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SECTION I - STANDARDS OF APPRENTICESHIP 29 CFR § 29.5

A.

Responsibilities of the sponsor: CODING CLARIFIED, LLC must conduct, operate, and
administer this program in accordance with all applicable provisions of Title 29 Code of Federal
Regulations (CFR) part 29, subpart A and part 30, and all relevant guidance issued by the Office
of Apprenticeship (0A). The sponsor must fully comply with the requirements and
responsibilities listed below and with the requirements outlined in the document “Requirements
for Apprenticeship Sponsors Reference Guide.”

Sponsors shall:

e Ensure adequate and safe equipment and facilities for training and supervision and
provide safety training for apprentices on-the-job and in related instruction.

e Ensure there are qualified training personnel and adequate supervision on the job.

e Ensure that all apprentices are under written apprenticeship agreements
incorporating, directly or by reference, these Standards and the document
“Requirements for Apprenticeship Sponsors,” and that meets the requirements of 29
CFR§ 29.7. Form ETA 671 may be used for this purpose and is available upon logging
into RAPIDS.

e Register all apprenticeship Standards with the U.S. Department of Labor, including
local variations, if applicable.

e Submit apprenticeship agreements within 45 days of enrollment of apprentices.

e Arrange for periodic evaluation of apprentices’ progress in skills and technical
knowledge, and maintain appropriate progress records.

e Notify the U.S. Department of Labor within 45 days of all suspensions for any reason,
reinstatements, extensions, transfers, completions and cancellations with
explanation of causes. Notification may be made in RAPIDS or using the contact
information in Section K.

e Provide each apprentice with a copy of these Standards, Requirements for
Apprenticeship Sponsors Reference Guide, Appendix A, and any applicable written
rules and policies, and require apprentices to sign an acknowledgment of their
receipt. If the sponsor alters these Standards or any Appendices to reflect changes it
has made to the apprenticeship program, the sponsor will obtain approval of all
modifications from the Registration Agency, then provide apprentices a copy of the
updated Standards and Appendices and obtain another acknowledgment of their
receipt from eachapprentice.

e Adhere to Federal, State, and Local Law Requirements -- The Office of
Apprenticeship’s registration of the apprenticeship program described in these
Standards of Apprenticeship on either a nationwide basis (under the National
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Program Standards of Apprenticeship) or within a particular State, and the
registration of individual apprentices under the same program, does not exempt the
program sponsor, and/or any employer(s) participating in the program, and/or the
individual apprentices registered under the program from abiding by any applicable
Federal, State, and local laws or regulations relevant to the occupation covered by
these Standards, including those pertaining to occupational licensing requirements
and minimum wage and hour requirements.

The program’s Standards of Apprenticeship must also conform in all respects with
any such applicable Federal, State, and local laws and regulations. Any failure by the
program to satisfy this requirement may result in the initiation of deregistration
proceedings for reasonable cause by the Office of Apprenticeship under 29 CFR § 29.8.

. Minimum Qualifications - 29 CFR §29.5(b)(10)

An apprentice must be at least 16 years of age, except where a higher age is required by law, and
must be employed to learn an apprenticeable occupation. Please include any additional
qualification requirements as appropriate (optional):

Other See Appendix A
Apprenticeship Approach and Term - 29 CFR § 29.5(b)(2)

The apprenticeship program(s) will select an apprenticeship training approach. The approach is
notated in Appendix A, APPRENTICESHIP APPROACH.

. Work Process Schedule and Related Instruction Outline - 29 CFR § 29.5(b)(4)

Every apprentice is required to participate in related instruction in technical subjects related to
the occupation. Apprentices [ will will not be paid for hours spent attending related
instruction classes. The Work Process Schedule and Related Instruction Outline are outlined in
Appendix A.

Credit for Previous Experience - 29 CFR § 29.5(b)(12)

Apprentice applicants seeking credit for previous experience gained outside the apprenticeship
program must furnish such transcripts, records, affidavits, etc. that may be appropriate to
substantiate the claim. CODING CLARIFIED, LLC will evaluate the request for credit and make a
determination during the apprentice’s probationary period.

