	
	
	



STATE OF MAINE
Department of Labor
Bureau of Employment Services


RFA# 202111177

Maine Apprenticeship Program
Grant Funding
[bookmark: _Hlk71633777]FY 2022 Application

	RFA Coordinator
	All communication regarding the RFA must be made through the RFA Coordinator identified below.
Name: Joan Dolan Title: Director of Apprenticeship & Strategic Partnerships
Contact Information: Joan.M.Dolan@maine.gov

	Bidders’ Conference
	Date: Monday, February 7,  2022 Time: 1:00pm ET, local time
Location: Zoom (register here) 

	Submitted Questions 
	All questions must be submitted, by e-mail, to the RFA Coordinator no later than February 11, 2022  at 11:59 pm and must include “RFA# 202111177 Question” in the subject line of the e-mail.

	Application Submission Period
	Applications must be received by the Division of Procurement Services by:
Initial Submission Deadline: Wednesday, February 23, 2022, no later than 11:59 p.m., local time. Applications must be submitted electronically to the Division of Procurement Services at proposals@maine.gov and must include “RFA# 202111177 Application Submission” in the subject line of the e-mail. 
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RFA TERMS/ACRONYMS with DEFINITIONS

The following terms and acronyms, as referenced in the RFA, shall have the meanings indicated below:

	[bookmark: _Hlk69470153]Term/Acronym
	Definition

	Apprentice
	Any individual employed by a Sponsoring Employer, who has signed an Apprenticeship Agreement with the Sponsoring Employer providing for training and related instruction and who is registered with the Maine Apprenticeship Program.

	Apprenticeship Navigator
	One who raises awareness regarding the benefits of Apprenticeships to both job seekers and businesses, creates Apprenticeships, registers Apprenticeships, expands Apprenticeships within traditional and non-traditional industries, and connects communities and job seekers to Apprenticeships.

	BES
	Bureau of Employment Services

	Community-Based Organization (CBO)
	A public or private non-profit organization that is representative of a community or significant segments of a community and serve local community needs, such as providing educational or supportive services.

	Department
	Department of Labor

	DEI
	Diversity, equity and inclusion 

	Education Provider
	An institution providing occupation-related education to Apprentices and/or pre-Apprentices. Examples include, but are not limited to, colleges, universities, adult education providers, K-12 schools, career and technical education schools, vocational schools. The education can be delivered to youth, adults, or a combination of both.

	Infrastructure
	The facilities and systems needed to enable, sustain, or enhance societal living conditions, such as roads, railways, bridges, tunnels, water supply, sewers, electrical grids, and telecommunications. For the purposes of this grant, infrastructure includes the construction, trades, broadband, and logistics sectors.

	Intermediary Agency
	An Intermediary Agency can be a Joint Apprenticeship Training Council, a Group Non-Joint Apprenticeship Training Council comprised of representatives from industry having experience with registered Apprenticeship and industry and education requirements, typically in the form of an Association, Union or Signatory Employers identified through collective bargaining that acts to administer Apprenticeship programs through its members. An Intermediary Agency works directly with the Maine Apprenticeship Program for final registration actions. 

	MDOL
	Maine Department of Labor

	MOU
	Memorandum of Understanding

	On-the-Job Learning (OJL)
	Tasks learned on-the-job in which the Apprentice must become proficient before a completion certificate is awarded. The learning must be through structured, supervised work experience.

	Pre-Apprenticeship
	A quality pre-Apprenticeship program prepares individuals to enter and succeed in a Registered Apprenticeship program which has or have a documented partnership(s) with a Registered Apprenticeship program(s) and other features as defined in guidance provided by the United States Department of Labor in Training and Employment Notice No. 13-12.

	Registered Apprenticeship
	A program recognized by the United States Department of Labor and administered by the Maine Department of Labor, combining on-the-job training and related instruction in which workers learn the practical and theoretical aspects of a highly skilled occupation. Apprenticeship programs can be sponsored by individual employers, joint employer and labor groups, and/or employer associations.

	Related Instruction
	An organized and systematic form of instruction designed to provide the Apprentice with knowledge of the theoretical and technical subjects related to the Apprentice’s occupation. Such instruction may be given in a classroom, through the program sponsor, a community college’s occupational or industrial courses, or by correspondence courses of equivalent value, electronic media, or other forms of self-study approved by the Intermediary or Registration Agencies.

	RFA 
	Request for Application

	Sponsor
	The employer, an association of employers, an organization of employees or a joint Apprenticeship training committee, in whose name the Standards of Apprenticeship will be registered, and which will have the responsibility for administration and operation of the Apprenticeship program.

	Sponsoring Employer
	An individual employer that administers an Apprenticeship program registered by the Maine State Office of Apprenticeship through a participation agreement with either an Intermediary Agency or the Maine Apprenticeship Program.






