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I. Goals and Objectives 

 

A. To establish an apprenticeship program for MCCCD employees seeking to improve 

their skills and/or seeking advancement and/or promotional opportunities. 

 

B. To provide educational programs and on-the-job training relevant to District and 

employee needs in the Crafts area. 

 

C. To establish procedures for selection of Apprentices, evaluation of individual progress, 

and a method to evaluate training and education relative to specific advancement and/or 

promotional opportunities, where applicable. 

 

D. To develop internal employee expertise to accommodate future needs for the Crafts area 

of the District that result from attrition and expansion. 

 

E. To ensure that the implementation and execution of the Crafts Training Program is 

based upon the premises of affirmative action, equal opportunity, and non-

discrimination. 

 

II.  Definitions 
 

A. The term "apprentice" shall mean a person who is . . . 
 

 1. at least 18 years of age or over; 
 

 2. engaged in learning a trade covered by these standards; and, 
 

 3. covered by a written agreement, hereinafter called an "Apprenticeship 

 Agreement", with the Apprenticeship Committee. 
 

B. The term "sponsor" shall mean Maricopa Community College District, Phoenix, 

Arizona. 
 

C. The term "Apprenticeship Committee" shall mean those persons designated by the 

sponsor to act for it in the administration of the program covered by the standards. 
 

D. The terms "Apprenticeship Agreement" shall mean the written agreement between the 

Maricopa Community College District and employee approved by the Apprenticeship 

Committee and registered with the Department of Commerce, Apprenticeship Services. 
 

E. The term "Standards of Apprenticeship" shall mean an organized and written 

Apprenticeship Training Program which meets the basic standards for developing 

skilled craftsperson. 

 

F. The term "Registration Agency" shall mean the Arizona Department of 

Commerce/Apprenticeship Services.  
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III.      Minimum Qualifications for Apprenticeship  

 

A. Applicants must be a minimum of eighteen (18) years of age. 

B. Applicants must have a High School Diploma or its equivalent GED. 

C. Applicants must be physically capable of performing the essential functions of the trade 

or craft to be learned. 

D. Applicants must be a regular full-time Governing Board approved employee. 

E. Applicants must have worked for MCCCD for two (2) consecutive years as of the first 

of the month of the year their apprenticeship training begins. 

 

 IV.  Selection of Apprentices 

 

 A. Equal Opportunity Pledge 

 

  The recruitment, selection, employment, and training shall be without discrimination 

because of race, color, religion, national origin, or sex.  The sponsor will take 

affirmative action to provide equal opportunity in apprenticeship and will operate the 

Apprenticeship Program as required under Title 29 of the Code of Federal Regulations, 

Part 30.4 and Equal Opportunity Regulations of Arizona.   

 

 B. The number of trainees and training positions recommended by the committee will be 

forwarded to the Vice Chancellor for Human Resources for final approval. 

 

 C. Positions established in the training program will be based upon yearly budget 

allocations, which will be consistent with District projections of work force planning 

needs. 

 

D. The Crafts Selection Committee will forward trainees candidates to the Vice Chancellor 

for Human Resources for final approval. 

 

 E. Affirmative Action Plan and Selection Procedure (Attachment #1). 

 

  V. Term of Apprenticeship 

 

 A. The term of apprenticeship shall consist of four (4) years with a minimum 7,200 hours 

of on-the-job training.  The 2,000 hours of training shall be considered a probationary 

period and the apprentice shall attend related training as required by the sponsor.  Each 

apprentice must complete at least 144 hours (see Appendix A, Appendix B and 

Appendix C) of related theoretical classroom training each year of their respective 

apprenticeship term. 

B. An apprentice applicant's experience in the trade will be evaluated and appropriate 

credit for experience will be advanced to the wage level appropriate to the amount of 

credit. 
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C. Extensive or unusual circumstances shall be reviewed by the Vice Chancellor for 

Human Resources. 

 

VI.  Related Training 

 

A. Apprentices shall attend and complete related classroom instruction for a minimum of 

144 hours (see Appendix A, B, C, D, and E) per year of apprenticeship, or subscribe to 

and complete their correspondence courses in subjects related to their trade. 

 

B. Required training will include related and/or self-paced competency-based training 

materials, which are approved by the MCCCD Crafts Apprenticeship Committee. 

  

 C. The Apprenticeship Committee will coordinate the training.  The Committee has the 

responsibility to review the apprentices' coursework to determine progress.  