Probationary Period - 29 CFR § 29.5(b)(8) and (20)

Every applicant selected for apprenticeship will serve a probationary period which may not
exceed 25 percent of the length of the program or 1 year whichever is shorter. The probationary
period is notated in Appendix A, PROBATIONARY PERIOD.

. Ratio of Apprentices to Journeyworkers - 29 CFR § 29.5(b)(7)

Every apprenticeship program is required to provide an apprenticeship ratio of apprentices to
journeyworkers for adequate supervision. The ratio is notated in Appendix A, RATIO OF
APPRENTICES TO JOURNEYWORKERS.

. Apprentice Wage Schedule - 29 CFR § 29.5(b)(5)

Apprentices must be paid a progressively increasing schedule of wages based on either a
percentage or a dollar amount of the current hourly journeyworker wage rate. The progressive
wage schedule is notated in Appendix A, APPRENTICE WAGE SCHEDULE.
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Equal Employment Opportunity and Affirmative Action

1. Equal Opportunity Pledge - 29 CFR §§ 29.5(b)(21) and 30.3(c)(1)

CODING CLARIFIED, LLC will not discriminate against apprenticeship applicants
or apprentices based on race, color, religion, national origin, sex (including
pregnancy, gender identity, and sexual orientation), sexual orientation, genetic
information, or because they are an individual with a disability or a person 40-
years old orolder.

CODING CLARIFIED, LLC 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.

2. Affirmative Action Program - 29 CFR §§ 29.5(b)(21), 30.4-30.9

CODING CLARIFIED, LLC acknowledges that it will adopt an affirmative action
plan in accordance with 29 CFR §§ 30.4-30.9 (required for sponsors with five or
more registered apprentices by two years from the date of the sponsor’s
registration or by two years from the date of registration of the program’s fifth
(5th) apprentice). Information and technical assistance materials relating to the
creation and maintenance of an affirmative action plan will be made available on
the Office of Apprenticeship’s website.

3. Selection Procedures - 29 CFR §30.10

Every sponsor will adopt selection procedures for their apprenticeship programs,
consistent with the requirements set forth in 29 CFR § 30.10(b). The selection
procedures for each occupation for which the sponsor intends to train
apprentices are notated in Appendix A, SELECTION PROCEDURES.

Complaint Procedures - 29 CFR §§ 29.5(b)(22), 29.7(k), 29.12, and 29 CFR § 30.14

If an applicant or an apprentice believes an issue exists that adversely affects the apprentice’s
participation in the apprenticeship program or violates the provisions of the apprenticeship
agreement or Standards, the applicant or apprentice may seek relief. Nothing in these complaint
procedures precludes an apprentice from pursuing any other remedy authorized under another
Federal, State, or local law. Below are the methods by which apprentices may send a complaint:

1. Complaints regarding discrimination. Complaints must contain the
complainant’s name, address, telephone number, and signature, the identity of
the respondent, and a short description of the actions believed to be
discriminatory, including the time and place. Generally, a complaint must be filed
within 300 days of the alleged discrimination. Complaints of discrimination
should be directed to the following contact:

U.S. Department of Labor, Office of Apprenticeship

200 Constitution Ave. NW, Washington, DC 20210

Telephone Number: (202) 693-2796

Email Address: ApprenticeshipEEOcomplaints@dol.gov

Point of Contact: Director, Division of Registered Apprenticeship and
Policy

Attn: Apprenticeship EEO Complaints

You may also be able to file complaints directly with the EEOC, or State fair
employment practices agency.
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2. Other General Complaints. The sponsor will hear and attempt to resolve the
matter locally if written notification from the apprentice is received within 15 days
of the alleged violation(s). The sponsor will make such rulings as it deems
necessary in each individual case within 30 days of receiving the written
notification:

Name: Janine Mothersted

Address: 6848 N Government way suite 114 Dalton Gardens, Idaho, 83815
Telephone Number: (208) 991-9451

Email Address: janine@codingclarified.org

Any complaint described above that cannot be resolved by the program sponsor
to the satisfaction of all parties may be submitted to the Registration Agency
provided below in Section K.