Maine Apprenticeship Program
FY 2022 Grant Funding
Details and Instructions

A. [bookmark: _Toc367174723][bookmark: _Toc397069191]Application Purpose and Background

The Maine Department of Labor (Department) is committed to serving Maine workers and businesses by helping employers recruit and train a talented workforce, providing workers with the skills they need to be competitive in the economy, assisting individuals when jobs are lost, aiding people with disabilities to reach career goals, ensuring safe and fair workplaces for people on the job, and providing research and analysis of employment data to support job growth.  The Department’s Bureau of Employment Services (BES) works to build and sustain a skilled workforce. Through this RFA, BES’s Maine Apprenticeship Program is seeking to assist Maine-based businesses, unions, education and training providers, community-based organizations, workforce development organizations, and/or current or potential Apprenticeship intermediaries to adopt and/or expand registered Apprenticeship opportunities in Maine and achieve the following three goals:

1. Expand the number of high-quality pre and registered Apprenticeships offered within our priority communities of women, people of color, people with disabilities, and justice involved individuals.
2. Increase the number of under-represented workers in Apprenticeship with a focus on women, people of color, people with disabilities, and justice involved individuals.
3. Develop an integrated, sustainable, and effective statewide Apprenticeship system.

Registered Apprenticeship is an industry-driven, high-quality career pathway where employers can develop and prepare their future workforce, and individuals can obtain paid work experience, classroom instruction, and a portable, nationally recognized credential.  The Maine Apprenticeship Program assists in setting up structured, yet flexible, training programs designed to meet the specific needs of Maine employers through on-the-job learning and related classroom instruction.  Registered Apprenticeship Programs can be sponsored by employers, employer associations, or labor/management groups that can hire and train in a working situation.

The grant funding offered through this RFA process shall help expand awareness of and access to Apprenticeships throughout Maine. To best align our priority communities and key sectors, our overarching goals will be implemented through developing and/or expanding Apprenticeship opportunities in the following sectors: clean energy, agriculture, forestry, and fisheries, healthcare and social assistance, infrastructure (construction, trades, broadband, logistics), leisure and hospitality, manufacturing, education, and retail.

B. [bookmark: _Toc367174724][bookmark: _Toc397069192]General Provisions

1. From the time this RFA is issued until award notification is made, all contact with the State regarding this RFA must be made through the RFA Coordinator identified on the cover page of this RFA.  No other person/State employee is empowered to make binding statements regarding this RFA.  Violation of this provision may lead to disqualification from the application process, at the State’s discretion.
2. The Applicant shall take careful note that in evaluating its application submitted in response to this RFA, the Department will consider materials provided in the application and internal Departmental information of previous contract history, if any, with the Applicant.  The Department also reserves the right to consider other reliable references and publicly available information in evaluating the Applicant’s experience and capabilities.
3. All submissions in response to this RFA will be public records, available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. § 401 et seq.).
4. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Applicant’s responsibility to determine the applicability and requirements of any such laws and to abide by them.

C. [bookmark: _Toc367174725][bookmark: _Toc397069193]Eligibility to Submit Applications 

In order to be considered for Grant funding under this application process, Applicants must:
1. Be a Maine-based business committed to developing or expanding registered Apprenticeship programming or an education provider, union, industry association, or community-based organization (CBO) willing to act as an Apprenticeship intermediary.
a. Public sector entities may apply though preference will be given to non-governmental applicants
2. Serve one or more of the following industries:  
a. Clean energy, 
b. Agriculture, Forestry, and Fisheries, 
c. Healthcare and social assistance, 
d. Infrastructure (construction, trades, broadband, logistics), 
e. Leisure and hospitality, 
f. Manufacturing, 
g. Education
h. Retail
i. If the industry served does not fall into one of these categories, the program must limit participation to one or more of the communities listed below.
3. Focus on one or more of the following communities:
a. Unemployed or underemployed adults, or low-wage workers, particularly those impacted by the COVID-19 pandemic
b. In-school youth ages 16-24
c. Out-of-school youth ages 16-24
d. Adults ages 55 and older
e. People without a college degree
f. Women
g. People of color
h. Justice involved individuals
i. People with disabilities
j. Rural communities (residents of Aroostook, Franklin, Oxford, Piscataquis, Somerset, and/or Washington counties)
k. People in recovery
4. Propose to do one or more of the following:
a. Develop and/or expand pre-Apprenticeship and/or Apprenticeship programming.
b. Develop new on-the-job learning and/or classroom curriculum to support pre-Apprenticeship and/or Apprenticeship programs.
c. Expand organizational capacity to develop or expand Apprenticeship programming and recruitment efforts (e.g., hire an Apprenticeship Navigator, on behalf of an industry association(s), union, business(es), and/or community-based organization) to facilitate the following:
i. Expand Apprenticeship/pre-Apprenticeship programming and reach within priority communities and targeted industry sectors
ii. Raise awareness of Apprenticeship as a viable workforce development tool
iii. Foster stronger employer/education provider partnerships

