspects of an apprenticeship program’s performance, determining if apprentices are receiving: on-the-job
learning in all phases of the apprenticeable occupation; scheduled wage increases consistent with the
registered standards; related instruction through appropriate curriculum and delivery systems; and that the
department is receiving notification of all new registrations, cancellations, and completions as required in this
chapter.
Reassignment means the assignment of an apprentice from one employer to another within the same
apprenticeship program.
Registration of an apprentice contract means the acceptance and recording of an apprentice contract by the
department as evidence of the apprentice’s participation in a particular registered apprenticeship program.
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Registration of an apprenticeship program means the acceptance and recording of such program by the
department as meeting the basic standards and requirements of the department for approval of such program
for federal and state purposes, as shown by a certificate of registration.
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
department.
Sponsor means any employer, organization of employees, association of employers, committee, or other
person operating an apprenticeship program and in whose name the apprenticeship program is approved by
the department.
Technical assistance means guidance provided by the department staff in the development, revision,
amendment, or processing of a potential or current program sponsor’s standards of apprenticeship or
apprentice contracts; or advice or consultation with a program sponsor to further compliance with this
chapter; or guidance from the department on how to remedy nonconformity with this chapter.
Transfer means a shift of apprenticeship registration from one program to another where there is agreement
between the apprentice and the affected apprenticeship committees or program sponsors.
Unassignment means the temporary interruption of an apprentice contract.
Wisconsin Apprenticeship Advisory Council means the council created by WI Stats. 15.227 (13).
Wisconsin Technical College System is a publicly funded system of 16 two-year colleges subject to Chapter
38 of the WI State Statutes and TCS Administrative Rules.
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CHAPTER 1: GENERAL INFORMATION
ABOUT REGISTERED APPRENTICESHIP PROGRAMS IN WISCONSIN

Chapter 1: General Information
A. History of Apprenticeship in Wisconsin
The Wisconsin Apprenticeship Law (ss 106.01) was first enacted in June 1911. This 1911 legislation served
as the model of the national apprenticeship system which was enacted in 1937.
This law was introduced and supported by industry, labor and citizen’s groups to fulfill three major purposes;
1) to provide the State’s industries with a continual supply of highly skilled workers, 2) to provide an
additional career opportunity for many of the youth of the State and, 3) to serve as a protective measure for
the people who enter skilled trades training.
When the Wisconsin Apprenticeship Law was passed in 1911, the Legislature also passed the Industrial
Education Act authorizing the establishment of trade schools, to provide related instruction to apprentices.
WI Stats 38.001 (2) (a) states the principal purposes of the technical college system are to:
(a) Provide occupational education and training and retraining programs, including the training of
apprentices, that enable residents to obtain the knowledge and skills necessary for employment at a
technical, paraprofessional, skilled or semiskilled occupation…
Construction Trade Joint Apprenticeship Committees have been active and advisory to the Department since
1918. During the 1920s a large number of local committees were organized by the local vocational schools,
so they could advise the schools on apprentice related instruction needs. By the late 1930s, the local
apprenticeship committees were functioning much as they do today. They were made up of representatives of
local employer groups and local employee organizations, with a jurisdictional area covering several counties.
State joint apprenticeship committees were formed in the 1930s by statewide employer associations and the
statewide labor organizations and functioned much the same as they do today.
This structure of using industry advisory committees is important to Wisconsin’s registered apprenticeship
program for of the following reasons:


Ensure consistency throughout the apprenticeship community by implementing policies and
procedures to insure that journeyworkers who have been trained through the state registered
apprenticeship system have attained specific competencies in the trade;



Set a structure that could be used to expand the apprenticeship program to encourage accessibility by
all employers and citizens, foster growth within the existing and emerging industries and occupations;
allow easy expansion of existing programs to new employers, and to be able to respond to changes;



Provide a vehicle for communication up and down the organization. The goal is to ensure that local
concerns have a method of surfacing at a higher level so appropriate action can be taken. The
structure will also ensure that statewide decisions and policy changes have a method of being
communicated so that they can be implemented at the local level.
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B. The Apprenticeship Law
The Wisconsin Apprenticeship Law (ss 106.01) was first enacted in June 1911. It has been amended several
times, with the most recent amendments in May 2010. In 1913, the Wisconsin Minimum Wage Law (ss
104.08) was amended to extend apprenticeship law coverage to workers employed within certain “trade
industries”.
Wisconsin has deliberately shaped its laws to include apprenticeship as part of the educational structure of the
State.
Wisconsin’s apprenticeship law (ss 106) provides the legal framework for the Apprenticeship program and is
further supported by administrative rules (DWD 295 & 296), which provides the legal basis for this
Apprenticeship Manual.

C. General Apprenticeable Occupation Criteria
No apprentice contract can be approved for apprenticeship unless the occupation involved has been approved
by the BAS as an apprenticeable occupation.
In order for a new occupation to be approved by the BAS as apprenticeable, the occupation must involve the
progressive attainment of manual, mechanical or technical skills and knowledge which meets industry
standard for that occupation and would require at lest 2,000 hours of on-the-job learning to attain; must
customarily be learned in a practical way through a structured, systematic program of on-the-job supervised
learning must require that there be related instruction to supplement the on-the-job learning; and is clearly
identified and recognized throughout an industry.
In order for the BAS to determine whether or not an occupation meets the criteria, it surveys similar industries
and trade associations, consults with advisory committees, and with the Wisconsin Apprenticeship Advisory
Council.
BAS will recognize and approve apprenticeship programs registered with the U.S. Department of Labor or a
recognized State Apprenticeship Agency, that are in conformance with Wisconsin Rules and Regulations.

D. Labor Disputes
It is the BAS policy that no apprenticeship actions can be taken with an employer that has an existing labor
agreement and is engaged in a labor dispute.


A labor dispute is defined as a work stoppage, strike, or other dispute that disrupts the training of
apprentices as determined by the BAS.
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An apprentice action is cancellation, reassignment, completion or other change in an existing Contract
as well as approval of a new Contract.

In cases where all parties agree, this policy may be waived by the BAS.
Only apprentices and apprentice applicants in trades affected by the dispute are covered by this policy.
In instances where a vote is in progress to determine if a bargaining agent will represent the employees, the
involved labor organization is advised of pending apprentice actions by the BAS.

E. Effect of Collective Bargaining Agreements
DWD 295 states, “Where conditions of apprentices are stipulated by collective bargaining agreement, the
department will be guided by the terms of such agreement provided such terms are not in conflict with state
statutes or this chapter.” The department has interpreted this section as covering employment conditions
which overlap provisions that are included in WI Chapter 106, DWD 295, the Apprenticeship Manual, in state
standards and in the apprentice contract. Where a bargaining agreement overlaps a like provision; such as,
related instruction requirements, progressive wage scale, terms of apprenticeship or ratio, that provision must
meet the approved state standards minimum, or provisions of the apprenticeship law and/or rule.
In the case of an apprentice ratio, if a bargaining unit negotiates a ratio lower than an approved state
minimum, then that ratio may be applied to other programs training in that trade.

3

CHAPTER 1: GENERAL INFORMATION
ABOUT REGISTERED APPRENTICESHIP PROGRAMS IN WISCONSIN

4

CHAPTER 2: ELIGIBILITY AND REGISTRATION
ELIGIBILITY AND PROCEDURES FOR REGISTRATION OF APPRENTICESHIP PROGRAMS

Chapter 2: Eligibility and Registration
A. Registration of an Apprenticeship Program
In order to assure that the training people receive in apprenticeship occupations is in the best interest of
the public, the industry, and the apprentice, Wisconsin has structured its laws to require registration of
apprentices, wherever applicable.

B. Three Basic Requirements
The most basic requirement for any apprenticeship is the employment opportunity. Without the job there
is no “on-the-job learning.” Such training represents approximately 90% of the program.
The second basic requirement is related instruction. This instruction, theoretical and technical, is usually
provided by the Wisconsin Technical College System. Related instruction is a key part of each
apprenticeship and is required by the Apprenticeship Law.
The third basic requirement is the approval and monitoring of the program by BAS. When employers or
sponsors desire to start or modify an apprentice program, they are provided technical assistance by the
BAS. The BAS also monitors each program regularly. These requirements serve to assure the overall
success and quality of the specific programs.
An Apprentice Contract must be prepared for each apprentice. The Apprentice Contract is an agreement
between the state of Wisconsin, the apprentice, and the sponsor outlining the training program. The
contract consists of two parts; the contract face page and the trade information (Exhibit A). The
signatures on the Apprentice Contract are collected electronically. If the Bureau is unable to collect an
electronic signature, the signature will be collected on a paper copy of the Apprentice Contract. The
official, electronic copy reflects the date the paper copy of the Contract was signed.
The paperwork required to start and operate an apprenticeship program is held to a minimum, but because
apprenticeship programs are long-term, well planned programs to produce key skilled workers, some
record keeping is necessary to track the apprentice’s progress.

1. Wisconsin Apprenticeship Law (ss 106.01)
This law defines the term “apprentice” as meaning “any person, who enters into an apprentice
contract with the department and with a sponsor or an apprenticeship committee. The law goes on to
state that an apprentice contract or agreement of service is express or implied.
Thus, it is clear that the intent of the Law is that persons who are employed in apprenticeship
situations are to be registered. The Law itself excludes short-term training situations of less than one
year. Administrative Rules DWD 295 and 296 further define the applicability of the Law.

2. Wisconsin State Minimum Wage Law (ss 104.08)
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This law empowers the Department to designate occupations as “trades” and businesses and
industries as “trade industries.” Once a trade or trade industry has been so designated, any person
employed at less than the journeyworker level must be registered as an apprentice. The Department
also has the right to make exemptions when circumstances warrant it.

3. Carpentry Law (ss 106.02)
This law directs that anyone who is employed to learn to be a carpenter must be registered as an
apprentice. Thus, programs for learners, improvers, trainees, etc. are specifically prohibited.

4. State Licensing Laws (seven statewide licensing laws)
These laws require that an apprentice be registered prior to employment and also require that the
apprenticeship requirements be completed before the apprentice may take the license examination.
The current trades covered by these statewide license laws are: Barbering/Cosmetology, Electrical
(WI Act 63; effective five years after publication: March 2013), Plumbing, Sprinkler fitting, Funeral
Directing, and Elevator Constructors, Thermal System Installation and Mechanics (Heat & Frost).
All of these laws require that the apprentices register with the appropriate licensing agency and abide
by the License Laws, as well as the Apprenticeship Laws.

C. Criteria to Be Registered
DWD 295.01, Eligibility and Procedure for Registration of an Apprenticeship program, addresses the
criteria and process used by BAS to register apprenticeship programs. This section is designed to ensure
high quality programs, assist program sponsors through early intervention and technical assistance, and
foster closer working relationships between apprenticeship sponsors and BAS.

1. Registration
DWD 295.01 spells out the requirements for registration of apprenticeship programs. The eligibility
of a sponsor to train apprentices is contingent upon the sponsor’s program being in compliance with
the program standards outlined in Chapter 3. Individuals/sponsors who desire to train apprentices
must apply for registration and must be registered as an approved sponsor with the BAS. Sponsors
must meet the criteria outlined in DWD 295.01 requiring that the training be in an apprenticeable
occupation and the program is in conformity with the requirements of DWD 296 related to equal
opportunity.

2. Provisional Registration
When the Bureau determines that a sponsor and his/her program meets the criteria for registration, the
Bureau will give provisional approval to the program. Provisional approval will be given to all new
sponsors (have never trained apprentices in the past) and sponsors who have not trained apprentices in
the past five (5) years. Provisional Registration was added to enhance the monitoring of the
performance of new apprenticeship programs.
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The provisional registration will continue for a full training cycle. For example, programs that are
five years in length will have a provisional registration for five years, programs that are three (3)
years in length will have provisional registration for three (3) years. At the end of each year during
the training cycle, BAS will review the sponsor to determine if the sponsor is meeting apprenticeship
training requirements, including properly paying the apprentice, proper supervision, releasing the
apprentice for related instruction. Programs not in full compliance, but making satisfactory progress
will be continued to be provisionally approved through the first full training cycle.
At the end of the training cycle, the Bureau will conduct a Quality Assurance Assessment. The
program approval may be made permanent, or if the program is not in operation or not conforming to
the regulations, the Bureau will recommend the program for deregistration.
When a program approval is made permanent the Bureau will issue a certificate of registration to the
program sponsor.
It is important to note that provisionally registered programs continue to have all rights, privileges
and responsibilities associated with being a registered apprenticeship program.

3. Responsibilities Associated with Registration
It is the responsibility of the sponsor to request actions from BAS within 40 days. Including the
following; apprentices who have successfully completed, transfers, unassignments, new apprentice
contracts, and cancellation information. Until the Bureau processes these transactions, the actions are
not final.
The Bureau will review each program for quality and conformity at least once every five years. If the
program is inactive, not in operation or not conforming to apprenticeship rules and regulations, the
Bureau must recommend the program for deregistration.
When a sponsor would like to modify or update their program standards, these changes must be
submitted to the Bureau for approval. The Bureau will review the changes and either approve or
disapprove the changes within 90 days of receipt. If the Bureau approves the change, the sponsor will
receive the approved changes. If the Bureau does not approve the change, the sponsor will be notified
of the disapproval, the reason(s) for the disapproval, and will provide technical assistance to the
sponsor.