K. Registration Agency General Contact Information 29 CFR § 29.5(b)(17)

The Registration Agency is the United States Department of Labor’s Office of Apprenticeship.
General inquiries, notifications and requests for technical assistance may be submitted to the
Registration Agency using the contact information below:

Name: US/DOL/OA, Robert Snyder, Idaho State Director
Address: 1387 S. Vinnell Way, #110, Boise, ID 83709
Telephone Number: 208-321-2973

Email Address: Snyder.robert@dol.gov

L. Reciprocity of Apprenticeship Programs 29 CFR § 29.13(b)(7)

States must accord reciprocal approval for Federal purposes to apprentices, apprenticeship
programs and standards that are registered in other States by the Office of Apprenticeship or a
Registration Agency if such reciprocity is requested by the apprenticeship program sponsor.

Program sponsors seeking reciprocal approval must meet the wage and hour provisions and
apprentice ratio standards of the reciprocal State.

SECTION II - APPENDICES AND ATTACHMENTS

Appendix A - Work Process Schedule, Related Instruction Outline, Apprentice Wage Schedule, Ratio of Apprentices
to Journeyworkers, Type of Occupation, Term of Apprenticeship, Selection Procedures, and Probationary Period

L] Appendix B - ETA 671 - Apprenticeship Agreement and Application for Certification of Completion of Apprenticeship
(To be completed after registration. Sample attached)

O Appendix C - Affirmative Action Plan (Required within two years of registration unless otherwise exempt per 29
CFR §30.4(d))

O Appendix D - Employer Acceptance Agreement (For programs with multiple-employers only)
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SECTION III - VETERANS’ EDUCATIONAL ASSISTANCE AS MANDATED BY PUBLIC LAW 116-134 (134 STAT.
276)

Pursuant to section 2(b)(1) of the Support for Veterans in Effective Apprenticeships Act of 2019 (Pub. L. 116-134,
134 Stat. 276), by signing these program Standards, the program sponsor official whose name is subscribed below
assures and acknowledges to the U.S. Department of Labor’s Office of Apprenticeship the following regarding certain
G.I. Bill and other VA-administered educational assistance referenced below (and described in greater detail at the
VA’s website at: https://www.va.gov/education/eligibility) for which current apprentices and/or apprenticeship

program candidates may be eligible:

(1) The program sponsor is aware of the availability of educational assistance for a veteran or other
eligible individual under chapters 30 through 36 of title 38, United States Code, for use in
connection with a registered apprenticeship program;

(2) The program sponsor will make a good faith effort to obtain approval for educational assistance
described in paragraph (1) above for, at a minimum, each program location that employs or
recruits an veteran or other eligible individual for educational assistance under chapters 30
through 36 of title 38, United States Code; and

(3) The program sponsor will not deny the application of a qualified candidate who is a veteran or
other individual eligible for educational assistance described in paragraph (1) above for the
purpose of avoiding making a good faith effort to obtain approval as described in paragraph (2)

above.
NOTE: The aforementioned requirements of Public Law 116-134 shall apply to “any program applying to become a
registered apprenticeship program on or after the date that is 180 days after the date of enactment of this Act” (i.e.,
September 22, 2020). Accordingly, apprenticeship programs that were registered by a Registration Agency before
September 22, 2020, are not subject to these requirements.
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SECTION 1V - SIGNATURES

OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS

The undersigned sponsor hereby subscribes to the provisions of the foregoing Apprenticeship Standards formulated
and registered by CODING CLARIFIED, LLC, on this 12 day of March, 2026

The signatories acknowledge that they have read and understand the document titled “Requirements for
Apprenticeship Sponsors Reference Guide” and that the provisions of that document are incorporated into this
agreement by reference unless otherwise noted.

Janine Mothershed

Janine |\ (Mar 12, 2026 11:07:50 PDT)

Signature of Sponsor (designee)

Janine Mothershed
Printed Name

SECTION V - DISCLOSURE AGREEMENT—FOR NATIONAL PROGRAM STANDARDS AND LOCAL STANDARDS
ONLY (Optional)

OA routinely makes public general information relating to Registered Apprenticeship programs. General information
includes the name and contact information of the sponsor, the location of the program, and the occupation(s) offered.
OA routinely publicly releases the contents of applications for National Guidelines for Apprenticeship
Standards.