In addition, proposed pre-Apprenticeship and/or Apprenticeship programs must meet the following criteria:
1. Programs must include a diversity, equity, and inclusion plan to recruit under-represented groups including women, people of color, people with disabilities, and/or justice involved individuals.  Partnership with an organization with expertise in this area and/or a specific plan to directly involve individuals from under-represented communities in outreach, program design, and planning efforts is required.
2. Program must include a direct connection to Apprenticeship employer(s) willing and able to hire Apprentices and provide them with mentored, On-The-Job Learning (OJL) and access to classroom training to support the OJL.
3. [bookmark: _Hlk87257629]Funding for the development of pre-Apprenticeship programs must include at least one of the characteristics of a quality pre-Apprenticeship program as described in the United States Department of Labor Training and Employment Notice No. 13-12.
4. Training that leads to an occupation on the Maine Department of Labor’s Center for Workforce Research and Information (CWRI) High Wage In Demand list will be given priority consideration for funding.

D. [bookmark: _Toc367174727][bookmark: _Toc397069195]Number of Awards

The Department anticipates making multiple awards as a result of this RFA process, including partial awards. The total estimated grant funds available are $12,000,000, with awards ranging from $250,000 to $3,000,000.

The number and size of awards will depend on the number of proposals received, industry sector(s) served, and available funds. The Department reserves the right to eliminate the lowest scoring application(s) and/or make awards at amounts less than that requested, whichever is in the best interest of the State.

Any person aggrieved by the award decision that results from the RFA may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 M.R.S.A. § 1825-E and 18-554 Code of Maine Rules  Chapter 120.  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of conditional contract award.

E. Contract Terms

Applicants awarded through this RFA process will be conditionally awarded a contract for up to a nearly three (3) year period.  The period of performance is March 1, 2022 – December 31, 2024.

Applicants will initially be awarded funding for one year, with an option to extend for the remaining grant period (through December 2024) pending progress towards Performance Metrics (Appendix E).  Performance will be evaluated each quarter upon submission of a Quarterly Report.  Applicants not making adequate progress towards their Performance Metrics may not have their contracts extended.  Funding decisions may be affected by meeting outlined goals or progress to-date.  

[bookmark: _Toc367174728][bookmark: _Toc397069196][bookmark: _Toc367174729][bookmark: _Toc397069197]
Maine Apprenticeship Program
FY 2022 Grant Funding
Activities and Requirements
	

A. Maine Department of Labor Resources

The Maine Department of Labor will provide the following resources to grant recipients:
1. Informational webinar for grant recipients to review expectations and processes
2. Ongoing technical assistance on registered Apprenticeship and grant requirements provided quarterly and as requested by grantees
3. Incentive funding for the following:
a. New sponsor registration: $1,500 available upon registering the first Apprentice.
b. New sub-sponsor or new occupation for an existing sponsor: $1,000 available upon registering first Apprentice.
c. Classroom training offset of $500 per Apprentice once the Apprentice has been registered with the Maine Apprenticeship Program for six (6) months.

B. Allowable Apprenticeship Grant Activities

Allowable activities can include, but are not limited to:
1. Registration of programs and sponsors
a. Register new Apprenticeship sponsors and/or sub-sponsors.
b. Register Apprentices and submit data reports.
2. Training and partnership development
a. Develop pre-Apprenticeship training with direct entry into Apprenticeship, including MOU’s and/or sub-grantee contracts.  
b. Develop and deliver curriculum in collaboration with education providers and businesses. 
c. Develop or expand opportunities that deliver remote and hybrid learning.
d. Develop and convene education and employer collaboratives, such as regional sector advisory boards.
3. Generate awareness of Apprenticeship
a. Conduct industry sector survey to identify in-demand occupations for training programs.
b. Conduct business outreach, marketing, and community engagement activities to raise awareness of and participation in Apprenticeship. 
4. Deliver Apprenticeship programming
a. Expand or create new internal capacity to support Apprenticeship programming such as employment of Apprenticeship Navigator or instructional staff.
b. Train/ certify new instructors to increase availability of Apprentice classroom training.
c. Develop and/or deliver train-the-trainer program. 
d. Purchase of supplies, which include all tangible personal property other than “equipment” with a unit cost of less than $5,000 (see 2 CFR 200.1 for the definition of Supplies)
5. Provide supports to improve equitability and accessibility in Apprenticeship 
a. Provide supportive services to Apprentices. This includes, but is not limited to, transportation, childcare, and needs-related payments that are necessary to enable an individual to participate in education and training activities funded through the grant.  Funding for supportive services may not exceed 10 percent of the total funding level.
b. Purchase and delivery of national certifications.
c. Developing a framework and/or conduct participant assessments to determine skill levels, aptitudes, abilities, interests, competencies, existing barriers, and social service needs of Apprentice applicants. 