D. Administration of Programs
Chapter DWD 295.02 provides the legal basis for the establishment of state and local apprenticeship
committees and the development of statewide apprenticeship standards. However, the law does not give state
or local apprenticeship committees administrative authority, nor can the BAS legally delegate such authority.
Local Committees are only advisory to the department.
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Local sponsors have the delegated authority to select and place apprentice applicants as long as they follow
the procedures approved by BAS. In this capacity, they function much as a personnel office for their industry
group; recruiting, screening and assigning qualified and approved applicants to employers.

WISCONSIN APPRENTICESHIP MODEL
STATE ADVISORY COUNCIL

STATE COMMITTEE
Employee AND Employer Representation
BAS AND WTCS Consultants
For each “trade” there is a State
Committee
SPONSOR
Committees—Joint or Non-joint or Sole Sponsor
Each apprentice reports to a
Sponsor
APPRENTICE
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E. Need for State and/or Local Apprenticeship Committees
The construction industry is made up of a range of employers who have common interests. That is, that they
employ skilled journeyworkers in one or more of the construction trades. Some employers are only involved
with one trade and others with several. The firms are located statewide, and are highly mobile in their
operation because they travel to the construction site. The size of an employer’s crew is often governed by
the size of the job to be done. Employees move from job to job, often changing employers. These
characteristics complicate the training of apprentices in the building and construction industry.
State trade committees develop standards for the trade classifications within their industry. When these
standards have been adopted by the State Committee and approved by BAS, all local committee standards
must meet the minimums of the State standards. The purpose of uniform trade standards is to insure that
apprentices receive uniform training, in so far as possible, and that graduating apprentices develop
comparable skills.
Local committees may adopt the industry’s State Standards or develop local standards that exceed the
minimums outlined by the State standards. All standards developed by the local committees are submitted to
the BAS for review and final approval.
The Wisconsin Apprenticeship Program is structured to provide clear communications and delineation of
specific roles and responsibilities.

1. Apprenticeship Advisory Council
The Wisconsin Apprenticeship Advisory Council’s mission is to advise the Department of Workforce
Development on matters involving the Wisconsin Apprenticeship System, including the enactment of
Laws, Rules, and Standards. It consists of the following membership:






nine (9) members are employer representatives and nine (9) employee representatives who are
appointed by the Secretary of the Department of Workforce Development (DWD);
one (1) representative from the Department of Public Instruction appointed by the State
Superintendent of Public Instruction;
one (1) representative from the Wisconsin Technical College System (WTCS) appointed by the
Director of the Technical College System.
two (2) members who represent public interest appointed by the DWD Secretary.
the Director of the Bureau of Apprenticeship Standards serves as the nonvoting chair.

All members of the WI Apprenticeship Advisory Council must be persons who are familiar with
apprenticeable occupations.
Employee and employer members serve three year terms and are nominated by statewide trade
associations, employer groups, the state labor organization, and community based organizations.
Only designated members of the Council are authorized to vote. The Council generally meets three
or four times a year, or more often as needed.
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2. State Apprenticeship Advisory Committees
The State Trade Apprenticeship Advisory Committees are a very important part of the structure that
advises BAS in the administration of the apprenticeship program and in communicating with all the
partners in the apprenticeship program. Just as the Advisory Council reviews and recommends
overall apprenticeship policy, the State trade committees recommend policy relating to their trade.
When a need for a State Apprenticeship Trade Committee is identified by the BAS, or a request is
made of the BAS to establish one, the BAS’s first step is to determine what organizations exist that
actually represent the appropriate segment of employers and employees in that trade or industry in the
state. Employers and employees who make their living in a given industry are better qualified than
anyone else to advise on the best apprenticeship practices for the particular trade or industry, so the
BAS approaches them for practical information and advice.
Contact is made with those organizations for purposes of determining if the organizations are
interested in jointly and cooperatively developing statewide apprenticeship standards for their trade or
industry. This is essential because without the willing cooperation of the organizations, committees
cannot exist nor can statewide standards be developed.
If the organizations are interested, they are asked to recommend the names of people to represent
them on the committee. The BAS then designates an equal number of employer and employee
representatives from the recommendations, assuring whenever possible that there is a good
geographical representation and that the members are representative of program participants.
The BAS may also designate consultant members to serve as non-voting members, as needed.
State committees generally meet at least twice each year and their membership includes equal
numbers of employer and employee members who have been nominated by organizations involved at
the local committee level. In the construction trades, the goal is to have fair representation from local
regions on the state committees. The BAS is also responsible for ensuring that all areas of the state
are properly represented on each state trade committee.
The State Committees operate on a consensus based decision-making process. This means that there
may be concerns after discussion, but the committee members may consent to the proposal anyway
and allow it to be adopted. Therefore, reaching consensus does not assume that everyone must be in
complete agreement, but that all members can live with the decision. When State Committees cannot
reach consensus, the BAS will made the final decision.
Members serve three-year terms and may be re-nominated for additional terms. Members must be
currently and actively participating in the trade and are required to attend at least 75 percent of the
meetings over the term of their appointment. The WTCS representatives, industry apprenticeship
coordinators, instructors and other interested parties in the apprenticeship program may advise and
consult with state committee, but they are not allowed to serve as voting members.
These committees are officially recognized as advisory to the BAS and to the WTCS on their trade
programs.
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Meeting under the auspices of the Bureau, the committee develops a set of standards for the trade
classifications within their industry. During these meetings, the committee also advises the WTCS on
the method and curriculum their industry needs for related instruction. This information is also
incorporated into the standards so that the entire plan for an industry’s statewide apprenticeship
program is contained in one package.

1) State Apprenticeship Advisory Committee Functions
Function and duties of State Trade Committees include the following:
a) Provide recommendations and advice on their trade’s policy and program matters to BAS and
the WTCS on all aspects of the apprenticeship program and curriculum.
b) Assist in formulating and revising state apprenticeship standards and review them every five
years for the trade and make recommendations on changes to the BAS including:
i. The period of training
ii. Minimum of work process requirements
iii. Related instruction
iv. Probation
v. Employer requirements to serve as a trainer
vi. Journeyworker/apprentice ratios
vii. Apprentice reviews
viii. Apprentice selection process (AA/EEO requirements), —Assist local committees
and/or sponsors in developing selection procedures which are bias free and which
ensure minorities and women are considered.
ix. Recommend curriculum, related instruction, and delivery service requirements for the
trade to the Bureau of Apprenticeship Standards and the State Board.
x. Prepare policies for participating trades on proficiency assessment and testing devices
for work experience and course work to be utilized by sponsors in determining credit
for previous experience and education.
xi. Review and monitor local committee operations and activity levels and recommend
changes in operations where appropriate, including Affirmative Action and Equal
Employment Opportunity. (AA/EEO)
xii. Prepare an apprentice layoff/transfer policy and procedures and assist sponsors in its
proper use.
xiii. Assist sponsors to work out programmatic and administrative problems.
xiv. Assist in the formation and promotion of local committee structures where they
currently do not exist.
xv. Assume statewide leadership for the purpose of improving conditions and expanding
the number of employers using apprentices in the trade.
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3. Local Apprenticeship Advisory Committees
Chapter DWD 295.02 (1) provides the legal basis for the establishment of apprenticeship local
committees. Their purpose is to oversee the training of apprentices and ensure that the conditions of
the Apprentice Contract are being satisfied by all parties. They act in an advisory capacity to the
BAS, to the parties of the Apprentice Contract, and to the WTCS on curriculum matters. Local
Apprenticeship Committees, either joint or non-joint, are created much the same as State Trade
Apprenticeship Advisory Committees.
Each local committee has a minimum of four voting members, generally comprised of employer and
employee members. Multi-trade local committees are authorized provided that at least one member
of the committee is a member of the apprentice’s trade that is being reviewed. The BAS requests
nominations from associations that have apprenticeship programs, employer/employee organizations,
and firms that have an apprenticeship program. Employer members must currently work at the trade
or represent those who employ skilled workers of the trade and have trained apprentices in the last
five years. Employee members must be active journeyworkers or represent active journeyworkers.
Exceptions to these requirements can be made by the BAS in order to expand female and minority
participation on the committees.
The BAS may remove a person from the membership on a committee for one or more of the
following reasons; 1) failure to attend at least 75% of the committee meetings over the term of
appointment, unless excused by the Bureau for good cause, or 2) failure to meet membership
requirements. Members must attend at least 75% of the meetings for the term of their appointment,
unless excused for good cause. Failure to meet this attendance standard will be cause for removal
from the committee.
When there is no area employer organization, the BAS will request the state-wide employers’
organization or state trade apprenticeship committee, to assist it in locating qualified employers to
serve.
In order for a Local Apprenticeship Committee to be recognized as advisory to the BAS, each
member must be designated by the BAS. After nominations have been submitted, the BAS will
finalize the committee membership. Before membership is finalized, the BAS will insure that
females and minorities are represented on the committee, where they are employed in the skilled
workforce. Membership is finalized with a letter from the BAS to each person who is to serve. No
person is considered a committee member until they have been so designated.
Each Local Apprenticeship Committee is assigned a geographical area by the BAS. The committee
may be expected to advise the BAS and the WTCS District School on all apprenticeship matters in
the trades covered by the committee. The assignment of the area may be based on several factors
such as; the union jurisdiction, WTCS boundaries, population centers, or others.

1) Local Apprenticeship Committee Functions and Duties
a) Ensure that employer and apprentice applications are processed in a timely manner.
b) Establish Local Standards.
The local committee, in cases where there are state standards, must use the state standards for
their trade as a guide in the operation of the apprenticeship program in their area. Local
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c)

d)
e)

f)
g)

h)

i)

committees may or may not wish to develop unique local standards, but if they do, the
standards can be approved only if they conform to the minimum requirements of the State
Standards. If unique local standards are not developed, the local committee must submit a
statement indicating that they have adopted the state standards as their local standards.
Provisions within local collective bargaining agreements must also conform to the minimum
requirements of the State Standards.
Develop and implement a selection procedure and an affirmative action plan to meet the
requirements of DWD 295 and 296. The committee processes applications for apprenticeship
and this method must be spelled out clearly in the selection procedures. The selection
procedures must also be available for applicants to review.
Ensure that apprentices receive the required range of work process experience and safeguard
the training of apprentices on the job.
Recommend to the Department conditions under which apprentices may be employed. This
may be the local committee’s most important function, because the trade knowledge of those
in the industry can safeguard the interests of the apprentice and the public. All employer
applications for apprentices must be reviewed by the committee. The committee
recommends approval or disapproval of each employer’s request for an apprentice. This
recommendation must be made within 40 days. If approval is recommended, the BAS may
proceed with the preparation of the contracts. If, however, the committee recommends
denial, the employer must be notified in writing of the committee’s reasons and a copy of the
notice must be given to the BAS. The committee must also inform the employer how to
appeal if they disagree with the recommendation.
All appeals must be investigated by the BAS and will be reviewed with the committee before
the BAS makes its final disposition of the application.
Approve employers for apprenticeship training purposes in accordance with State Standards.
Maintain records of each apprentice in the committee’s program.
Each committee must have a record of applications, active apprentices, apprentice progress
records, affirmative action efforts, transfers, etc.
A committee must have a system for receiving progress records from each apprentice.
These records must be received regularly. In addition, the committee should get regular
reports on each apprentice’s grades and attendance from the approved training provider.
The local committee must review and ensure that adequate classroom and work records are
kept for each apprentice. All reviews must be in writing.
Review the status and progress of apprentices prior to the end of their probationary period.
Even though the BAS continually reviews each program, one of the most important duties of
a committee is to maintain an on-going review procedure for their apprentices. Apprentices
should be interviewed in person by the committee at least twice during their apprenticeship,
with one review prior to the end of their probationary period so their progress at work and at
school can be discussed with them. Employers and supervisors should also be interviewed,
so that all viewpoints are available to the committee.
Encourage parties to Apprentice Contracts to bring their complaints before the committee.
If either the employer or the apprentice has a grievance about their program, it is important
to bring this matter before the committee first, rather than make an official complaint
directly to the BAS.
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If the committee does not make a satisfactory adjustment, then the complainant must be told
how to appeal in writing to the BAS.
j) Implement the state committee apprentice lay-off/transfer policy to assist in the transfer of
apprentices. There are occasions when it is necessary to transfer apprentices from one
employer to another. For example, in cases where the employer goes out of business or it no
longer had work to offer. There are also cases in which the employer is unable to furnish
complete all-around training and it becomes necessary to transfer the apprentice to another
employer. In all transfers, the committee should determine what is best for the training of
the apprentice. The committee must assure that transfer forms are properly signed by all
parties and forwarded to the BAS promptly.
A committee should also have a written procedure for handling apprentices in their area who
are out of work, so that the best possible effort can be made to get them back to work.
k) Recommend to the BAS, credit for previous experience and education in conformity with
Council or state trade committee policy and procedures. The local committee may
recommend to the BAS, the application of credit to an existing apprenticeship at any time
during the apprenticeship. Any party to the Apprentice Contract may forward a request for
credit to the committee (apprentice, employer, the BAS or the committee). Third parties
may supply supporting information to the committee for consideration in the determination
process.
If the BAS approves the committee’s recommendation of credit and such credit advances the
apprentice to a higher wage, then that wage must apply. All credit recommendations of the
committee, approved or denied must be made in writing and forwarded to the BAS.
A committee should not hesitate to recommend credit for an apprentice anytime during the
apprenticeship, if the apprentice shows exceptional progress.
Work and school time credit served, under a prior Wisconsin apprentice contract in the same
trade, must be credited at once, unless a written reason is presented and approved by the
BAS.
l) Recommend completions of apprenticeship to the BAS. The committee should review each
apprentice’s record and make a recommendation to the BAS on the apprentice’s eligibility to
be completed.
m) Make reports and recommendations to the BAS and the State Trade Committee. In order for
the industry to maintain a good statewide program, each area committee must keep the BAS
and the State Committee informed of their activities and their suggestions for program
improvements.
n) Keep minutes of each committee meeting and submit copies to the BAS. The committee
must submit a copy of the minutes of each of its meetings. If this is not done, the BAS may
not know if the committee is meeting regularly or conducting its business properly. Failure
to submit copies of the minutes could result in the termination of the committee’s
designation and deregistration of the committee.
o) Advise and inform the public on projected apprentice openings, where applicable.
p) Advise the BAS and technical colleges or provider of related instruction on all matters
pertaining to related instruction in the committee area. Assist in securing related instruction
with the state and/or area WTCS districts.
q) Respond to surveys and questionnaires sent by the BAS regarding information on
participating employers, apprentices, meetings held, and AA/EEO progress.
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r)
s)
t)