In addition, sponsors submitting National Program Standards or Local Standards have the option of allowing OA to
share publicly the contents of a sponsor’s application for registration to assist in building a high-quality National
Apprenticeship System. This may include a copy of the Standards, Appendix A, and Appendix D (as applicable), but
not completed versions of ETA Form 671 or Appendix C “Affirmative Action Plan” because those documents are
submitted after a sponsor’s application is approved and the program is registered. Please note that OA will
consider a sponsor’s application as releasable to the public unless the sponsor requests non-disclosure by

signing below.

I, , acting on behalf of CODING CLARIFIED, LLC request that OA not publicly
disclose this application, other than general information about the program, as described above as it is considered
confidential commercial information and steps are taken to preserve it. Further, I understand that if OA receives a
request for this application pursuant to 5 U.S.C. 552, we may be contacted to support OA’s withholding of the
information, including in litigation, if necessary. I understand that my request that OA not publicly disclose this
application will remain in effect, including with respect to subsequent amendments to this application, unless and
until I notify OA otherwise.

Signature of Sponsor (designee) Date

Printed Name
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Appendix A
WORK PROCESS SCHEDULE
MEDICAL CODER
O*NET-SOC CODE: 29-2072.00 RAPIDS CODE :1114

1. APPRENTICESHIP APPROACH
1 Time-based Competency-based (1 Hybrid
2. TERM OF APPRENTICESHIP

The term of the occupation shall be competency-based, supplemented by the minimum
recommended 144 hours of related instruction per year. As per USDOL Circular 2016-1,

Competency-based approach” [Section 29.5(b)(2)(ii)] provides for the apprentice’s progression
through apprenticeship through the acquisition of identified and measured competencies.
Competencies should be identified and defined through a valid occupational-job task analysis method
and directly related to the occupation and the on-the-job learning. Occupations need to be a minimum
of 2,000 hours of on-the-job learning, as required by Section 29.4, Criteria for an apprenticeable
occupation, and supplemented with the required related technical instruction. An apprentice must
be registered in an approved competency-based occupation for twelve (12) calendar months of on-
the-job learning. A competency-based approach does not require hours to be assigned in the
processes. Maximum allowable credit for prior work experience is 50 percent of training.

The term of a MEDICAL CODER apprenticeship may be as many as 1 year with an OJL attainment

of 2000 hours, supplemented by the minimum required 144 hours of related instruction per 2000
hours of OJL.

3. RATIO OF APPRENTICES TO JOURNEYWORKERS

The apprentice-to-journeyworker ratio is: 1 Apprentice to 1 Journeyworker.

4. APPRENTICE WAGE SCHEDULE

Apprentices shall be paid a progressively increasing schedule of wages based on either a
percentage or a dollar amount of the current hourly journey worker wage rate, which is:
$22.00.

Period Hours Minimum
Wage
1 Starting Wage $15.00
2 50% of Competencies Completed $15.50

5. PROBATIONARY PERIOD

Every applicant selected for apprenticeship will serve a probationary period of 90 days.
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6. SELECTION PROCEDURES

Please see page A-11.

Page |A-3



Appendix A
ON-THE-JOB LEARNING OUTLINE
MEDICAL CODER
O*NET-SOC CODE: 29-2072.00 RAPIDS CODE: 1114

REQUIREMENTS:
Apprentice Orientation Checklist and Apprenticeship Agreement Form 671

Per 29 CFR 29.5, prior to signing the apprenticeship agreement, each selected applicant must be given
an opportunity to read and review the sponsor’s Apprenticeship Standards approved by the Office of
Apprenticeship, the sponsor’s written rules and policies, the apprenticeship agreement, and the
sections of any collective bargaining agreement (CBA) that pertain to apprenticeship. After selection
of an applicant for apprenticeship, but before employment as an apprentice or enrollment in related
instruction, the apprentice must be covered by a written apprenticeship agreement, which must be
submitted to the Office of Apprenticeship.