Activities that are not allowable under this grant include:
1. Purchase of equipment, defined as an item with an acquisition cost of $5,000 or more per unit and a useful lifetime of more than one year (see 2 CFR 200.1 for the definition of Equipment).
2. Construction costs
3. Paying wages for Apprentices and/or pre-Apprentices

C. Collaboration Requirements

1. Must be an employer or collaborate and establish formal partnership agreements with one or more employers to deliver on-the-job training.
2. Must provide required related technical instruction in-house or collaborate and establish formal partnership agreements with at least one of the following: high schools, Career and Technical Education Centers, Maine Community College System, Adult Education, Joint Apprenticeship Training Committee (JATC), and/or other education provider.
3. Establish partnerships with one or more of the following organizations to recruit new pre-Apprentices and/or Apprentices: high schools, Career and Technical Education Centers, Maine Community College System, Adult Education, community-based organization, and/or similar entity.
4. Partner with an organization with expertise in diversity, equity, and inclusion and/or establish a plan to engage with the identified priority communities.
5. Letters of support from proposed partner organizations are encouraged. If partnering with an organization to support financial management of the grant or sub-granting to a partner organization, letters of support are required.
6. Directly or through partnerships, must provide access to interpersonal supports (e.g., mentorship) and access to wraparound supports to address other needs (e.g., transportation, childcare, etc.)

C. Applicant and Staffing Requirements

1. Applicants shall be expected to:
a. Establish and track metrics in Appendix E.
b. Engage and sustain employer engagement in Apprenticeship.
c. Participate in MDOL grant orientation activities.
d. Participate in quarterly grantee meetings to share best practices and voice challenges. 
e. Prepare and submit quarterly narrative, metrics, and financial reports inclusive of diversity, equity, and inclusion plan progress to MDOL.
f. Provide, at minimum, two (2) success stories for publication and promotion by the Maine Apprenticeship Program through social media, printed stories, annual report to the legislature, or other forms of publication.
2. Program must demonstrate fiscal capacity, including ability to manage large grants, and/or partner with an organization to assist in managing grant funding.
a. If partnering with an organization to assist with financial management, applicant must provide a letter of support from the financial management organization outlining their qualifications.
3. Business associations, unions, and individual businesses applying for grant funds are required to register either as an Apprenticeship Sponsor or as a sub-sponsor with the Maine Department of Labor if chosen as a grant recipient.
4. Funding may be used to support the employment of staff dedicated to developing and registering Apprenticeship and pre-Apprenticeship programs within the customer base/ service base of the organization.  
a. Staff hired using grant funds must become Subject Matter Experts in Registered Apprenticeship through technical assistance provided by MDOL as applicable to the organization.

D. Reports

0. Track and record all data/information necessary to complete the required reports listed in Table 1:

	Table 1 – Required Reports

	Name of Report
	Description 

	a.
	Quarterly Narrative Report
	Includes information on performance metrics, operations, successes, and barriers, including DEI implementation plan progress.

	b.
	Quarterly Financial Report
	Includes information on expenditures, as detailed in the grant application.

	c.
	Contract Closeout Report
	Includes information on performance metrics met and total expenditures.



1. Submit all the required reports to the Department in accordance with the timelines established in Table 2:

	Table 2 – Required Reports Timelines

	Name of Report 
	Period Captured by Report
	Due Date

	a.
	Quarterly Narrative Report
	Each quarter
	Thirty (30) days after each quarter

	b.
	Quarterly Financial Report
	Each quarter
	Thirty (30) days after each quarter

	c.
	Contract Closeout Report
	Entire contract period
	Sixty (60) days following the close of the contract period



Maine Apprenticeship Program
FY 2022 Grant Funding
Key Process Events

A. Submitting Questions about the Request for Applications

Any questions must be submitted by e-mail and received by the RFA Coordinator identified on the cover page of this RFA, as soon as possible but no later than the date and time specified on the RFA cover page.  Submitted Questions must include the subject line: “RFA# 202111177 Questions”.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the Division of Procurement Services Grant RFPs and RFAs website.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.

B. Amendments to the Request for Applications

All amendments (if any) released in regard to this Request for Applications will be posted on the Division of Procurement Services Grant RFPs and RFAs website.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

C. Submitting an Application

1. Applications Due: Applications must be received no later than 11:59 p.m. local time, on the date listed on the cover page of the RFA.  E-mails containing original application submissions, or any additional or revised application files, received after the 11:59 p.m. deadline will be rejected without exception.

If the need arises, the Department may reopen this RFA to fund additional Apprenticeship Program opportunities. 

2. Submission Instructions: Applications are to be submitted electronically to the State of Maine Division of Procurement services, via e-mail, to proposals@maine.gov.  
a. Only applications received by e-mail will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt. 
b. E-mails containing links to file sharing sites or online file repositories will not be accepted as submissions. Only e-mail applications that have the actual requested files attached will be accepted.
c. Encrypted e-mails received which require opening attachments and logging into a proprietary system will not be accepted as submissions. Please check with your organizations Information Technology team to ensure your security settings will not encrypt your proposal submission. 

d. File size limits are 25MB per e-mail.  Applicants may submit files across multiple e-mails, as necessary, due to file size concerns.  All e-mails and files must be received by the due date and time listed above. 
e. Applicants are to insert the following into the subject line of their e-mail submission: “RFA# 202111177 Application Submission – [Applicant’s Name]”. 
f. Applications are to be submitted as a single, typed, PDF or WORD file and must include:
1. Application Cover Page (Appendix A);
2. Debarment, Performance and Non-Collusion Certification (Appendix B); 
3. [bookmark: _Toc367174734][bookmark: _Toc397069202]Maine Apprenticeship Grant Application (Appendix C); and
4. Maine Apprenticeship Program Performance Metrics (Appendix E)

[bookmark: _Hlk86154997][bookmark: _Toc367174742][bookmark: _Toc397069206]Maine Apprenticeship Program
FY 2022 Grant Funding 
Application Evaluation and Selection

A. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each application meets the following criteria. 