 

1. At least a "C" grade or 70% or satisfactory completion is required for all related 

coursework and/or competency-based training.  

 

2.   Additional coursework may be necessary for the apprentice to satisfactorily 

complete the program requirements.  This determination will be given to the 

apprentice prior to and no later than six (6) months before his/her graduation from 

the program. 

 

3. Courses related to training are to be completed outside the apprentice's working 

hours.  However, if these courses are not available other than during working hours, 

the apprentice may receive permission to take such courses during work hours. 

 

4. All coursework is to be completed within the time frame of the training program. 

 

5. On-the-job training courses may be required to supplement college coursework in 

order to provide the apprentice with a better understanding of the particular craft.  

The Apprenticeship Committee will make this determination with input from the 

mentors in the program. 

 

6. Accredited courses completed will be counted toward the eligibility for education 

increment (60 hours) as outlined in the Crafts policies. 

 

 D. In case of failure on the part of apprentices to fulfill their obligations with respect to 

related training, the sponsor shall recommend suspension or termination of the 

Apprentice Agreement to the Registration Agency. 
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VII.  On-the-Job Training 

 

 A. The apprentice will be assigned to an on-the-job training situation for the particular craft 

he/she selected in order to gain hands-on experience, knowledge and mastery of the 

skills required for the particular craft. 

 

 B. The apprentice will be assigned to work with a mentor or a series of mentors for a 

period not to exceed six consecutive months. 

 

 C. Mentors will evaluate the trainee's progress and performance using the OJT Evaluation 

Form during each six (6) month interval of the apprentice's program. 

 

  1. Evaluations shall be forwarded to the Apprenticeship Committee in care of the 

District advisor of the Apprenticeship Committee for review. 

 

  2. A representative from the Apprenticeship Committee will conduct on-site visitations 

on a monthly basis.  This information will also be forwarded to the Apprenticeship 

Committee.  

 

D. At the end of each six (6) month interval, the Apprenticeship Committee will review all 

on-site evaluations and the OJT Evaluation Form and reassign the apprentice to a new 

mentor at a different location for a period not to exceed six (6) months.  This procedure 

shall continue until the apprentice has successfully completed the program.  At the 

beginning of the apprentice's fourth year, he/she will be assigned to the college he/she 

will be employed in order to become more familiar with that college whenever possible. 

 

E. If the mentor is absent for two (2) consecutive days or more, the apprentice shall be 

reassigned by the Facilities Managers/Director of Building and Grounds to another 

crafts person in their selected field at the same site or the nearest site until the mentor 

returns to work.  The Facility Manager/Director must notify the advisor of the 

committee regarding the apprentice's reassignment until the return of the mentor.  If less 

than two (2) days, the determination of assignment is the responsibility of the Facility 

Manager/Buildings and Grounds Director and the Director may assign apprentice to 

another craft at the same site. 

 

F. Requests to have apprentices assist in projects other than where they are assigned during 

the six month cycle in their crafts, must be forwarded to the Directors of Buildings and 

Grounds.  If this request exceeds five (5) working days, the Facility Manager/Director 

of Buildings and Grounds must contact the Crafts Apprenticeship Committee Advisor, 

and identify the apprentice, the need for assistance, location and/or assignment and any 

other pertinent information.  A request exceeding fifteen (15) calendar days must have 

prior approval of the entire Apprenticeship Committee. 

 

G. Apprentices will be given training and work experiences under the proper supervision as 

indicated in a listing of work processes (see Appendix A, B, C, D, and E). 

 



Crafts Apprenticeship Program Standards                                                    2006-2011 

Revised: 7/1/2009  5 

  

VIII.  Probationary Period 

 

 A. The first 2,000 working hours of training as an apprentice shall be a probationary 

period.  The probationary period will be considered as a qualifying period to select the 

apprentice who has demonstrated the capacity and the skills necessary to pursue the 

trade.  Those apprentices who have not demonstrated this initiative and capacity will be 

released from the program.  During the probationary period, the Apprenticeship 

Agreement may be canceled by mutual agreement of the parties hereto or by either party 

for sufficient reason after proper notification.  After the probationary period, requests 

for cancellation of the Apprenticeship Agreement will require reasons and cause for 

such requests.   