It is the responsibility of the sponsor to submit the following proof of apprentice consent by uploading
the following documents signed by the apprentice to the apprentice’s RAPIDS profile:

1. Signed Form 671 (apprentice agreement)

2. Apprentice Orientation Checklist

Visit the Idaho Sponsor Success Guide - Onboarding Apprentices to download required document
templates.

To enter the Apprenticeship Program:

An apprentice must be at least 16 years of age, except where a higher age is required by law, and
must be employed to learn an apprenticeable occupation.

There is an educational requirement of:
e Completed or Enrolled in high school diploma or GED

There is a physical requirement of:
e Applicants will be physically capable of performing the essential functions of the

apprenticeship program, with or without reasonable accommodation, and without
posing a direct threat to the health and safety of the individual or others.

Must Possess:
o (Certified Professional Coder (CPC) or
e (CPCA)
e (CCS) Certified Coder Specialist
e License for AHIMA or AAPC
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Medical Record and Health Information Technician/Medical Coders

Job Description: Compile, process, and maintain medical records of hospital and clinic patients
in a manner consistent with medical, administrative, ethical, legal, and regulatory requirements
of the healthcare system. Classify medical and healthcare concepts, including diagnosis,
procedures, medical services, and equipment, into the healthcare industry's numerical coding
system. Includes medical coders.

ON-THE-JOB LEARNING:

The below on-the-job-learning (OJL) work process competencies are intended as a guide. It need
not be followed in any particular sequence, and it is understood that some adjustments may be
necessary in the hours allotted for different work experience. In all cases, the apprentice is to
receive sufficient experience to make them fully competent and use good workmanship in all work
processes, which are a part of the trade. In addition, the apprentice shall be fully instructed in
safety.

Clinical Documentation Review

] Date .
Competencies Completed Initial

A. Review provider documentation from outpatient encounters,
telehealth visits, and annual wellness visits.

B. Interpret medical terminology, anatomy, pathophysiology, and
pharmacology relevant to chronic conditions.

C. Identify reportable diagnoses documented during face-to-face
encounters.

D. Distinguish active conditions from historical or resolved
diagnoses.




ICD-10-CM Diagnosis Coding

. Date .
Competencies Completed Initial
E. Assign accurate ICD-10-CM codes based on provider
documentation.

F. Apply Official ICD-10-CM Coding Guidelines for reporting
diagnoses.

G. Capture highest level of specificity for all conditions.

H. Sequence primary and secondary diagnoses correctly.

I. Identify combination codes and manifestation codes when
applicable

Risk Adjustment Coding (HCC Model)

. Date .
Competencies Completed Initial
J.  Identify chronic conditions eligible for CMS-HCC risk adjustment.

K. Apply CMS Hierarchical Condition Category mapping principles.
L. Ensure accurate capture of co-morbidities affecting risk scores.
M. Validate that diagnoses meet CMS reporting requirements.

N. Recognize condition interactions and hierarchy rules.

MEAT Criteria Validation

. Date .
Competencies Completed Initial
0. Validate diagnoses using MEAT principles:

O

e Monitor

e Evaluate

e Assess

e Treat

Confirm provider documentation supports condition status.
Exclude diagnoses lacking sufficient documentation support.
Identify documentation gaps requiring provider clarification.




Suspect & Gap Condition Review

Competencies

Date
Completed

Initial

S. Identify, compile, abstract, and code patient data, using standard
classification systems.

T. Identify potential chronic conditions requiring provider
confirmation.

U. Support annual condition recapture for risk adjustment accuracy.

V. Recognize documentation patterns indicating under-coding.

Compliance & Regulatory Standards

Competencies

Date
Completed

Initial

W. Apply CMS Risk Adjustment Data Validation (RADV) principles.

X. Ensure compliance with CMS and Medicare Advantage reporting
rules.

Y. Protect patient health information under HIPAA regulations.

Z. ldentify and prevent unsupported diagnosis coding.

Coding Accuracy & Quality Assurance

Competencies

Date
Completed

Initial

AA. Participate in internal coding audits and peer reviews.