Meet in conformity with the Wisconsin Open Meeting Law.
Take part in statewide trade or industry marketing and apprenticeship promotion.
Recommend modifications to ratios in state standards to help meet area workforce needs in
conformity with bargaining agreements, where applicable.

2) Local Apprenticeship Committee Operations
a) The committee elects its own officers. In the case of joint apprenticeship committees, there
shall be two officers (one employer and one employee) so that in the event of one’s absence
the meetings can still proceed.
b) The committee is responsible for recording the committee’s proceedings.
c) All meetings must be called and conducted in accordance with Wisconsin’s Open Meeting
Law.
d) Notice of all meetings of the committee must be provided to all committee members, the
Bureau Representative, and the WTCS School Representative, when appropriate.
e) A meeting may be called by either a committee member, the Bureau Representative or the
WTCS Representative.
f) Consultants, guests, Bureau Representatives and WTCS Representatives are not permitted to
vote; only designated members are permitted to vote.
g) Meet at least two times each year or as prescribed by the State Trade Committees.
h) Local Committees—
i.
Joint Apprenticeship Committees--A meeting quorum exists when at least one employer
and one employee representative is present. In the case of unequal representation, the
members present shall vote for those absent from their group;
ii.

Unilateral or Non-Joint Committees—A meeting quorum exists when at least two
members are in attendance.

iii.

When holding meetings, it is suggested that committees follow a formal procedure
similar to the following:
a)

Call to order by presiding officer. This meeting is called to order in accordance
with Wisconsin’s Open Meetings Law.

b)

Roll Call of Committee members.

c)

Review and approval of minutes from last meeting.

d)

Reports.

e)

Old Business.

f)

New business.

g)

Affirmative Action report.

h)

Communications and miscellaneous matters.

i)

Next meeting date.

j)

Discussion.

k)

Closed meeting portion (motion to close the meeting must be made in accordance
with the Wisconsin Opening Meetings Law). Include time.
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l)

Adjournment.

3) Liability of Local Committees
Should the committee or any member be subject to any legal action as a result of
recommendations made in the conduct of Local Apprenticeship Committee business, the BAS
will, if it has concurred with the recommendations, assume the responsibility of representing the
committee or committee member.
The committee or member must have clearly indicated in writing to all affected parties that the
recommendation was appealable to the BAS. Failure to do this may abrogate BAS’s
responsibility.

F. Individually Sponsored Programs (Sole Sponsors)
Individually sponsored programs are defined generally as a program where the training is conducted in one
plant or firm. In Wisconsin, all programs outside of the building and construction trades are considered
individually sponsored programs or sole sponsors.
These committees are “in house” because they are involved with the individual sponsor’s program only. They
do not have state or area wide responsibilities like local committees in the construction industry. Most firms
that have more than two or three apprentices use an “in house” committee. The purpose of the “in-house”
committee is to oversee the training of apprentices and to ensure that the conditions of the Apprentice
Contract are being satisfied by all parties. Each in-house committee should have a minimum of four voting
members, two employer representatives and two from the skilled trades/occupations. An exception may be
made to this requirement for employers who have less than five apprentices. Multi-trade committees are
authorized provided that at least one member of the committee is a member of the apprentice’s trade that is
being reviewed. If an employer has more than one location, it is recommended that an in-house committee is
established at each location.
The Individually Sponsored Apprenticeship Programs (Sole Sponsor programs) make up the bulk of those in
Wisconsin’s Apprenticeship System. Included are hundreds of occupations in the industrial and service
trades’ areas. An individual program may be operated jointly by an internal “in plant” labor-management
committee, established by a collective bargaining agreement or singularly by an employer when the
bargaining agreement does not apply or does not exist. In addition, a program can be operated by a union that
would then place the apprentices in employment with signatory employers.
Sole sponsor programs operate under a set of approved standards which may or may not be covered by
statewide standards. The BAS uses industry guidelines and practices, as well as its own discretion, in
approving such programs.
When implementing a Sole Sponsor apprenticeship program where there is a bargaining agreement and the
union elects not to participate in an apprenticeship program with the employer, the union will be furnished
with a copy of the application for registration and the program standards. The union will be given a 45 day
time period before final action on the application for registration and/or approval.
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When a firm has a bargaining agreement that establishes an “in-house” committee, the sponsor will follow the
terms of that agreement, providing the terms of the agreement are not in conflict with state statutes or
apprenticeship rules. Firms that do not have a bargaining agreement may establish internal procedures to
form the “in-house” committee which are not in conflict with state statutes or apprenticeship rules. BAS will
assist in the formation of the committee, if necessary.

1. In House Committee Operations
An in-house committee must meet at least twice each year with minutes kept for all meetings. The
committee must ensure that apprentices are properly registered in conformity with WI apprenticeship
regulations; the terms of the contract are being fulfilled; and the apprenticeship program is bias free.

2. Functions and Duties of In House Committees.
a) Ensure that apprentices receive the required range of work process experience and safeguard
the training of apprentices on the job.
b) Review the status and progress of every apprentice prior to the end of the probationary period
and recommend any appropriate action to the employer.
c) Review and make sure that adequate classroom and on-the-job learning (OJL) records are
kept for apprentices. All reviews must be in writing.
d) Review and evaluate classroom and work performance on a regular basis and before
recommending completion to BAS.
e) Recommend credit for previous experience/education to BAS in conformity with BAS
policies and procedures.
f) Advise BAS and the local technical colleges on all matters pertaining to related instruction in
the employer’s area. Assist in securing related instruction with the state, or local technical
college, or other provider of related instruction.
g) Respond to surveys and questionnaires sent by BAS regarding information on participating
employers, apprentices, meetings held and Affirmative Action/Equal Opportunity Standards
for the apprenticeship program.
h) Conform to the state committee written meeting procedure requirements, if any.
i) Encourage parties to a contract to bring issues before the in-house committee. If not
resolved, provide recommendations to BAS.
j) Take part in statewide trade or industry marketing and apprenticeship promotion.
k) Recommend modifications to ratios in state standards to help meet area workforce needs in
conformity with bargaining agreements, where applicable.
l) Keep minutes and make available to the local Apprenticeship Training Representative of the
BAS, if necessary.
m) Recommend completion of the apprentice to the BAS.

17

CHAPTER 2: ELIGIBILITY AND REGISTRATION
ELIGIBILITY AND PROCEDURES FOR REGISTRATION OF APPRENTICESHIP PROGRAMS

18

CHAPTER 3: APPRENTICESHIP STANDARDS
ALSO KNOWN AS PROGRAM STANDARDS OR SPONSOR STANDARDS

Chapter 3: Apprenticeship Standards
A. Introduction to Apprenticeship Standards
Apprenticeship programs are required to have standards that are reviewed and approved by the BAS to assure
their conformance with this Manual, as well as all Apprenticeship Laws and Rules. In order to train
apprentices in Wisconsin, all programs must have an approved set of Standards. Standards are defined as an
organized, written plan representing the terms and conditions of employment, training, and supervision of one
or more apprentices. State apprenticeable trade advisory committees have been formed for several of the
occupations/trades. The purpose of the committees is to develop standards for the trade classifications within
their industry. When these standards have been adopted by the State Committee and approved by the BAS,
all apprenticeship programs must meet the minimums of these State Standards. The purpose of standards is to
insure that apprentices receive uniform training, in so far as possible, and that graduating apprentices develop
comparable skills.

B. Standards Content
Federal regulations require program standards that must include the following sections:

1. Skilled Occupation
The apprenticeship program must be in a skilled occupation that meets the requirements
of DWD 295.15 (2) and addresses the employment and training of the apprentice in that occupation.

2. Term of Apprenticeship
When setting up a new program, the sponsor must identify the option selected for each occupation
approved as part of the standards.
A registered apprenticeship program must have, a term of apprenticeship, not less than 2,000 hour
minimum of work experience, consistent with requirements as established by industry practice, and
an outline of work processes in which the apprentice will receive supervised work experience and
training on the job, and the allocation of the approximate time to be spent in each major process.
Federal regulations have recognized three methods for compliance with the minimum time and
allocation requirements; competency-based, hybrid or time based.

1) Competency-Based Approach
Program sponsors who choose to employ a competency-based approach to apprenticeship must
comply with the following requirements.
a) The occupation must be recognized and approved as a competency-based apprenticeable
occupation. If the program is not approved by US DOL as a competency based program, the
sponsor must consult with the BAS to determine if it is suitable as a competency based
program.
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b) The on-the-job learning component of the apprenticeship program must be identified in the
program standards.
c) The related instruction component of the competency-based approach must comply with all
of the provisions of DWD 295 as referenced in Chapter 6.
d) Program sponsors must identify within the program standards, the required competencies that
must be mastered within the program standards, and the required competencies that must be
mastered by the apprentice during their apprenticeship.
e) Successful completion of the term of apprenticeship will require that the apprentice
demonstrate mastery of identified competencies.
f) Demonstration of the acquisition of the identified competencies must be determined by both
written and hands-on proficiency evaluations.
g) All testing and evaluation of the identified competencies must occur in a controlled learning
environment that permits accurate and verifiable results by a qualified proctor.
h) Program sponsors must identify and document the methods and means used to qualify testing
and evaluation proctors.

2) Time Based Approach
The time based approach is the traditional term of apprenticeship and the term is stated in
years, months or hours or a combination of thereof. This approach measures an individual
skill through completion of at least 2,000 hours of on-the-job learning as described in a work
process schedule.

3) Hybrid Approach
Program sponsors who choose to use the hybrid approach to apprenticeship measures an
individual’s skills through a combination of hours of on-the-job learning and successful
completion of competency as described in a work process schedule. The program must
comply with the guidelines for the competency-based portion of the apprentice’s term of
apprenticeship.

3. Work Processes
The work processes is the outline of work experience that the apprentice will receive. It will be
discussed in Chapter 4 as part of the Apprentice Contract.

4. Related Instruction Provision
Every apprenticeship program must have a minimum of 144 hours of paid related instruction per year.
For programs whose term is three (3) years or longer must have at least 400 hours. Related
instruction will be discussed further in Chapter 6.