 

 B. The Registration Agency shall be notified of all such cancellations or terminations. The 

Sponsor will provide documentation to Human Resources stating the apprentice has 

completed their probationary period satisfactorily along with a compilation of 

evaluations received up to that point.  The evaluation(s) will be placed in the official 

personnel file. 

 

  IX.  Hours of Work 

 

 The workday and work week for all apprentices shall be the same as the journeyworkers. 

 

   X. Wages 

 

A. Upon entering the Apprenticeship Program, apprentices will receive the salary listed 

below on the anniversary of their start date to the Apprenticeship Program: 

 

 80% of current crafts salary schedule at Grade 10/next to the highest step for 1
st
 year 

 85% of current crafts salary schedule at Grade 10/next to the highest step for 2
nd

 year 

 90% of current crafts salary schedule at Grade 10/next to the highest step for 3
rd

 year 

 95% of current crafts salary schedule at Grade 10/next to the highest step for 4
th
 year 

 

 Upon completion of the apprenticeship program, apprentices will receive Grade 

10/highest step on the Crafts salary schedule.  

  

B. Apprentices will fall under the Crafts Policy Manual.  Refer to Section V. 

 

  XI.  Responsibility of Sponsor 

 

A. Provide proper work experience as noted in Schedule of Work Processes and provide 

adequate supervision. 

 

B. The Vice Chancellor for Human Resources or designee will designate an advisor of 

training to carry out intent of these standards of Apprenticeship. 
 

  1. Advisor will arrange assignments under this program. 
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  2. Advisor will keep records of assignment under this program. 
 

3. Advisor will adjust differences of opinion and mediate problems as they arise 

subject to determination and review by Sponsor.  (Either party may consult with the 

Registration Agency for clarification of the matter in question.) 
 

4. If needed, apprentices will receive 3 hours per week for study time. 
 

 C. Cooperate with apprentice's immediate supervisor in assuring that the apprentice obtains 

the experience outlined in the Work Processes included as part of these standards. 
 

 D. Make reports at specified intervals regarding aptitude, skill, and progress to each 

apprentice. 
 

 E. See that the apprentice is given instruction in safe work methods in each operation as it 

is encountered throughout the apprenticeship term. 
 

F. Select an Apprenticeship Committee. 
 

G. To conduct themselves at all times in a credible, ethical and moral manner. 
 

XII.  Crafts Apprenticeship Program Committee 
 

 A. The committee will serve in an advisory capacity to the Vice Chancellor for Human 

Resources.  It shall be composed of: 
 

  one   (1) Manager, Employee & Organizational Learning; 

  two   (2) Manager, Human Resources; 

  one   (1) Representative, Facilities, Planning and Development; 

 five   (5) Crafts representatives; 1 carpenter, 1 electrician, 1 HVAC, 1 painter, 1  

plumber; 

  two   (2) Maintenance and Operations representatives; 

  one   (1) Director of Buildings and Grounds and/or Facilities Manager; 

  one   (1) Professional Staff Association representative; 

  one   (1) Residential Faculty representative; 

          one   (1) Advisor, appointed by the Vice Chancellor for Human Resources; 

          one   (1) College Safety representative 
        

 (A representative of the apprentices in the program will be asked to attend meetings on 

an as-needed basis.) 

 

 The representatives from the Crafts, Maintenance and Operations, PSA, Faculty, and 

Safety areas will be selected by their respective policy groups.   
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B. The Advisor shall chair the committee and will act as a liaison to the Office of the Vice 

Chancellor for Human Resources.  The Advisor will work with apprentices and mentors 

to maximize their success and will act as a resource person to them. 

 

C. The committee will select a secretary. 

 

D. The committee shall meet once quarterly or as necessary. 

 

E. A quorum of the committee shall be eight (8) members. 

 

XIII.  Duties and Responsibilities of the Committee 

 

A. The committee will make recommendations to the Vice Chancellor for Human 

Resources regarding the following: 

 

 1. Modification of the program. 

 

 2. Appointment of a selection committee for each craft. 

   

 3. Establishing selection criteria. 

  

 4. Administration of the selection criteria. 

 

 5. Review of issues affecting the program. 

 

 6. Initiation and development of programs. 

 

 7. Evaluation of the program. 

 

B. The Apprenticeship Committee may conduct, on a yearly basis, orientation programs if 

projected crafts positions are identified and needed to meet future District needs.  These 

orientations will familiarize prospective candidates with the program in order to develop 

a strong, balanced applicant pool. 