BB. Correct coding discrepancies identified during quality reviews.
CC. Maintain employer accuracy standards.

DD. Demonstrate consistent application of coding guidelines.

Data Abstraction & Entry

Competencies

Date
Completed

Initial

EE. Abstract coded diagnoses into electronic health record (EHR)
systems.
FF. Enter diagnosis data into risk adjustment and billing platforms.

Maintain productivity while ensuring coding accuracy.

GG.




Productivity & Workflow Management

. Date .
Competencies Completed Initial
HH.Manage assigned chart volumes efficiently.

II. Meet employer productivity benchmarks for chart review.
]J. Follow employer workflow protocols and deadlines.
Professional Communication

. Date .
Competencies Completed Initial
KK. Communicate professionally with auditors and coding

supervisors
LL. Participate in coding review meetings and education sessions.
MM.  Support provider education regarding documentation
requirements.
Ethical Coding & Data Security

. Date .

Competencies Completed Initial

NN.Maintain confidentiality of patient records and protected health
information.

00. Apply ethical coding practices consistent with industry
standards.

PP. Protect electronic data integrity and system security.

TOTAL APPROXIMATE HOURS: 2000



Appendix A
RELATED INSTRUCTION OUTLINE
MEDICAL CODER
O*NET-SOC CODE: 29-2072.00 RAPIDS CODE: 1114

RELATED INSTRUCTION

The Sponsor recognizes relevant course completions earned in several ways, including college
coursework in high school, transferred credits from other institutions, standardized subject tests,
and various industry and agency training and certifications.

Related instruction - This instruction shall include, but not be limited to, at least 144 hours per year
for each year of the apprenticeship. The related theoretical education is tightly integrated with real
work product. The curriculum is defined as a variety of courses and course topics, around which the
exams and projects are based. By defining the RTI in this way, all competencies required of the
students are met, through project work.

RELATED INSTRUCTION PROVIDER

CodingClarified

Coding Clarified Medical Coding
6848 N Government Way Ste. 114
Dalton Gardens, Idaho 83815

https://codingclarified.com/
Janine Mothershed CPC, CPC-1, CADS, CAC
Janine@CodingClarified.com/ (833) Med-Code

RELATED INSTRUCTION OUTLINE

USDOL Anti-Harassment Video:
https://www.dol.gov/agencies/eta/apprenticeship/eeo/harassment/video

Informational video from the USDOL regarding Anti-Harassment created specifically for
apprenticeship programs.



Core Curriculum

Phase 1 — Guided Skill Development (Charts 1-99)

[l The average time per chart is approximately 30 minutes.

[0 Focus on documentation interpretation and applied code abstraction.
[J Instructional coaching support available through the coder coach.
[l Accuracy prioritized over speed while building coding rationale.
[0 Milestone validation confirms readiness for progression.
Phase 2 — Applied Competency Development (Charts 100-199)

[l Increasing independence in diagnosis abstraction.

Reduced time per chart as familiarity improves.

Guided coaching discussions address common coding patterns.
Development of consistent coding judgment and workflow habits.

[ R B N

Competency progression validated through milestone review.

Phase 3 — Production Readiness (Charts 200-300)

Coding performance approaches employer productivity expectations.
Independent workflow execution with minimal instructional intervention.
Performance validation aligned with employer QA expectations.

[ I R B R

Preparation for transition into employer-based On-the-Job Training.

TOTAL MINIMUM HOURS 144-160 PER YEAR



SELECTION PROCEDURES:

The process for finding and selecting the best talent possible for an apprenticeship opening position
includes the following:

The sponsor may post open positions on career sites or the company’s internal career board to
solicit applications.

Applications will be pre-screened to eliminate candidates who do not meet the basic qualifications
requirements of the position.

Those applicants that meet basic qualifications will be processed through an assessment to screen
out those who lack the desire and interest for the apprenticeship. Screening applicants will be
performed through interviews and job simulations to select candidates with the highest potential
for apprenticeship success.

The Apprentice(s) will be selected based on the most qualified candidate.