5. Progressive Wage Scale
Every apprentice program in Wisconsin must contain a progressive wage scale. The scale must
reflect the skill level required by the apprentice (the scale must increase for each period or it can
remain the same for two or more periods) throughout the term of the apprenticeship program. The
entry wage cannot be less than the minimum wage stated in the federal Fair Labor Standards Act
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unless a higher wage is required under Wisconsin’s Wage & Hour Laws or by collective bargaining
agreement. The higher wage from theses sources must be used.
In Wisconsin the wage scale must average at least 60 % over the Term of the apprenticeship. This
60% can be calculated a number of ways:
a) If pay periods are the same length stated in months; i.e. all 6 months or all 12 months, and a
percentage is used, all of the percentages are added together and divided by the number of pay
periods. If the result is 60 % or more, it is a legal pay scale.
1st Period
2nd Period
3rd Period
4th Period

12 months at
12 months at
12 months at
12 months at
Add:

50%
55%
60%
75%
240%

divided by 4 = 60%

The Wage Scale is legal.
b) If the pay period is stated in hours and all periods are the same number of hours and a percentage is
used, the procedure is the same. All percentages are added together and divided by the number of pay
periods. If the result is 60 % or more, it is a legal pay scale.
1st Period
2nd Period
3rd Period
4th Period
5th Period

2000 hours at
2000 hours at
2000 hours at
2000 hours at
2000 hours at
Add:

50%
55%
60%
65%
70%
300% divided by 5 = 60%

The Wage Scale is legal.
c) If the pay period is stated in dollars and all periods are equal, the same general procedure is used for
either months or hours, but the hourly skilled wage rate must also be considered. Also, the 60 % is
calculated on the dollar amount, not the hours or months and it is divided by the pay periods since
they are all the same length.
Base Skilled Wage Rate: $26.84
60 % x $26.84 = $16.104
1st Period
2nd Period
3rd Period
4th Period

12 months at
12 months at
12 months at
12 months at
Add:

$13.42
$14.76
$16.10
$20.13
$64.41 divided by 4 pay periods = $16.10

The Wage Scale is legal.
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d) If the pay period is stated in months but the periods are not equal, the procedures are followed as for
equal periods but the total number of months must be used.
Base Skilled Wage Rate: $26.84
60 % x $26.84 = $16.104
1st Period 12 mnths at at 50%
2nd Period 18 mnths at at 55%
3rd Period 12 mnths at at 60%
4th Period
6 mnths at at 75%

50% x $26.84 = $13.42 x 12 mnths =
55% x $26.84 = $14.762 x 18 mnths =
60% x $26.84 = $16.104 x 12 mnth =
75% x $26.84 = $20.13 x 6 mnths =
Add dollars =

$161.04
$265.716
$193.248
$120.78
$740.784

Divide dollars $740.784 by total months = $15.433
The Wage Scale is not legal. Although the percentages and the hourly wages are the same, the hourly
wage over the term of the apprenticeship is less than 60% because the longest pay period is only 55 %
and the shortest pay period is 75 %. This lowers the overall hourly wage paid to less than 60 %.
e) If the pay period is stated in hours but the periods are not equal, the procedures are followed as for
equal periods but the total number of hours must be used.
Base Skilled Wage Rate: $26.84
60 % x $26.84 = $16.104
1st Period
2nd Period
3rd Period
4th Period

2000 hours
1000 hours
2000 hours
3000 hours

at 50%
at 55%
at 60%
at 75%

50% x $26.84 = $13.42 x 2000 hours =
55% x $26.84 = $14.762 x 1000 hours =
60% x $26.84 = $16.104 x 2000 hours =
75% x $26.84 = $20.13 x 3000 hours =
Add dollars =

$26,840
$14,762
$32,080
$60,390
$134,072

Divide dollars $134,072 by total hours = $16.759
The Wage Scale is legal.
f) If the pay period is stated in dollars but the periods are not equal, the procedures are followed as for
equal periods but the total number of dollars must be used.
Base Skilled Wage Rate: $26.84
60% x $26.84 = $16.104
1st Period
2nd Period
3rd Period
4th Period

2000 hours
1000 hours
2000 hours
3000 hours

at $13.42
at $14.76
at $16.04
at $20.13

$13.42 x 2000 hours =
$14.76 x 1000 hours =
$16.04 x 2000 hours =
$20.13 x 3000 hours =
Add dollars =

$26,840
$14,762
$32,080
$60,390
$134,072

Divide dollars $134,072 by total hours = $16.759
The Wage Scale is legal.
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6. Progress Reviews and Recordkeeping
Sponsors are responsible for providing apprentice progress reviews and maintaining apprentices’
records. Recordkeeping for related instruction is discussed in Chapter 6.

7. Numeric Ratio Description
The BAS will approve contracts only where there is a proper ratio to assure thorough and safe
training. There must be skilled workers available to provide on-going training to apprentices in the
beginning of the apprenticeship and to oversee their work later in the apprenticeship, or the BAS will
not approve or will withdraw prior approval of an apprenticeship.
Terms of a collective bargaining agreement may dictate specific ratios providing they do not disagree
with this section. If a bargaining unit negotiates a ratio lower than a state minimum, then the
bargained ratio may be applied to other programs training in that trade.
Federal regulation requires that the ratio language shall be specific and clearly described as to its
application to the job site, workforce, department or plant. In Wisconsin, the ratio typically applies to
the employer’s workforce rather than job site. However, employers need to be aware that when they
are working on a project covered by the Davis Bacon law, that the workforce ratio applies to the job
site.

8. Statement of Probationary Period
Federal regulation requires each apprentice contract to contain a probationary period. The
probationary period cannot exceed 25 percent of the length of the program or 1 year, whichever is
shorter. The purpose of the probationary period is to provide both the apprenticeship sponsor and the
apprentice sufficient time to determine if the apprentice contract is beneficial. During the
probationary period, apprentices may have many reasons for canceling their contracts, which have
nothing to do with the program. Therefore, apprentice cancellations during the probationary period
do not have an adverse impact on a sponsor’s completion rate.

9. Statement of Safety
This section must include a statement regarding how the sponsor will ensure adequate and safe
training for apprentices. Statements regarding safe equipment and facilities and safety training both
on the job and in related instruction must be included.

10. Minimum applicant qualifications
The sponsor’s minimum qualifications for an applicant must be stated in this section.

11. Written Apprentice Contract
Federal regulations require all apprentices to have a written contract that meets the requirements of
Chapter 106. These requirements are discussed more fully in Chapter 4.
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12. Advanced Standing or Credit
If an apprentice is being provided advanced standing or credit for demonstrated competency, acquired
experience or training it must be available to all applicants uniformly. In addition, the wages must be
commensurate for any progression step granted.

13. Transfer Provisions
In order to provide increased flexibility for an apprentice to continue his or her apprenticeship
program, DWD 295 under certain circumstances allows for the transfer of an apprentice between
apprenticeship programs.
The transfer of an apprentice between apprenticeship programs and within an apprenticeship program
must be based on an agreement between the apprentice and the affected apprenticeship committees or
program sponsors, and must comply with the following requirements:
a) The transferring apprentice must be provided a transcript of related instruction and on-the-job
learning by the committee or program sponsor;
b) Transfer must be to the same occupation; and
c) A new apprenticeship agreement must be executed when the transfer occurs between program
sponsors.
An apprentice may be transferred to provide continuous employment and to assure the apprentice
more complete on-the-job learning experience in all aspects of the occupation. Transfers from state to
state are permitted.
Once all three parties are in agreement:
a) The sponsor will ensure that each transferred apprentice is issued a transcript of training.
b) The sponsor will send a copy of the transcript to the Bureau of Apprenticeship Standards and
the receiving sponsor and the apprentice.
c) The transcript will contain the accomplishments, credits and hours of training received under
the program
A transferred apprentice must be evaluated and given full credit for previous experience.
A registered apprentice who has completed the probationary period set by the apprenticeship program
and who is subsequently transferred from one employer within the same program cannot be required
to undergo a new probationary period. If an apprentice has not completed the probationary period
then he/she will only need to complete the remaining probationary hours. For example, if the
probationary period is six (6) months and the apprentice has only completed four (4) months before
being transferred then he/she will only need to complete the final two (2) months.
However, where the apprentice is entering into a new apprenticeship agreement and is dealing with a
new committee or program sponsor, an additional probationary period may be required. If the new
sponsor requires an additional probationary period, the maximum is up to 25% of the remaining term,
not to exceed one calendar year. BAS will ensure that apprentices are not being transferred
repeatedly between programs and subjected to additional probationary periods, such that the
apprentices are unjustifiably hindered in their progression to journeyworker certification.
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14. Proper Apprentice Supervision
It is necessary that specific responsibility for the apprentice’s training be placed on someone who is
qualified and in a position to direct the apprentice’s training. This person may be the supervisor, a
journeyworker or the owner, but the arrangement must be known to the apprentice and the person
with the responsibility. The employer must ensure that apprentices are trained in the core work
processes identified for the occupation, and employ a full time journey worker, qualified supervisor
or other individual to supervise. The qualifications of the “qualified individual” will be determined
on a case-by-case basis for a new employer only.

15. Issuance of Completion Certificate
The recommendation for completion of an apprenticeship program is generally the responsibility of
the Apprenticeship Sponsor; either the sole sponsor or the local committee. The local WTCS school
or other related instruction school provides verification that an apprentice has satisfactorily completed
the related instruction. All related instruction must be reported to BAS, both paid and unpaid. If the
technical college does not provide the instruction, the sponsor is required to provide that information
to BAS.
Early completion of an apprenticeship program is considered on an individual basis when the sponsor
and the apprentice file a written request that provides a justification for that action.
The sponsor must notify the BAS Apprentice Training Representative, in writing, when an apprentice
has completed all terms of the apprentice contract (on-the-job-learning paid related instruction, and
Special Provisions). The letter must include the proposed completion date, apprentice name, trade,
and the current address of the apprentice. Once approved, a Certificate of Completion will be issued
to the Apprentice by the BAS.

16. Issuance of Interim Credentials
DWD 295 provides for BAS to issue interim credentials, at the initiative of the program sponsors, to
recognize apprentices’ attainment of competency in discrete components of an apprenticeable
occupation. As such, interim credentials should be seen as a stackable credential leading to the
ultimate goal of a certificate of completion of training.
When BAS has been assured by a program sponsor’s determination that an apprentice has
successfully met the requirements to receive an interim credential as outlined in the program
standards, a credential will be issued.
An interim credential is a credential issued by the BAS upon request of the appropriate sponsor as a
certification of competency attainment by an apprentice registered in an apprenticeship program for
an approved occupation.
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Interim credentials will only be issued to apprentices for attainment of competency if the following
criteria are met:



The apprenticeship standards for that apprentice’s program have been approved by the BAS
to include provisions for issuance of interim credentials for specific components of an
apprenticeable occupation; and
The apprenticeable occupation in which the apprentice is being trained and employed has
been an approved occupation.”

Program sponsors who choose to include provisions for the issuance of interim credentials in their
standards of apprenticeship must provide documentation to the BAS that:





Clearly identifies how the apprentice’s achievement of competency and entitlement to the
interim credential will be determined;
Specifies how these credentials link to components of an apprenticeable occupation and link
the interim credential specifically to the knowledge, skills and abilities associated with those
components of the apprenticeable occupations;
Specifies that the acquisition of the identified competencies must be by the utilization of both
written and hands-on proficiency evaluations; and
Indicates that the interim credentials are recognized by industry as leading toward a
Certificate of Completion of Apprenticeship.

Intermediate and post-apprenticeship recognition of training will be approved for those occupations
and programs which have been submitted to and approved by the BAS. The issuance of interim
credentials is only for apprentices registered in competency-based or hybrid programs for career
latticed apprenticeable occupations. These interim credentials will be issued by the BAS.

17. Identification of the Registration Agency
Use the following information for identification of BAS as the registration agency; Department of
Workforce Development, Bureau of Apprenticeship Standards.

18. Provisions of Registration, Cancellation, Deregistration and
Modification of Programs and Standards
DWD 295 requires the BAS to have procedures and policies relating to registration, cancellations,
deregistration and modifications of standards and programs.

19. Sponsor Notification Requirements
DWD 295 requires the BAS to have notices and policies relating to transfers, unassigments and
cancellations.
a) Layoffs
Most employers attempt to protect their apprentices but economic circumstances sometimes force
apprentices into layoff situations. Generally speaking, apprentices should be kept employed as
long as possible.

26

CHAPTER 3: APPRENTICESHIP STANDARDS
ALSO KNOWN AS PROGRAM STANDARDS OR SPONSOR STANDARDS

When an apprentice must be laid off, use the following procedures:





When it becomes necessary to lay off apprentices, they should be laid off according to their
sponsor’s policy. Their recall to the program should be in the same manner, i.e. according to
sponsor policy;
Should a layoff be for more than 30 days duration, the sponsor must notify the BAS in
writing, stating the reasons for the layoff;
Layoffs of short duration do not abrogate the apprentice’s obligation under the contract and
the apprentice is expected to return to work upon recall notice;
Laid off apprentices must be given the opportunity to return to work before a new apprentice
is hired in that trade by the employer.

In industries where apprentice layoffs and recalls are governed by bargaining agreements, the terms
of the agreement govern.
b) Apprentice Unassignments
An unassignment of an apprentice is a temporary interruption of the apprenticeship program,
normally for more than 30 days. Unassigned status is used for the purpose of stopping the
time counting toward the apprenticeship and starting it again without the need for the
apprentice to go through the application process.
Apprentices are normally placed on unassignment for one of the following reasons;
c) Lack of work (layoff)—After 30 days of unemployment,
d) Illness or injury—If the apprentice is on unassignment because of illness or injury, a doctor’s
release is required prior to assignment to a job site,
e) Return to post-secondary education,
f) Temporarily removed from the program—personal reasons, incarceration, etc.
g) Military –The Contract will be automatically extended without penalty for each activation of
the apprentice.
h) Discipline—In some cases, the apprentice may be placed on unassignment for disciplinary
reasons. This unassignment may result in one or all of the following:
 Not eligible for work, no wages;

i)



May not be eligible for unemployment benefits;



May extend the length of the Apprentice Contract.; apprentice may not be able to
complete the apprenticeship early or in some cases on time.