 

C. Yearly evaluations of the training program will be conducted and a report forwarded to 

the Vice Chancellor for Human Resources. 

 

D. To carry out the intent and purpose of these standards. 

 

E. The selection committee will select qualified applicants to the position of apprentice 

after the applicants have been proposed. 

F. The apprenticeship committee will approve all training programs and all assignments of 

apprentices to formalized training. 
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G. To hear and adjust any unresolved complaints or violations after the Advisor has been 

consulted.  Either party may consult with the Registration Agency for clarification of 

the matter in questions. 

 

H. Minutes of each meeting will be maintained by the Secretary of the committee. 

 

I. To review progress of the apprentices in each skill area. 

 

J. To recommend if an apprentice is sufficiently skilled to be awarded a certificate of 

completion of apprenticeship. 

 

K. To notify the Registration Agency of all cancellations and completion of apprentices. 

 

XIV.  Responsibilities of the Apprentice 

 

A. Each apprentice, by signing the Apprentice Agreement, voluntarily agrees to abide by 

the provisions of this apprenticeship plan and to assume the following responsibilities 

and obligations under the Apprenticeship system: 

 

1. To diligently and faithfully perform the work of the trade and other duties as 

assigned by the supervisor in accordance with the provisions of the plan. 

 

2. To respect and protect the property of the sponsor and abide by the working rules 

and regulations of the sponsor and the Apprenticeship Committee. 

 

3. To attend and satisfactorily complete the required hours of related classroom 

instruction, as provided under this plan. 

 

4. To accurately maintain such records of work experience and training received by 

both on the job and related instruction as may be required by the Apprenticeship 

Committee. Grade reports must be submitted to the coordinator within one month 

following the course completion.  

 

5. To develop safe working habits and conduct themselves during work and related 

instruction in such a manner as to assure their own safety as well as that of their co-

workers, faculty, and students. 

 

6. To conduct themselves at all times in a creditable, ethical, and moral manner, 

realizing that much time, money, and effort has been and will be spent by the 

sponsor to help them become a skilled worker in the trade. 

 

 XV. Credit for Previous Experience 

 

Sponsor shall maintain the option to recognize previous training, education or experience as 

applied to the Apprenticeship Program.  The decision will be based on the relevancy of the 

training or experience to the craft or trade as utilized by sponsor. 
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XVI.  Employment 

 

A. Upon satisfactory completion of apprenticeship program skills and competencies, the 

apprentice shall be eligible for the first opening in the apprentice's craft.  Should there 

be no opening available at the time the apprentice completes the program, the apprentice 

shall remain in the Crafts policy group the fourth (4th) year scale of pay. 

 

B. Apprentices will also be responsible for signing a written agreement designating that 

they will remain with the District for two (2) years after completing the apprenticeship 

program. 

 

C. If an apprentice, within the first twelve (12) months of the program, can not continue in 

the program, he/she will return to the position which he/she left.  If the apprentice is in 

the program for a period extending beyond twelve (12) months, a position in the same 

or equal grade prior to entering the apprenticeship program will be made available upon 

the employee's return.  

 

XVII.  Lay-Off of Apprentices 

 

The sponsor will honor, to the best of its ability, its commitment with the apprentice as 

defined in the Apprenticeship Agreement. If the Apprenticeship Program is terminated or 

reduced by the sponsor, apprentices affected will be given due consideration for other 

positions as provided for under Maricopa Community College District policy. 

 

XVIII.   Evaluations 

 

A. Evaluations of the apprentice's progress and performance will be completed by the 

mentor during each six (6) month period using the OJT Evaluation Form.  In addition, 

both mentor and apprentice will be required to address the Apprenticeship Committee 

and given an oral evaluation. 

 

B. The purpose of evaluations and on-site visits is to provide assistance to both mentor and 

apprentice in facilitating the objectives of the apprenticeship program.  Formal written 

OJT evaluations, to be completed during each six (6) months, are to be used as a guide 

for providing feedback for both the apprentice and the mentor on the apprentice's 

progress within the program. 

 

C. Evaluations will be forwarded to the Apprenticeship Committee to determine whether 

the apprentice should be retained in the program.  Apprentices who do not meet 

satisfactory standards have an opportunity to improve within a designated time as 

determined by the committee and the guidelines of the corrective action section of the 

Crafts policy manual. 

 

XIX.  Apprenticeship Agreement 

 