Applicants that have accepted the position will be registered within 45 days.
The apprenticeship selection process and procedures will be uniformly and consistently applied to
all applicants.

Any applicant who feels that they were wrongfully denied entry into the apprenticeship program
may appeal the decision using the applicant appeals procedure described in Section ] of the
Standards.

Maintenance of Applications and Selection Records

The sponsor and participating employer will keep adequate records according to their own internal
systems, policies, and procedures. There will be no undue burden placed on the company in
regarding to hiring the applicant as their apprentice. The items and records maintained, including
qualifications of each applicant; the basis for evaluation for selection or rejection of each applicant;
the records pertaining to interviews of applicants; the original application for each applicant;
information relative to the operation of the apprenticeship program, including, but not limited to,
job assignment, promotion, demotion, layoff, or termination; rates of pay or other forms of
compensation or conditions of work; hours including hours of work and, separately, hours of
training provided; and any other records pertinent to a determination of compliance with 29 CFR §
30, as may be required by the U.S. Department of Labor.

The records pertaining to individual applicants selected will be maintained in such manner as to
permit the identification of race, gender, or ethnicity.

Records will be maintained for 5 years from the date of last action and made available upon request
to the U.S. Department of Labor or other authorized representative.
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SPONSOR OBLIGATION TO PREVENT HARASSMENT AND INTIMIDATION OF APPRENTICES:

Under the National Apprenticeship Act of 1937, OA is conferred the responsibility to protect the
safety and welfare of apprentices. Pursuant to this authority, OA has issued regulations designed to
ensure that apprentices participating in the National Apprenticeship System are free from unlawful
discrimination, harassment, intimidation, and workplace violence. In all states under 29 CFR
30.3(b)(4), sponsors are obligated to develop and implement procedures to ensure that its
apprentices are not harassed because of their race, color, religion, national origin, sex, sexual
orientation, age (40 or older), genetic information, or disability and to ensure that its
apprenticeship program is free from intimidation and retaliation as prohibited by §30.17.

Harassment and intimidation of any apprentices is intolerable and unacceptable. Program sponsors
are obligated under 29 CFR Part 30 to design and implement internal procedures and adopt
practical measures for effectively addressing and mitigating harassment risks to apprentices, as
well as for promptly handling and resolving apprentice complaints about harassment and
intimidation. Additionally, sponsors are responsible for ensuring affiliated and contracted
employers do not ignore, tolerate, or encourage any conduct that suggests acceptance of such
behaviors.

Incidents of harassment and intimidation of apprentices warrant swift and decisive action from
sponsors to prevent reoccurrences and promote environments of tolerance and equity in the
workplace so that all apprentices feel safe, welcomed, and treated fairly.

Examples of practical measures sponsors may employ to combat incidents of harassment,
discrimination, and intimidation include, but are not limited to:

e designating an individual or office within the employing organization to handle harassment
complaints and effectively address harassment risks;

o establishing disciplinary guidelines and procedures for holding offending persons
accountable for their actions;

e adopting a process for immediately referring incidents of workplace harassment that
involve assault or other crimes to law enforcement agencies; and

e providing supportive services (such as counseling) to apprentices who have experienced
harassment and intimidation in the workplace.

OA prohibits, and sponsors must be vigilant in preventing, retaliation against any apprentice for
making a good-faith report of harassing conduct, opposing any harassing behavior or other form of
discrimination, cooperating with or participating in any investigation of alleged harassing conduct,
or otherwise engaging in protected activity.

Harmful and malicious conduct must never be ignored, tolerated, or abetted by program sponsors
or participating employers. Apprentices of all racial, ethnic, sexual, religious, and disability
backgrounds are entitled to a workplace that is safe, welcoming, and free of both physical and
emotional abuse. When made aware of such conduct, the failure of RAP sponsors or an SAA to take
immediate action to address and eradicate said conduct could result in the initiation of enforcement
proceedings by the Office of Apprenticeship, as well as other governmental agencies, against those
parties. Regulatory compliance dictates all reasonable measures be put forth to avoid such an
outcome.
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