Failing a Drug Test—If a sponsor or an employer has an approved process for random or
scheduled drug testing and an apprentice tests positive, he/she may not be eligible to be on
the job site. Until the apprentice is in compliance with the drug testing policy, he/she may be
placed in an unassigned status.
The initial unassignment will not exceed one year. However, it may be extended for good
cause, when approved.
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20. Probationary Period
The probationary period provides an opportunity for both the employer and the apprentice to adjust to
each other and the program. Should either party wish to cancel the contract during the probationary
period, they may do so by requesting in writing to BAS to cancel the contract. It is important to note
that a cancellation during the probationary period will not have an adverse impact on the sponsor’s
completion rate.

21. Adherence to DWD 296
All standards must include Wisconsin’s Equal Opportunity Pledge and the statement regarding the
adoption of an Affirmative Action Plan which complies with DWD 296.04, an approved method for
the selection of apprentices, and a statement that the program shall be conducted, operated and
administered in conformity with applicable provisions of DWD 296, as amended, or, if applicable.

22. Complaint Procedures & Contacts
Standards must include contact information, including name, address, telephone number and email
address, for the appropriate individual with authority under the program to receive, process and make
disposition of complaints.

23. Recordkeeping & Requirements
The employer/sponsor and the apprentices shall maintain a record of training to ensure apprentices
are trained and for the purpose of complaint resolution. The absence of such a record may make it
impossible for the BAS to satisfactorily resolve complaints. The records should include hours of on
the job learning by category and/or competency, paid and unpaid related instruction hours, and
progress at both school and on-the-job.
Training Guidelines or Job Books have been developed to identify skills required for various
occupations and their related training programs developed by industry representatives. The Training
Guidelines are intended to be used by the apprentice and employers as a “blueprint” for training in
conjunction with the Apprentice Contract. These Training Guidelines have been written to describe
how well an apprentice must perform each skill in order to become competent and complete his/her
apprenticeship. It is highly recommended that employers use these guidelines to record apprentices’
progress through their training.
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G. Selection of Apprentices
The selection of apprentices is the responsibility of the apprentice sponsor and the selection method must
conform to DWD 296. Most sponsors require applicants to have a minimum of a high school equivalency,
meet the minimums of the state standards, have a general aptitude for the trade, and must be physically able to
perform the work of the trade or occupation. Additional qualifications may be required, but they must meet
state standards, DWD 296 and be approved by BAS.

1. Home Schooled Applicants
Under Wisconsin Statute 118.15 (4), a parent or guardian has the right to select a home-based private
educational program for her or his child or children, in order to comply with the compulsory school
attendance law. This option is commonly referred to as home schooling. Wisconsin statutes related
to home-based private educational programs do not require any form of testing of students enrolled in
these programs. In addition, a home-based private educational program does not lead to a traditional
Wisconsin high school diploma. In Wisconsin, high school diplomas are issued only by public and
private schools.
The Statute also lists the criteria that a home-based program must follow. Home-Based Private
Education programs are required to complete Form PI-1206 Home-Based Private Education Program
Registration form. However, the law does not provide specific statutory authority to the Department
of Public Instruction (DPI) or local school districts to monitor or regulate home-based private
educational programs. Therefore, there is no formal structure in place to report grades, attendance,
and related apprenticeship information.
Local committees may ask for a copy of the home-school calendar verifying a minimum of 875 hours
of instruction and course outlines verifying that there exists a sequentially progressive curriculum of
fundamental instruction, the home-school calendar is maintained in the home along with a copy of
Form PI-1206 for each year the apprentice applicant was home schooled. That is the extent of
documentation that the committee may request. If the applicant is unable to provide this
documentation, that individual is treated as any other applicant who is unable to provide
documentation of a high school diploma or GED.

2. Family Owned Business
DWD 295.10 Family –owned construction business allows an owner of a construction business,
which is owned or a majority of stock which is owned by one person or jointly by 2 persons who are
related by blood or marriage to select any of his sons or daughters for apprenticeship. The
construction business must meet the qualification standards for training the type of apprentice
involved and the son or daughter must meet the qualification standards for the trade. Once that
occurs, the son or daughter may be registered as an apprentice, without regard to a ranked list or other
selection procedures. This does not include sons-in-law or daughters-in-law. The rule also states that
this section must not be used to replace an apprentice already registered to the business and the action
must not conflict with stipulations of a collective bargaining agreement affecting the business.
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Chapter 4: Apprentice Contract
A. Introduction
The Apprentice Contract is an agreement between the State of Wisconsin, the apprentice, and the sponsor.
The Apprentice Contract is not valid unless it is approved by BAS.

B. Contract Face
The Contract face contains the following information:
1. The apprentice and sponsor names along with their signatures; the Department’s name and
address; the Department’s approval and date approved; and the sponsor’s contact information.
Minors: If the apprentice is a minor, the signature of a parent or guardian is also included.
High School Students: It is permissible for a high school student to start an apprenticeship. The
employer and student must make arrangements that are acceptable to the school and also meet the
applicable apprenticeship regulations. Apprenticeship programs for high school students must
meet the following criteria:
a) Applicants must be high school students and only required to attend school on a part-time
basis.
b) Applicants must have a letter from their school authority indicating that apprenticeship
training will not adversely affect the applicants’ graduation.
c) The applicants must meet the apprenticeship qualification requirements (high school
graduation has been assured in I.1.b., above.)
d) Contracts must be approved by the BAS before starting.
e) The usual work hour records must be established and kept up-to-date.
f) Apprentices must maintain their status as a high school student until graduation, and then the
apprenticeship must be full time.
g) Applicants must meet applicable laws and standards. Child Labor and OSHA Laws, for
example, may limit apprentices’ ability to be assigned certain tasks.
A minor with an apprentice contract under the provisions of ch. 106, shall not be subject to the
law relating to prohibited employments for minors, to the extent that the minor is performing
service within the provisions of an apprentice contract approved by the BAS.
2. The apprentice’s date of birth and social security number.
3. The date the apprentice term begins, the name of the occupation in which the apprentice is to be
trained and the term, including the duration of the apprenticeship.
4. A statement that the contract provisions are binding and BAS is the only party to the contract
with the authority to approve a cancellation request, and that the BAS will issue a Certificate of
Apprenticeship upon successful completion.
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5. A statement that the apprentice’s progress, grades and attendance information are to be released
to the sponsor and registration agency which is the BAS, and both the sponsor and apprentice
agree to fulfill the obligations of the contract as required by Chapter 106 of the laws of
Wisconsin.
6. The following privacy statement is also required to ensure that the apprentice is aware and
approves use of personal information:
“Personal information you provide many be used for secondary purposes
{Privacy Law, S 15.04 (1) (m)”}.

C. Exhibit A
1. Extent of Period of Apprenticeship
The “term” of each apprenticeable trade has been determined by the BAS after consultation with
representatives of the industry. The term may be competency based, hybrid or time based.
Hours of Labor: Apprentices are to be employed the same number of hours as the skilled workers in
the trade are employed. Successful completion of an apprenticeship requires a major commitment
from both the apprentice and the employer. With this in mind, the BAS will not approve any
apprenticeship for less than full time, except high school/apprenticeship linkages or other significant
extenuating circumstances.
.

2. School Attendance
Related instruction is a required part of every apprenticeship; 1) a minimum of 400 hours of paid
related instruction is required if the term is longer than two years, or 2) 144 paid related instruction
per year, if the term is two years or less. State Law requires that apprentices be paid their regular
wages while receiving instruction.
Wisconsin has WTCS facilities located throughout the state that can usually provide related
instruction for most trades in a manner desired by the industry.
When a District WTCS School is not used, the BAS must approve the arrangements and periodically
review it, to assure that the apprentice is receiving the best training available.
The requirements for paid and unpaid related instruction are based on hours. When an apprentice
completes the course work in less than the established hours, a sponsor (employer or committee)
should apply the full course hours to meet the requirements of the Apprentice Contract. This policy
in no way proposes to take precedence over the apprentice satisfying the approved minimum
attendance requirements of a sponsor or licensing requirements for a specific occupation or trade.
The sponsor shall apply this policy consistently in their program.

3. Schedule of Processes to be Worked
This schedule outlines the basic phases or facets of the trade/occupation and the approximate time the
apprentice will spend on each in a time based program or the description of the skill sets to be
attained by completion of a competency based program, including the on-the-job component or the
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minimum number of hours and the description of the skill sets for a hybrid program. The BAS, with
the help of many industries, has developed schedules for all recognized apprenticeable occupations.
They are available to help the employer start a program or revise a current program.
The schedule must be completed enough to reflect the employers’ intent to offer the apprentice an
opportunity to learn the whole trade. It is understood that to do this, the schedule need not be
followed in the sequence outlined or that any one process be completed at one time.

4. Apprentice Wages
DWD 295.07 (3) provides the guidelines for proper administration of apprentice wages. The
apprentice wage scale must average 60% of the skilled wage rate over the term of the apprenticeship.
In addition, there must be a progressive schedule for wage increases over the term of the Contract.
No apprentice can be paid less than the applicable State or Federal Minimum Wage. When the
apprentice wage is governed by a bargaining agreement, that agreement governs and supersedes the
Apprentice Contract. Generally, the apprentice wage is guided by the skilled wage paid in the same
trade.
The most common method used is to state the wage schedule as a percentage of the skilled wage.
This provides an easy way to provide for adjustment to the apprenticeship wage when the skilled
wage changes.

5. Skilled Wage Rate
Wisconsin Statute 106.01 states that each Apprentice Contract must contain a statement of the
compensation to be paid the apprentice. DWD 295.05 further discusses the establishment of the
skilled wage rate, when a bargaining agreement does not apply. The Bureau uses wage information
collected by the Equal Rights Division as the basis for the Skilled Wage Rate. The information
collected is the average (median) based on the geographical area of the local committee. Because the
joint apprenticeship committees and the Associated Builders and Contractors local committees have
different geographical areas, the wages for the same trades may differ. The Skilled Wage Rate is
reviewed annually and adjustments are made.
DWD 295.05 also addresses wages for a sole sponsor apprenticeship program. In that case, the
skilled rate is the rate specified in the bargaining agreement. When a bargaining rate does not apply,
the skilled rate is the rate paid to the greatest number of competent journey workers in that
establishment.

6. Overtime Pay
There are several references in Wisconsin’s laws and rules that address the question of apprentices
and overtime wages. WI Stat. 106.01 addresses overtime work in two sections.
S. 106.01 (5) (d) states that the total number of hours of instruction and work for an apprentice shall
not exceed 55 per week. S. 106.01 (7) addresses the apprentice’s rate of pay while working overtime.
It requires that an apprentice’s overtime rate of pay shall be increased by the same percentage as the
journey worker’s rate for overtime.

33

CHAPTER 4: APPRENTICE CONTRACT

For example, if a journey worker’s rate for overtime is time and one half or double time, then an
apprentice’s rate must be the same. DWD 274.04 (6) also addresses the overtime issue and states that
time spent in related instruction need not be counted as work time for the purpose of computing
overtime, unless required by a bargaining agreement However, the question of good training must be
addressed when allowing an apprentice to work overtime. The answers to the questions, “is good
training being maintained” or “is the apprentices program being adversely affected”, should
determine the extent the apprentice participates in overtime work.

7. Fringe Benefits
Although S. 106.01 does not address the payment of fringe benefits to apprentices, it has always been
the policy of the Bureau of Apprenticeship Standards that any fringe benefits paid to employees of the
employer in the same job occupation as the apprentice, must also be paid to the apprentice. This
policy does not mean the same level of benefits must be paid, but the same type of benefits must be
available.

8. Probationary Period
A Probationary Period is required for each apprenticeship. The standard practice is to include the
Probationary Period statement in the Term of Apprenticeship paragraph. The Probationary Period
can be stated in hours, or months, but cannot exceed 25% of the term of the apprenticeship, but
cannot exceed twelve calendar months.
The Probationary Period provides an opportunity for both the employer and the apprentice to adjust to
each other and the program. Should either party wish to cancel the contract during the Probationary
Period, they may do so by requesting cancellation of the contract to the BAS in writing.
After the Probationary Period, the apprentice contract may be cancelled according to procedures
consistent with Chapter DWD 295. In addition, cancellations are discussed in Chapter 5.

9. Amendments of an Apprentice Contract
Apprentice contracts may be amended during the term of the apprenticeship program, upon approval
by the BAS. When approving changes, the BAS will ensure that there is no adverse impact on the
apprentice.

10. Affirmative Action Statement
The contract will include a statement that the apprentice will be provided equal opportunity in all
phases of the apprenticeship program without discrimination because of race, color, religion, national
origin, sex, age, creed, handicap, marital status, ancestry, sexual orientation, arrest record, conviction
record, or membership in the military forces of the United States or this state.

11. Contact information
The contract will include the contact information for the BAS for use when controversies or
differences cannot be resolved locally.