	[bookmark: _Hlk68674231]Scoring Criteria
	Points Available

	Part 1 – Eligibility
	Pass/Fail

	Part 2 – Applicant Experience
	10

	Part 3 – Program Design: Expand the Number of High-Quality Pre-Apprenticeship & Apprenticeship Offerings
	20

	Part 4 – Equity: Increase the Number of        Under-represented Workers in Apprenticeship
	20

	Part 5 – Sustainability: Develop an Integrated, Sustainable, and Effective Apprenticeship System
	20

	Part 6 – Budget and Budget Narrative
	20

	Part 7 – Partnerships Table
	10

	Total Points 
	100




B. [bookmark: QuickMark]Scoring Process: The Grant Review Team will use a consensus approach to evaluate and score all sections listed above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to the assignment of points for each of those sections.  All eligible applications will be rated, and rank-ordered according to the rating score in each allocation category. Applications will be funded in descending order, highest to lowest score, subject to funding availability.  

APPENDIX A
State of Maine 
Department of Labor
Bureau of Employment Services
GRANT FUNDING APPLICATION – COVER PAGE
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding

	Applicant’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Application - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	



· [bookmark: _Hlk510374961]This Application and the pricing structure contained herein will remain firm for a period of one hundred eighty (180) days from the date and time of the bid opening.
· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Applicant’s Application.
· No attempt has been made, or will be made, by the Applicant to induce any other person or firm to submit or not to submit an Application.
· The above-named organization is the legal entity entering into the resulting contract with the Department should they be awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed application, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):

	Title:

	Authorized Signature:

	Date:
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APPENDIX B

State of Maine 
Department of Labor
Bureau of Employment Services
DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding

By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors and/or consultants named in this application:
1. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.
1. Have not within three (3) years of submitting the application for this contract been convicted of or had a civil judgment rendered against them for:
0. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.
0. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;
0. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and
0. Have not within a three (3) year period preceding this application had one (1) or more federal, state or local government transactions terminated for cause or default.
1. Have not entered into a prior understanding, contract, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this application is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification will result in the disqualification of the Applicant’s Application.
	Name (Print):

	Title:

	Authorized Signature:

	Date:





APPENDIX C

State of Maine 
Department of Labor
Bureau of Employment Services
APPLICATION FORM
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding

The Application may be obtained in a Word (.docx) format by double clicking on the document icon below.  








APPENDIX D

State of Maine 
Department of Labor
Bureau of Employment Services
FUNDING GUIDELINES
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding


Funding for Apprenticeship programming is based on the total number of new Apprentices and or pre-Apprentices served through the grant opportunity.  Total funding requested may not exceed $6,000 per Apprentice or pre-Apprentice served. 

Minimum award is $250,000, serving at least 40 new Apprentices and/or pre-Apprentices.

Maximum award is $3,000,000, serving at least 500 new Apprentices and/or pre-Apprentices.

Funding for this grant opportunity must be expended by December 31, 2024.



APPENDIX E

STATE OF MAINE
Department of Labor
Bureau of Employment Services
MAINE APPRENTICESHIP PROGRAM (MAP) PERFORMANCE METRICS
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding


The MAP Performance Metrics may be obtained in a Word (.docx) format by double clicking on the document icon below.  




[bookmark: _Hlk75449554][bookmark: _MON_1679290642]



APPENDIX F

STATE OF MAINE
Department of Labor
Bureau of Employment Services
APPRENTICESHIP SPONSOR DUTIES AND RESPONSIBILITIES
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding


The Maine Apprenticeship Program Sponsor Duties and Responsibilities may be obtained in a Word (.docx) format by double clicking on the document icon below.  