12. Credit Provisions
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Apprentices may be eligible for credit. Care should be taken in evaluating credit requests to be sure
that credit is properly applied.
Previously Registered Time Credit: All credit earned under a Wisconsin Apprentice Contract at the
trade (work and related instruction) must be given to apprentices with such experience, unless
extenuating circumstances are explained in writing and the credit is not approved by the BAS. Such
requests must be made in writing and approved by the BAS.
This credit (unless not approved) must be applied at the beginning of the Contract.
If application of the credit advances the apprentice to a higher wage, then that wage must apply.
Credit for Previous Experience: Apprentices may be granted credit for previous work or school
experience. Such credit should only reflect actual work time, trade or school time relating directly to
the trade related instruction. Credit may be given for related work or school up to, but not including,
the final year of the term of apprenticeship. Credit should be granted prior to the end of the
probationary period, or at least as soon as a proper evaluation can be made of the credit request.
If application of the credit advances the apprentice to a higher wage, then that wage must be applied.
All credit must be in writing and approved by the BAS.

13. Special Provisions
The Special Provisions section is often used to describe extra requirements not contained elsewhere in
the Apprentice Contract. For example, additional nonpaid instructional hours that the apprentice is
required to take on his/her own time is one common item specified in this section. Related
Instruction is often used to fill in additional technical subjects not covered in the regular curriculum.
However, such an agreement cannot be implemented until the availability of the required paid hours
of related instruction is assured.
Some other common items included in the Special Provisions are tool purchase commitments on the
part of either party, bonuses paid apprentices upon successful completion, and mandated BAS
courses.
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Chapter 5: Enforcement of Apprentice Contracts
A. Enforcement Introduction
DWD 295.20 (1) addresses complaints regarding an apprentice contract which cannot be handled at the local
level. Complaints may be made when there is a request for assistance to solve a problem or an alleged
problem, regarding any part of the apprenticeship program. The BAS handles these complaints whether or
not the complainant is a party to the contract. However, the procedures vary depending on if the complainant
is a party to the contract. This chapter does not apply to any complaint concerning discrimination or
other equal opportunity issues covered by Chapter 296 or any subject covered by a collective
bargaining agreement.

B. Complaints
Complaints are normally handled by the BAS, Apprenticeship Training Representative (ATR) who has the
responsibility for the apprentice sponsor under which the apprentice is serving his/her apprenticeship. If the
complaint concerns a BAS ATR or the complaint is unable to be resolved at the local level, the complaint is
handled by the BAS Administrative Office.
Once the complaint is received, the responsible department employee will investigate the complaint and
attempt to resolve it in a time frame that is helpful to the complainant. If the complaint is valid and cannot be
resolved at the level where the complaint was initially filed and investigated, it will be forwarded to the next
level of supervision for resolution. Generally these complaints should be resolved within 20 working days.
The BAS will accept a written complaint from any party to the apprentice contract which alleges that another
party to the contract is not in compliance with the contract, or which raises a non-contract issue that relates to
the apprenticeship program and has had a specific impact on the person filing the complaint. If the complaint
relates to the apprentice contract, it may be filed at any time that the contract is in effect.
The complaint must be made in writing and signed by the complaint or an authorized representative. The
complaint may file an appeal in writing within 20 days of the final decision. The complaint shall set forth the
specific matters which are in error together with relevant facts and circumstances. Copies of relevant
documents and correspondence must accompany the appeal. The department shall conduct an investigation
and issue a decision within 90 days after receipt of the complaint based on the investigation of the materials
submitted. During the 90 day investigative period, the department shall make reasonable efforts to reach a
satisfactory resolution between the parties. If the issue is resolved, the parties will be notified that the case is
closed. Generally the complaint should be resolved within 20 day working days.
Appeals: An appeal is a request made to the BAS for reconsideration of an action or pending action. An
appeal differs from a complaint by virtue of the fact that the appeals causes the BAS to review its own
actions, or pending actions, whereas a complaint results in the BAS reviewing someone else’s action(s).
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C. 20 Day Intent to Cancel Notice
When a party to the contract requests cancellation of the contract, the BAS will send a 20-day “Intent to
Cancel Notice” to all parties to the contact. The notice states that the contract will be cancelled 20 working
days from the date of the Notice, unless the BAS receives written objection from any party within the 20 day
period. The BAS provides a standardized form, which is used when the party wishes to object to the
proposed action.

No objection to cancellation
If no objection to the cancellation is received by the expiration of the 20 day period, the contract is cancelled
effective the date shown on the Notice.

Timely objection
If the BAS receives the objection within the 20 day period provided in the Intent to Cancel Notice, the BAS
will determine if the information provided is adequate before making a final decision to determine whether
the apprentice contract should be cancelled. If the information provided is unclear or incomplete, the
department will investigate further before making the final decision. The department will then investigate and
issue the final decision within 30 days.

D. Appeals
Any party to the contract may file an appeal in writing within 20 days of the final decision. When an appeal
is received, the BAS Director will review the appeal and issue a written determination within 40 days of the
appeal.
If requested in writing within ten days by one of the parties, the Bureau Director’s decision may be appealed
in writing to the DWD Legal Counsel. The DWD Legal Counsel will review the case and issue a final
determination within 10 days.

E. Right to Hearing
Under sec. 103.005(6)(e), Stats., DWD’s “right to hearing” statute, a dissatisfied party may file a written
request with the BAS or the DWD Legal Counsel for a formal administrative hearing to review the
reasonableness of a DWD order. DWD has the discretion to determine whether or not it will hold a hearing.
DWD’s final decision is reviewable in circuit court, and DWD will provide an explanation of the procedures
for obtaining circuit court review along with its final decision.
DWD shall respond to a request for an administrative hearing within 20 days. When DWD agrees to provide
a hearing, DWD shall appoint an independent hearing officer to conduct the hearing within 90 days and issue
a decision within 30 days after the conclusion of the hearing. DWD shall either delegate to the independent
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hearing officer the authority to issue a final decision, or it shall provide for a prompt review and final decision
on any proposed decision issued by an independent hearing officer.

F. Items not Subject to a Hearing
If an action of the employer involves the employment relationship and not the apprenticeship program. For
example, the employee is repeatedly late for work, has too many unexcused absences or other violation of
employer work rules, the BAS may not hold a hearing on a complaint or an appeal. However, the BAS will
investigate a complaint that an employer is illegally discriminating in its administration of an apprenticeship
policy that affects an apprentice.
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Chapter 6: Apprenticeship Related Instruction
A. Apprentices’ Related Instruction
1. Apprentices’ Paid Related Instruction
The Law requires that each Apprentice Contract must contain provisions for paid related instruction.
The related instruction may be delivered for four (4) hours per week, one day per week, one day
every other week, or in a “block” of time. However, it must be equivalent to 144 hours per year or
more depending on the length of the apprenticeship term.
If the apprenticeship is for 2 years or less, 144 hours of paid related instruction is required per year.
If the apprenticeship is for more than 2 years, then the provision must be for no less than 400 hours
during the term of apprenticeship. Many trades/professions whose term of apprenticeship is greater
than 2 years require more than 400 hours of paid related instruction.

2. Apprentices’ Unpaid Related Instruction
Apprentices may be required to take additional instruction on their own time in excess of the number
of paid hours required under the apprenticeship law. This requirement is generally outlined in the
Special Provisions’ section of the Apprentice Contract.

B. School Attendance and Progress
It is the employers’ responsibility to see that the apprentices are released from work to attend the required
related instruction. Failure to do this is a violation of the contract.
The employer should receive prompt notice of any school absence by an apprentice and should caution the
apprentice that absence from school may lead to termination of the apprenticeship contract, per DWD 295.20.
The employer should receive prompt reports on each apprentice’s progress in school and when deficiencies
appear, notify the apprentice in writing that discipline or termination may occur, if not corrected.

C. Related Instruction
In Wisconsin, the primary source used for apprenticeship paid related instruction is the WTCS. The WTCS
provides apprentice-related instruction as one of its principal purposes. Apprentices registered with the
Department of Workforce Development and enrolled in WTCS apprentice-related instruction courses qualify
for Wisconsin resident program and material fee rates and are subject to college policies.
To maintain high quality apprentice-related technical instruction, each WTCS district should: clearly identify
a point-of-contact for apprenticeship issues; actively work with apprenticeship partners, including Local
Apprenticeship Committees, to provide apprentice-related technical instruction…work toward standardization
of apprentice-related technical instruction for apprenticeship programs that are offered in multiple WTCS
districts; and strongly promote equal access to all apprenticeship opportunities. (WTCS Policy 300). Specific
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procedures for the delivery of apprentice-related technical instruction are detailed in Section 6.10 of the
WTCS Educational Services Manual. WTCS college policies may not conflict with collective bargaining
agreements (s. 38.12(7))
Other educational sources may be used after approval by the Bureau of Apprenticeship Standards (BAS).
The BAS will utilize the following guidelines in approving paid related instruction outside the technical
college system:

1. Sponsor Training Center
The Sponsor must provide advanced notice, as soon as possible, to the BAS but no later than 60 days
in advance requesting instruction outside of the WTCS facilities. The training center must be
available to all apprentices registered with the program sponsor.

a) Facilities
The site must maintain neutrality while classes are in session; no union or employer association
activities are permitted at the training center. This includes an entrance separate from union and/or
employer association offices and no union or employer association materials are permitted in the
training center.
The site must have adequate training facilities based on the number of apprentices attending related
instruction at the site. Adequate facilities include classroom space, equipment, and lab availability.
The site must meet American Disabilities Act (ADA) requirements and provide proof of liability
insurance.

b) Apprenticeship Instruction
WTCS Provided Instructor at Sponsor-Owned Training Center
The instructor must have access to equipment and supplies provided by the training center.
It is expected that a Partnership Agreement will be prepared, agreed to and signed by the sponsor and
the local WTCS campus prior to the beginning of the related instruction. Included in the Agreement
are record keeping responsibilities, lines of communication, user fees and any other items deemed
necessary by both the sponsor and local technical college.
This Agreement will be reviewed by the BAS prior to implementation.

2. Related Instruction Independent of the WTCS
When a change in status occurs, notice must be given to the BAS and the local technical college
district’s Apprenticeship Coordinator by March 1 for the following school year.
The curriculum used in the training center must be approved by the BAS Standards and the State
Trade Advisory Committee, where appropriate, prior to beginning classroom instruction.

42

CHAPTER 6: APPRENTICESHIP RELATED INSTRUCTION
POLICIES AND PROCEDURES

The training center must make provisions for short term and long term record keeping. This includes
attendance, grades, transcripts and other records needed to verify related instruction.

3. In House Training
In some cases, sponsors provide related instruction in-house, at their workplace. As in the case of
sponsor owned training centers, the sponsor must receive approval from the BAS prior to beginning
the instruction. The location must be inspected to insure the classroom facilities are adequate, the
instructor is certified or certifiable by the WTCS’s Certification Officer or the BAS and that
appropriate related instruction records are maintained by the sponsor.

D. Format for Paid Related Instruction
1. There are several formats for providing paid related instruction to apprentices. The chosen
method is determined by the facility’s advisory committee that will be the provider and is subject
to the approval of the BAS.
i. One Day Weekly Method: Apprentices receive paid related instruction in the daytime for
a specified number of hours, usually eight (8) or four (4) during a normal school year.
ii. One Day Biweekly Method: Apprentices receive paid related instruction in the daytime
for eight (8) hours during a normal school year.
iii. Block Method: Apprentices receive paid related instruction in clusters of two days or
more usually in five (5) day blocks. Classes are not necessarily held during the normal
school year and one or more clusters may be scheduled per year.
iv. Isolated Method: Method used to provide paid related instruction to apprentices where
there are insufficient numbers to warrant the establishment of a class. This approach
often involves a combination of other methods, including stacking of existing WTCS
courses, or slotting apprentices into full time courses, when appropriate.
v. Correspondence Method: Apprentices receive their paid related instruction by mail and
are either given work time to study or are paid to study at home.
vi. Electronic Media—sponsors and all previously approved providers of electronic media
must provide the Bureau with the following information in order to be granted approval
for use:
 Rationale for implementing electronic media;
 The types of electronic media to be utilized;
 A list of the courses, description, and the number of hours required to complete each
course being delivered by electronic media;
 The method for administering testing and evaluation;
 Assurance that all apprentices will have access to the required equipment/tools
necessary to participate in scheduled related training sessions/classes; and
 Qualified instructors.
2. In some instances, alternative delivery methods may be used to provide apprentice paid related
instruction, when approved by the Bureau. Some examples are: distance learning; night time paid
school; employer sponsored schools; vendor’s schools; and other methods.
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E. Curriculum Development, Maintenance, and Classroom
Delivery
Each industry that employs apprentices has an obligation to ensure that the related instruction is current with
established occupation practices. Whenever possible an industry advisory committee will be created by the
BAS and the school. These may include local construction committees. Currently, there are two types of
curriculum in use for apprentices: sponsor owned and state owned. State owned curriculum in the WTCS is
designed around a performance-based model using the Worldwide Instructional Design System (WIDS)
software. If the curriculum is owned by the sponsor, it is to be delivered as designed. Any curriculum
changes, additions, or deletions must be approved by the sponsor and the BAS.