Single Sponsor / Employer:





Intermediary Sponsor:





Unions and Associations with an Apprenticeship Training Council (ATC):














APPENDIX G

STATE OF MAINE
Department of Labor
Bureau of Employment Services
ADDITIONAL RESOURCES
RFA# 202111177
Maine Apprenticeship Program
FY 2022 Grant Funding

Apprenticeship Resources:

· Apprenticeship Employer Readiness Checklist: https://nationalfund.org/wp-content/uploads/2020/02/Apprenticeship-Employer-Readiness-Checklist.pdf
· Equal Employment Opportunity Resources for Apprenticeship Sponsors: https://www.Apprenticeship.gov/eeo/sponsors
· Growing Equity and Diversity Through Apprenticeship: Business Perspectives: https://www.jff.org/resources/growing-equity-and-diversity-through-Apprenticeship-business-perspectives/
· Equity in Apprenticeship: Case studies of Apprenticeship programs with equity focus https://equityinApprenticeship.org/ 
· Maine Department of Labor’s Apprenticeship Website: https://www.maine.gov/labor/jobs_training/Apprenticeship/
· U.S. Department of Labor’s Apprenticeship Website: https://www.Apprenticeship.gov/

Pre-Apprenticeship Resources 

· Employers Guide to Youth Employment: https://www.maine.gov/labor/docs/2021/laborlaws/EmployersGuidetoYouthEmployment92021.pdf
· Principles for a High-Quality Pre-Apprenticeship: A Model to Advance Equity
·  https://www.clasp.org/publications/report/brief/principles-high-quality-pre-Apprenticeship-model-advance-equity
· JFF’s Framework for a High-Quality Pre-Apprenticeship Program: https://www.jff.org/resources/jffs-framework-high-quality-pre-Apprenticeship-program/
· Pre-Apprenticeship MOU Template:
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Maine Apprenticeship Program

FY 2022 Grant Funding

Application



Please keep this application to 20 pages or less.



Part 1 – Eligibility and Proposed Apprenticeship Program Information



		Applicant’s Organization Name:

		



		Applicant’s Organization is a:



If “Other”, please list.

		☐ Business

☐ Community-Based Organization

☐ Education Provider     

☐ Industry Association    

☐ Union/ Labor Management Organization

☐ Workforce Development Entity

☐ Other: _________________________________



		Total number of employees:

		



		Total number of businesses represented:

		



		Site Location:

		



		What is the intended geographic scope of your program?

		☐ Town (Specify): ___________________________________

☐ County (Specify): _________________________________

☐ Region (Specify): _________________________________

☐ Statewide



		Industry Served:



Choose all that apply. If “Other”, please list.



*If the industry served does not fall into one of these categories, must limit participation to one or more of the communities listed below.

		☐ Clean Energy

☐ Emerging Industries

☐ Food and Agriculture

☐ Healthcare      

☐ Infrastructure (Construction, Trades, Broadband, Logistics)

☐ Leisure and Hospitality

☐ Manufacturing        

☐ Public Sector and Education

☐ Retail

☐ Other*: _________________________________________



		Communities of 

focus of the 

proposed project:



Must choose at least one priority community.

		☐ Unemployed or Underemployed Adults, particularly those impacted by the COVID-19 pandemic

☐ In-school youth ages 16-24

☐ Out-of-school youth ages 16-24

☐ Adults ages 55 and older

☐ People without a college degree

☐ Women

☐ People of color

☐ Justice involved individuals

☐ People with disabilities

☐ Rural communities (residents of Aroostook, Franklin, Oxford, Piscataquis, Somerset, and/or Washington counties)



		Grant funding will result in:

(choose all that apply)

		☐ Pre-apprenticeship     

☐ Apprenticeship     

☐ Industry / Business Apprenticeship Navigator  



		Total number of new apprentices and/or 

pre-apprentices to be served:

		
























Part 2 – Applicant Experience



		1. Describe the history of the Applicant’s organization, especially regarding knowledge and skills pertinent to apprenticeship and any special or unique characteristics of the organization which would make it especially qualified to deliver quality apprenticeship and/or pre-apprenticeship programming. Please include qualifications and experience that demonstrate the ability to manage a strategic partnership, including fiscal and administrative management, outreach, and promotion. Identify current partnerships with businesses, unions, training and education providers, and other similar organizations that will assist you in delivering quality apprenticeship and/or pre-apprenticeship programming.



		








Part 3 – Program Design: Expand the Number of High-Quality                                Pre-Apprenticeship and Apprenticeship Offerings



		1. Describe in 4-6 sentences how your proposal will advance the above goal.



		



		2. Will grant funding result in new or expanded training capacity? If yes, where and by how many trainees per year will training capacity be expanded? 



		



		3. Will grant funding result in a new training delivery method (on-line, self-study, etc.) not previously available/ approved in your region? If yes, please explain.



		



		4. Please describe in detail the training program for which you are requesting funding. Include in your description the location of training, delivery method, training schedule (proposed start and end date; frequency/timing of training), total number of hours, qualifications of instructors, course content, etc. Also include the person(s) who will be responsible for the administrative aspects of the program (participant registrations, quarterly reporting, etc.).



		



		5. If you are proposing to develop pre-apprenticeship programming, please describe how employers/sponsors or proposed education providers are partnering with you to develop/deliver the training program and to place successful trainees in full-time apprenticeship employment at the conclusion of training.



		



		6. If you are proposing to develop pre-apprenticeship programming, what advantages will program completers receive when applying to and entering a Registered Apprenticeship Program?