1. State-owned/WTCS Developed curriculum
Strictly speaking, curriculum is the broad based course of study, competencies or list of courses that
make up an educational program. Just as state standards specify the work processes for a trade,
WTCS statewide curriculum aims to specify program outcomes and core competencies that will be
consistent regardless of location, instructor or type of program or sponsor. To promote currency,
uniform training and statewide transferability, state trade advisory committees review curricula on
either a regularly scheduled or as needed basis to ensure these objectives are met. Formal approval of
all WTCS curricula and courses is the responsibility of the WTCS Education Director for
Apprenticeship and is subject to review and approval by the BAS.
Apprenticeship related instruction focuses on the theoretical and knowledge based aspects of the trade
with demonstration and lab work used to reinforce the theoretical learning. Facilities, institutional
policies, and instructional contract language varies among the 16 colleges in the WTCS. Teaching
and assessment techniques, classroom resources and learning plans may vary by instructor, as long as
the instructional program outcomes and competencies are achieved. Clear communication is fostered
through the active involvement of apprenticeship partners on local and state trade advisory
committees.

2. Sponsor Owned (Proprietary) Curriculum
All apprenticeship curriculum is subject to review and approval by the Bureau of Apprenticeship
Standards; including proprietary curricula. Where provided by direction of the State Advisory
Committee or sole sponsor, proprietary curricula will be delivered in a manner consistent with its
design and format. Any changes, additions, or deletions must be approved by the program sponsor
prior to implementation. Instructors/Apprenticeship Coordinators must provide the program sponsor
notice in writing, to the official mailing address, no later than thirty (30) days and prior to any
recommended, suggested, or required changes to the apprenticeship curriculum. Areas of concern to
be addressed are class size, stacked classes, instructor change, classroom location change, classroom
equipment change, curriculum and instructional methodology changes.
All proprietary materials, including text and workbooks, handouts, and exams remain the property of
the sponsor. Directions as to the disposition of these materials will be provided to the school by the
sponsor. Every effort will be employed to comply with the sponsor’s wishes.
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F. Related Instruction Credit Evaluation
The related instruction provider is expected to cooperate with the sponsor on a timely basis, the BAS and/or
the local committee in evaluating credit requests for related instruction. A request for related instruction
credit may originate with the sponsor, the apprentice or the BAS. The local technical college may charge a
fee for this evaluation service. The following procedures are to be used to determine advanced standing for
apprentices:

1. Paid Related Instruction
If the apprentice sponsor, either the local committee or a sole sponsor, is recommending advanced
standing for paid related instruction, the BAS will contact the provider of related instruction for an
assessment of the previous school experience. This assessment may be a comparison with the
approved related instruction or may use a test for evaluation of the related schooling.
The provider of related instruction will notify the BAS once the assessment is completed. If
advanced standing is recommended, BAS will apply the hours to the apprentice’s contract. If the
application of the credit advances the apprentice to a higher wage, then that wage must be applied.
The BAS will notify the provider of related instruction, the apprentice sponsor, and the apprentice
whether or not advanced standing will be applied to the contract.

2. Unpaid Related Instruction
The apprentice and/or sponsor may also request credit for unpaid related instruction. However, in the
case of unpaid related instruction, the sponsor may recommend credit to the BAS. The sponsor may
also request assistance from the provider of related instruction to assess the related schooling.
The BAS will notify the provider of related instruction, the apprentice sponsor, and the apprentice
whether or not credit will be given for unpaid related instruction.

G. Overtime Exemption
Apprentices are paid “straight time” rate for paid school hours. An employer is not required to pay overtime
(time and one-half) to apprentices while receiving paid related instruction, unless such requirements are
contained in an applicable collective bargaining agreement.
There are several references in Wisconsin’s laws and rules that address the question of apprentices and
overtime. WI Stat. 106.01 addresses overtime work in two sections. S. 106.01 (5) (d) states that the total
number of hours of instruction and work for an apprentice shall not exceed 55 per week.
S. 106.01 (7) addresses the apprentice’s rate of pay while working overtime. It requires that an apprentice’s
overtime rate of pay shall be increased by the same percentage as the journeyworker’s rate for overtime. For
example, if a journeyworker’s rate for overtime is time and one half or double time, then an apprentice’s rate
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must be the same. DWD 274.04 (6) also addresses the overtime issue and states that time spent in related
instruction need not be counted as work time for the purpose of computing overtime, unless required by the
applicable bargaining agreement However, the question of good training must be addressed when allowing
an apprentice to work overtime or when an apprentice is required to perform shift work. The answers to the
questions, “is good training being maintained” or “is the apprentices program being adversely affected”,
should determine the extent the apprentice participates in overtime work.

H. Apprentice Related Instruction During Layoff
The BAS, under the authority of Chapter 106.01 of the State Law, will act to unassign the apprenticeship of
any apprentice who is out of work in excess of 30 days. This sets the Apprentice Contract aside until such
time as the apprentice is recalled to the job and reassigned.



In line with this, the apprentice must attend school during the thirty day period following the layoff.
School attendance during this 30 day period shall be paid for by the most recent employer, as an
obligation originally assumed by the employer unless the apprentice as been terminated for violation
of the employer’s written work rules.

After the apprentice has been unassigned (the first thirty days following lay-off), the obligation of the
employer to pay the apprentice for school attendance is waived.
It is common practice with most trades to permit apprentices who have been laid off, to complete the current
semester.
If apprentices are on layoff when a new semester is beginning, the apprentices may be allowed to begin
school providing their recall to work is imminent.

I. Related Instruction Records
The provider of related instruction must maintain registration, attendance, progress and grade records on each
apprentice, as certified by the instructor in charge.
Each apprentice’s record must be available to the BAS and the signatories of the apprentice’s contract. The
apprentice’s signature authorizes the assigned provider of paid and unpaid related instruction to release
progress, grades, and attendance reports to the department, sponsor, and employer while the contract is in
effect.
The BAS, the employer of record, and/or the applicable area local apprenticeship committee must be provided
with timely reports on attendance, progress, and grades on each apprentice as requested. The technical
college apprenticeship coordinator is responsible for providing information when issues occur.
The method of reporting may be mutually agreed on between the school, the local committee and/or the
sponsor.
Records of related instruction must be kept five (5) years after the last action. As an exception, the
transcripts must be kept indefinitely.
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J. Completion of Apprenticeship
Apprentices cannot complete their apprenticeship without satisfactorily completing the approved related
instruction program for their trade or occupation.
The local WTCS school or other related instruction school provides verification that an apprentice has
satisfactorily completed the related instruction. All related instruction must be reported to BAS, both paid
and unpaid. If the technical college does not provide the instruction, the sponsor is required to provide that
information to BAS.
When the approved related instruction program contains a final level of achievement (as opposed to only
hours of attendance) then the school’s certification shall be made when the final level has been completed.

K. Attendance at Apprenticeship Paid Related Instruction
Classes
Enrollment in WTCS core apprentice-related instruction courses, which are highly specialized, is limited to
Wisconsin registered apprentices unless the BAS approves a written on-the-job training plan prior to
enrollment. Individuals who are not registered apprentices may not displace apprentices in core apprenticerelated technical instruction courses.

L. Instructor Certification
All instructors who provide instruction to apprentices in the technical subjects related to the occupation are
required to possess additional specific educational training. Generally in Wisconsin, the technical subjects are
paid related instruction. However, there may be some instances when the technical subjects, part of core
courses or curriculum, may be delivered as part of unpaid related instruction. Instructors who provide this
instruction are also required to obtain this specific educational training

1. Instructors Employed by the Technical College System
Each person employed by a district responsible for the delivery of classroom instruction or assisting
in the management of one or more programs of a district shall obtain instructional certification from
the WTCS board. WTCS instructor certification standards for apprentice courses and programs
assume journey level worker status with a minimum of seven years of experience that meets the
Occupational Experience Document approved for their program. WTCS Certification requirements
include an instructor professional development plan that is comparable to apprentice related
instruction and exceeds the minimum requirement for coursework in teaching techniques and adult
learning styles. WTCS instructor records are maintained by State and District Certification officers.
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2. Instructors Not Employed by the Technical College System.
If instructors are not certified by the WTCS, the BAS will review for initial certifiability based on
occupational experience.
Instructors not employed by the WTCS must be a subject matter expert, must have at least seven (7)
years experience in the specific occupational and must have taken classes in teaching techniques and
adult learning styles. If the instructor does not have training in teaching techniques and adult learning
styles before the instructor has started to teach, this instruction must occur within two (2) years of the
initial assignment. Each training course, adult learning styles and teaching techniques must be at least
ten (10) hours in length and consist of the following competencies:

a) Teaching Techniques Requirements


Able to plan a learning environment that meets the needs of learners.



Able to select learning materials that support a learning plan.



Able to create teaching plans.

b) Adult Learning Styles Requirements


Able to analyze models of learning



Able to apply a model of learning to teaching practice

The BAS assesses the instructor’s qualifications and maintains the records of instructor qualifications.
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Chapter 7: AA/EEO
A. Introduction of Affirmative Action/Equal Opportunity
Chapter DWD 296 sets forth the policies and procedures that the Bureau of Apprenticeship Standards uses in
the administration of Wisconsin’s Apprenticeship Program for the purpose of promoting equal opportunity.
DWD 296.01 lays out the scope of these activities.
DWD 296.01 Scope and purpose. (1) This plan sets forth policies and procedures to promote
equality of opportunity in apprenticeship programs registered with the state apprenticeship
agency. These policies and procedures apply to the recruitment and selection of apprentices, and
to all conditions of employment and training during apprenticeship and the procedures established
provide for review of apprenticeship programs, for registering apprenticeship programs, for
processing complaints, and for deregistering noncomplying apprenticeship programs.

B. Obligations Under DWD 296
1. Sponsor
The sponsor has the following obligations.
a) It is the obligation of all apprenticeship sponsors to recruit, select, employ and train
apprentices during their apprenticeship without discrimination because of race, color,
religion, national origin, sex, age, creed, handicap, marital status, ancestry, sexual orientation,
arrest record, conviction record, or membership in the military forces of the United States or
this state.
b) Each sponsor has to apply uniform rules and regulations concerning apprentices including
wage advances, assignment of work, job performance, rotation among all work processes of
the trade, applying penalties or other disciplinary actions and all other aspects of the
apprenticeship program administered by the sponsor.
c) Each sponsor must take affirmative action to provide equal opportunity in apprenticeship
including, when required, the adoption of an affirmative action plan.
d) If sponsors have a deficiency in the utilization of minorities or females they must undertake
outreach and positive recruitment actions to equalize opportunity in apprenticeships in order
to allow for the full utilization of minority and female work potential.

2. BAS
It is the responsibility of the Bureau of Apprenticeship Standards to ensure that apprenticeship
programs in Wisconsin are bias free. In order to accomplish this responsibility, the Bureau must
ensure that:
a) Each sponsor has adopted a written affirmative action plan, where appropriate. The
Apprenticeship Training Representative (ATR) will assist the program sponsor in developing
the Plan to ensure that it meets the requirements of DWD 296.05; and
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b) Regularly conducts a review of the program. Each sponsor who has an Affirmative Action
Plan will have a review performed by the BAS ATR every 3-5 years.

C. Affirmative Action Plans
All construction local committees and all sole sponsors who employ five (5) or more apprentices must prepare
an Affirmative Action Plan. DWD 296 provides the legal guidance in the development of Affirmative Action
Plans. The emphasis given in this section of the rule is that each sponsor must be pro-active in its affirmative
action approach, rather than declare passive nondiscrimination. This positive action must be reflected not
only in the development of the Plan, but also in the implementation and monitoring the plan once approved by
the Bureau of Apprenticeship Standards. DWD 296.05 (2) states:
(2) DEFINITION OF AFFIRMATIVE ACTION. Affirmative action is not mere passive
nondiscrimination. It includes procedures, methods, and programs for the identification,
positive recruitment, training, and motivation of present and potential minority and female
(minority and nonminority) apprentices. It is action which will equalize opportunity in
apprenticeship so as to allow full utilization of minority and women work potential. The
overall result to be sought is equal opportunity in apprenticeship for all individuals
participating in or seeking entrance to Wisconsin’s labor force.