		






Part 4 – Equity: Increase the Number of Under-represented Workers                      in Apprenticeship



		1. Describe in 4-6 sentences how your proposal will advance the above goal for the communities you identified in Part 1.



		



		2. Through this grant, up to 10% of total funding awarded may be allocated toward providing supportive services to apprentices and each apprentice may receive a maximum of $1,200 in supportive services. How you will assess for and provide supportive services for apprentices and pre-apprentices to address and overcome barriers to participating and ensure completion (e.g., transportation, childcare)? How are you partnering with other organizations (social service providers, housing, childcare, etc.) to address barriers to participation?



		



		3. How will you ensure that pre-apprentices and apprentices are provided the interpersonal supports they need to persist and complete the training program (e.g. mentor, support group) 



		



		4. How will your proposed training program provide a pathway to a family-sustaining wage?  



		



		5. Please describe your overall diversity, equity, and inclusion (DEI) plan for recruiting and retaining candidates. Your DEI plan should include the following: partnerships to support outreach, how your program(s) will support priority communities, how your sponsors will create an inclusive environment, how you will receive feedback from communities and apprentices about the program, and how you will ensure you meet your intended DEI goals by implementing accountability mechanisms.



		



		6. If you selected “Other” industry in Part 1, please describe your plan for assessing for and ensuring you are registering pre-apprentices and/or apprentices of your specified target community.



		








Part 6 – Sustainability: Develop an Integrated, Sustainable, and Effective Apprenticeship System



		1. Will grant funding result in a long-term relationship/partnership between educational institutions, employers, and the workforce system (e.g. CareerCenter) that will provide sustainable solutions to addressing workforce needs in your area? 

If yes, please explain.



		



		2. In addition to earning an apprenticeship or pre-apprenticeship certificate of completion, if applicable, identify the industry-recognized credential(s) and/or certificate(s) that program completers will earn.



		



		3. How will the project be sustained beyond the grant period?



		



		4. What are the risks that might hinder your ability to achieve your stated goals? What supports will you need to mitigate the potential risks?



		








Part 6 – Budget and Budget Narrative



		1. Complete the Grant Funds Requested Table below (Refer to Appendix D of the RFA document for award amounts and requirements).

a. Total grant funds requested may not exceed $6,000 per trainee.

b. Supportive services may not exceed 10% of total funding requested.

c. To determine total cost, divide the total request by the total number of pre-apprentices and/or apprentices served.

d. Other costs may include a variety of expenses, including but not limited to the following: costs associated with developing required diversity, equity, and inclusion plan; classroom training costs; in-house trainer costs; curriculum development; train-the-trainer costs; training materials; supplies; tools; boots; uniforms; outreach to participants; personnel costs.



		Budget Categories

		1/1/2022 - 12/31/2022

		1/1/2023 - 12/31/2023

		1/1/2024 - 12/31/2024

		TOTALS



		 Personnel costs

		

		

		

		



		Training costs (tuition, books, and fees) for apprentices and/or pre-apprentices

		

		

		

		



		Supportive services for apprentices and pre-apprentices

		

		

		

		



		Travel

		

		

		

		



		Administrative costs including, overhead, supplies, other

		

		

		

		



		Contractual

		

		

		

		



		TOTAL REQUEST

		

		

		

		



		COST PER TRAINEE = total request divided by number of proposed trainees

		

		

		

		



		Leverage, match or in-kind provided to project

		

		

		

		



		2. [bookmark: _MON_1686061468]Please provide a detailed budget narrative which explains the planned expenditures of grant funds.

a. The budget narrative must provide a description of the costs associated with each of the line items in the Grant Funds Requested table.

b. Personnel Costs – list all staff positions by title including the roles and responsibilities. Indicate the percentage of each person’s time devoted to the project, the amount of each person’s salary and benefits funded by the grant, and the total personnel costs for the period of performance.

c. Travel – specify the purpose of travel, mileage, and per diem rates.

d. Contractual – separate purpose, details, and costs of each contract planned



		










Part 7 – Partnerships Table



		Type of Partner

		List of Proposed Partners

		What will partners contribute in terms of leveraged resources? 

What role will they fill in your proposed program? 

Include any DEI supports 

if applicable.



		Business(es)

		

		



		Union(s)

		

		



		Training and 

Education 

Provider(s)

		

		



		Business 

Association(s)

		

		



		Community-Based Organization(s)

		

		



		Workforce Development Entity or Intermediary

		

		



		Other*

		

		





*If partnering with an organization to support financial management of the grant, must provide a letter of support from that organization.
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Maine Apprenticeship Program

FY 2022 Grant Funding

Performance Metrics Table



It is not necessary for all requests to include numbers in all of the categories detailed in the Performance Metrics Table. For activities that your proposed apprenticeship grant-funded project will not include, please indicate by putting a zero beside the activity.