1. Required Affirmative Action Plan Content
There are a number of elements which must be included in the sponsor’s Affirmative Action Plan.
a) Sponsor Affirmative Action Data and Utilization Analysis Worksheet
The Affirmative Action Data and Utilization Analysis Form may be prepared by the sponsor
or by the ATR. The purpose of the analysis is to determine the minority and women’s labor
force in the sponsor’s labor market area. Once the labor force is determined, the Program
Sponsor can determine if deficiencies exist in terms of underutilization of minorities and/or
women in the occupation (s) registered, using the Affirmative Action Data and Utilization
Analysis Worksheet and the Goals and Timetables developed as a result of that analysis.
The following pages contain a copy of the worksheet and the instructions for its preparation
and completion.
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b) Statement of Compliance
A signed statement of compliance must be included with each Affirmative Action Plan
(AAP). If the plan is for a joint apprenticeship committee, both an employer and employee
representative must sign the statement. For all others, only the employer representative must
sign.
c) Non-Discrimination Pledge
A signed Non-Discrimination Pledge must be included with each AA Plan. These must be
signed the same as the compliance statements. For joint apprenticeship committees, the
signature of both the employer and employee is required. For all other sponsors, only the
employer representative signature is necessary.
d) Development of Outreach Activities and Recruitment Strategies
The Sponsor’s AAP must include selected outreach and positive recruitment efforts that
would reasonably be expected to increase minority and women’s participation in
apprenticeship by expanding the opportunity of minorities and women to become eligible for
apprenticeship selection. The sponsor will identify a significant number of activities in order
to enable it to meet its obligation under DWD 296. Once those efforts have been selected, the
sponsor shall set forth the specific steps they intend to implement under each identified effort.
1.

2.

3.

4.

 Announcement of apprenticeship openings must be disseminated thirty (30) days
in advance of each interval of application or for year-round open application at least
semi-annually to the list below which may be used as examples of possible
agencies/organizations.
 Bureau of Apprenticeship Standards
 Women’s organizations in the sponsor’s geographical area
 Local schools
 Wisconsin Job Centers
 Wisconsin Workforce Development Centers
 WI Technical College Districts
 Other organizations which can effectively reach minorities and women
 Newspapers where the advertisement states that women and minorities are
encouraged to apply.
 Electronic media
The announcement shall include the nature of the apprenticeship, requirements for
admission into apprenticeship, availability of the apprenticeship opportunities,
sources of apprenticeship applications, and the sponsor’s equal opportunity policy.
Applications will be taken for no less than a two (2) week period.
 Participation in annual workshops conducted by Job Service for the purpose of
familiarizing schools, job service and other appropriate personnel with the
apprenticeship program and current opportunities.
 Cooperation with school boards and the technical college system to develop
programs for preparing students to meet the standards and criteria required to
qualify for entry into the apprenticeship program.
 Internal communication of the sponsor’s equal opportunity policy must be
conducted in such a manner to foster understanding, acceptance, and support
among the sponsors, various officers, supervisors, employees, and members, and to
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5.

6.

7.
8.
9.

encourage such persons to take the necessary action to aid in meeting its obligation
under DWD 296.05.
 Engaging in programs, such as; outreach for positive recruitment and
preparation of potential applicants for apprenticeship; where appropriate and
feasible, such programs shall provide for pre-testing experience and training. In
initiating and conducting these programs, the sponsor may be required to work with
other sponsors and appropriate community organizations. The sponsor shall also
initiate programs to prepare and encourage women to enter traditionally male
programs.
 Encouraging the establishment and utilization of programs of preapprenticeship, preparatory trade training designed to prepare candidates for
apprenticeship. The sponsor shall make appropriate provisions in its AAP to assure
that those who complete such programs are afforded full and equal opportunity for
admission into the apprenticeship program.
 Utilizing journeyworkers to assist in the implementation of affirmative action in
the apprenticeship program.
 Granting advance standing or credit on the basis of previously acquired
experience, training, skills, or aptitude for all applicants equally.
 Other appropriate action to ensure that the recruitment, selection, employment,
and training of apprentices during their apprenticeship shall be without
discrimination because of race, color, religion, national origin, sex, age, creed,
handicap, marital status, ancestry, sexual orientation, arrest record, conviction
record, or membership in the military forces of the United States or this state (e.g.
general publication of apprenticeship opportunities and advantages in
advertisements, industry reports, articles, etc., use of present minority and female
apprentices and journeyworkers as recruiters; career counseling; development of
reasonable procedures to ensure employment opportunity, including reporting
systems, on-site reviews, briefing sessions).

Before submitting the plan, the sponsor must evaluate the plan for the following:
a) Does the plan appear to have a reasonable chance to succeed? Are the activities
appropriate for the sponsor?
b) Are the activities extensive or significant enough to meet “good faith” criteria if
underutilization continues?
c) Does it meet the criteria for BAS approval as required in WI DWD 296?

2. Implementation of Affirmative Action Plan
Once approved by BAS, all sponsors must review the Plan at the local level. If the sponsor is a joint
or non-joint committee, review the plan at the next scheduled committee meeting, so there is an
understanding of the responsibilities associated with the plan and share the plan with approved
employers.
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3. Regular Schedule of Monitoring
a) In accordance with DWD 296, the sponsor must conduct an annual review of its current AAP,
including its overall effectiveness, and institute any reasonable modifications to goals,
timetables and outreach and recruitment efforts. If activities are not being conducted as
planned, the sponsor must determine why and take corrective action. If progress is not being
made and the sponsor is following activities as planned, the sponsor must consider making
adjustments to the plan to ensure progress.
b) If the sponsor is either a joint or non-joint committee, Affirmative Action must be included as
an agenda item for each committee meeting to monitor the planned activities and goal
achievement, or lack thereof. A record of the activities must be recorded as part of the
official committee minutes or on an approved AA log form.

D. Selection of Apprentices
DWD 296.06 sets forth the rules that govern the procedures which sponsors must use in the selection of
apprentices. Selection of apprentices is an important element because the recruitment and selection process
determines whether the sponsor achieves their affirmative action goals.
There are four methods which may be used in the selection of apprentices:
1) rank from pool of eligible applicants;
2) random selection from pool of eligible applicants;
3) selection from pool of current employees; and
4) alternative selection methods.
The rank order, validated from top to bottom, and the random selection from pool of eligible applicants
are not currently being used in the Wisconsin Apprenticeship Program.
The restricted selection is from among workers already employed by the sponsor. Wisconsin industrial and
service employers primarily use this method. The selections may be in accordance with the sponsors
established promotion policy or in accordance with the provisions of a collective bargaining agreement where
such applies.
If use of the restricted selection, due to application of the bargaining agreement or promotion policy, appears
to preclude achievement of selection goals because of the lack of women and minorities in the restricted pool
within a reasonable time frame, the sponsor must make changes in the bargaining agreement or policy at the
earliest feasible date. These actions will permit achievement of these goals and to express this intent in the
affirmative action plan.
The sponsor must commit itself to increasing the representation of women and minorities in the pool from
which selection will be made. This may mean affirmative action efforts, including goals and timetables for
increasing minority and female representation in entry level jobs, if these jobs can lead to apprenticeship
selection.
In Wisconsin, the local committees generally use one of the two methods under the alternative selection
method; the rank list or letter of introduction.
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Under these methods, the sponsor must show that the method is objective and specific, and show that aptitude
tests or interviews are fair. Where interviews are used, adequate records shall be kept, including interview
summaries and conclusion on each factor, must be maintained.
When a sponsor fails to meet affirmative action goals, in spite of good faith efforts, the Department may
require the sponsor to increase affirmative action activities or modify its selection procedures.

E. Record Keeping
Each sponsor must keep adequate records. It is recommended that each sponsor maintain these records in an
Affirmative Action program folder. These records must include:
 a summary of the qualifications of each applicant;
 the basis for evaluation and for selection or rejection of each applicant;
 the records pertaining to interviews of applicants;
 the original application for each applicant; and
 information concerning the operation of the apprenticeship program, including job assignment,
promotion, demotion, layoff or termination, rate of pay and other forms of compensation or
conditions of work, hours of training provided and other records pertinent to a determination of
compliance.
The records pertaining to individual applicants, selected or rejected, must be maintained in such manner as to
permit the clear identification of minority and women participates.
Each sponsor must also retain its Affirmative Action Plan, review it annually, and update it when appropriate.
In addition, BAS must keep record of:





registration requirements;
standards;
compliance review, and
female and minority counts.

F. Compliance Reviews
The Bureau of Apprenticeship Standards (BAS) and the Office of Apprenticeship (OA) staff must conduct a
periodic Compliance Review of the sponsor to determine whether apprenticeship sponsors are complying
with their approved Affirmative Action Plan and Selection Procedures during an identified review period.
The ATR evaluates the performance of the sponsor in administering its program to determine that all
requirements of DWD 296 and Title 29, CFR Part 30 are being satisfactorily met and that any necessary
corrective action is being or has been taken. All compliance monitoring involves an initial desk/file review,
notification to the sponsor of the specifics of the review dates, duration, and anticipated outcomes of the
review. Once staff have completed their review they will make a recommendation to BAS Director for
review. The BAS Director will determine whether the recommendations are sufficient and transmit the letter
to the sponsor for response. Once the sponsor has responded, BAS the sponsor will be notified concerning
the status of the compliance review.
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Interested parties may request records involved in the process under the Open Records statute:
http://legis.wisconsin.gov/statutes/Stat0019.pdf.
At the beginning of each year, BAS staff will develop an annual plan which lists programs that will be
reviewed in the year.

1. Pre-Review Activities
Prior to the on-site review, ATR will schedule an appointment with the program sponsor to review the
records. A confirmation letter will be sent to the sponsor to confirm the date of the appointment and
ensure that the sponsor will have prepared adequate records to facilitate completion of the review.

2. Conducting the On-Site Review
The on-site review will normally be conducted where the sponsor’s records are kept. To guide the
review process and ensure consistency; a standard form (see attachment) is used by all ATRs. The
compliance review is a systemic examination of the operation of a registered apprenticeship program.
The ATR will first evaluate how well the sponsor implemented their AAP. The use of the standard
form assists the ATR to identify any weaknesses or deficiencies to determine if the sponsor’s
operation is non-discriminatory and to determine if there was equal treatment of all apprentices. This
is accomplished by examining the apprentice records concerning layoffs, disciplinary actions, wage
advancements, job assignments, performance evaluations, transfers, and other related information.
Using the information collected during the on-site review, the ATR will make a determination as to
whether the sponsor is in compliance. If the ATR determines the sponsor is in compliance with
DWD 296, the sponsor must be meeting the established goals during the review period for selection
of women and minorities or made substantial outreach and recruitment activities to constitute a “good
faith effort.”
Good faith effort means a program sponsor’s action to fulfill its commitment to equal opportunity in
the recruitment, selection, employment, and training of apprentices, its action to comply with the
provisions of its Affirmative Action Plan and, when appropriate, to make necessary changes to obtain
the maximum effectiveness toward the attainment of its goals.

G. Findings and Compliance
1. In Compliance Based on Meeting Goals and Timetables
If the Compliance Review finds the sponsor is meeting its goals and no apparent violations are found,
the sponsor will be notified. No additional action will be required on the part of the sponsor with the
understanding that the sponsor remains under obligation to continue commitment to equal opportunity
and to operate its program in compliance of DWD 295 and DWD 296.

2. In Compliance Based on Good Faith Efforts
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If the ATR has identified any specific technical assistance needed by the sponsor, any additional
activities the sponsor may take or any training needs by the sponsor, these will be outlined in the
response to the sponsor. The sponsor may or may not be required to submit a response.

3. Not in Compliance
A corrective action plan will be required if the Compliance Review finds the sponsor to be not in
compliance. The sponsor must submit a written response within 35 calendar days. However, the
sponsor may request a 30 day extension, if needed. BAS will review the reply and notify the sponsor
whether the extension has been granted.
Once the sponsor replies and the corrective action plan approved, BAS will notify the sponsor of this
approval. The ATR will continually monitor the sponsor to ensure they are implementing the
corrective action plan and/or modified Affirmative Action Plan as intended. During this period of
time, the ATR will provide the sponsor with technical assistance which will be designed to achieve
compliance.
Once technical assistance has been provided, the sponsor will be provided an opportunity to achieve
compliance or substantial progress in meeting their goals. One year from the initial review, will be
allowed in order to determine whether the technical assistance was successful in achieving
compliance. If the sponsor has made progress or has achieved the goals associated with the technical
assistance within that year (as determined by BAS), the ATR will notify them in writing of the status
of this review and what action is required.
If the sponsor fails to achieve the goals the technical assistance was intended to improve, the ATR
will make a recommendation to the BAS Director as to either continue corrective measures, to correct
the deficiencies and whether any remaining or additional actions are required by the sponsor, or to
sanction the sponsor.
The BAS Director, after a review of all of the relevant information will notify the sponsor of the
imposition of sanctions, up to and including one or more of the following:





An increase in the frequency of compliance reviews;
Require the sponsor to participate in planning and implementation sessions with area
community based organizations and interested parties;
Referral to the DWD General Counsel to monitor the sponsor’s AA compliance, which may
include the use of interrogatories and depositions;
Begin decertification proceedings of sponsor.

If the committee feels the sanction is not merited, it may use the Bureau’s complaint procedures,
which allows for a party affected by a Bureau action to file a complaint within 60 days to the DWD
Legal Counsel.
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Appendix A
Appendix A will be used to record future determinations, including clarifications and explanations.

A-1

APPENDIX A

A-2

APPENDIX B – RULES AND REGULATIONS

Appendix B
Appendix B contains copies of the following rules and regulations that govern Wisconsin Apprenticeship:
Ch. 106 Wis. Stats.
Wis. Admin. Code DWD 295
Wis. Admin. Code DWD 296
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