		Type of Activity

		1/1/22 – 12/31/22

		1/1/23 – 12/31/23

		1/1/24 – 12/31/24

		Totals



		New apprentices registered with MAP

		

		

		

		



		New pre-apprentices enrolled with MAP

		

		

		

		



		Apprentices completing programs

		

		

		

		



		Pre-apprentices completing programs

		

		

		

		



		Successful pre-apprentices entering apprenticeship

		

		

		

		



		New sponsors registered with MAP

		

		

		

		



		New sub-sponsors registered with MAP

		

		

		

		



		New occupations registered with MAP

		

		

		

		



		Number of trainers trained

		

		

		

		



		Number of women served

		

		

		

		



		Number of people with disabilities served

		

		

		

		



		Number of people of color served

		

		

		

		



		Number of justice involved individuals served

		

		

		

		



		Number of unemployed workers served

		

		

		

		



		Number of youth 

(ages 16-24) served

		

		

		

		



		Average entry level wage

		

		

		

		



		Average completion wage
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		Appendix D1



MAINE APPRENTICESHIP PROGRAM 

 DUTIES and RESPONSIBILITIES of APPRENTICESHIP PARTNERS



SECTION IA	SPONSOR DUTIES - Program Administration



1. Establish the minimum standards of education and experience required of Apprentices. Register apprenticeship standards and schedules of work developed with the Maine Apprenticeship Program.

2. Ensure that all Apprentices have signed apprenticeship agreements. Provide each Apprentice with a copy of these duties and standards, along with any applicable written rules and policies. Require the Apprentice to sign an acknowledgment receipt of same. Follow this procedure whenever revisions or modifications are made to the rules and policies.

3. Notify the Maine Apprenticeship Program, within 45 days, of all new Apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions and cancellations with explanation of causes and certification of completions of Apprenticeship. Notification of the Maine Apprenticeship Program (MAP) of apprentice related activities shall take place either through emailing MAP or through the Federal RAPIDS system.

4. Ensure maintenance of a record of each Apprentice’s application, education, experience and progress in on-the-job training/work processes and in Related Instruction. Apprenticeship records of applicants and Apprentices, must be kept for a period of 5 years after the completion/termination of the Apprentice in accordance with Title 29 of the Code of Federal Regulations, Part 30.8.

5. Monitor the participation rates of minorities and women in the Apprenticeship Program in accordance with the affirmative action plan, and to annually review the affirmative action plan’s success and update the plan when necessary in accordance with Title 29 of the Code of Federal Regulations, Parts 30.4 and 30.8. (This applies to Sponsoring Employers that employ five or more apprentices)

6. Document how many apprentices and applicants to your programs identify as individuals with disabilities.  This will be done by requesting apprentices and applicants to voluntarily self-identify whether or not they have a disability using the Voluntary Disability Disclosure form. 

7. Have the necessary facilities to assure effective training in all aspects of the profession.

8. Exercise continuous precaution for the health and safety of Apprentices in the workplace 

9. Provide a positive learning environment and encourage training at all levels.

10. Provide fair and equitable treatment for all Apprentices.

11. Provide the foundation for the apprenticeship training and the continuum for passing the skills on to the future.

12. Assure that Apprentices work under the supervision of a qualified Journeyworker / Mentor.

13. Meet the ratio requirements as set within these Standards.

14. Adopt and carry out the intent and purpose of these Standards.

15. To select Apprentices as outlined in these Standards. (Note: Each Sponsoring Employer is responsible for hiring his or her own employees and determining that among those employees who shall participate in the apprentice training program.)  

16. Determine the quality and quantity of experience of On-the-Job-Learning (OJL) which Apprentices should have and to make every effort toward their obtaining it.

17. Provide Apprentices with a copy of the written rules and policies. The Apprentice will sign an acknowledgment receipt of same.  This procedure will be followed whenever revisions or modifications are made to the rules and policies.

18. Arrange evaluations of Apprentices' progress in manipulative skills and technical knowledge.

19. When notified that an Apprentice's Related Instruction or On-the-Job-Learning progress is found to be unsatisfactory, the Sponsor through deliberation and examination of evidence will determine whether the Apprentice should continue in a probationary status and may require the Apprentice to repeat a process or series of processes before advancing to the next wage classification. Should it be found in the course of this determination that the Apprentice does not have the ability or desire to continue the training to become a Journeyworker the Sponsoring Employer will, after the Apprentice has been given adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR § 29.7(h)(1), (h)(2)(i-ii).

20. The Sponsor will work diligently to provide each registered Apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program. If the Sponsoring Employer is unable to fulfill training and/or employment obligations in conformance with these standards, the Sponsor will, with the Apprentice's consent, make a good-faith effort to facilitate a transfer of the Apprentice to another registered Sponsor for completion of the apprenticeship. 



21. Hear and resolve all complaints of violations of Apprenticeship Agreements.



		Name:

		

		Title:

		



		Phone:

		

		Email:

		



		Address:

		









SECTION II	APPRENTICE RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Apprentices, having read these Standards formulated by State of Maine, shall sign an Apprenticeship Agreement agreeing to all the terms and conditions contained therein. The Apprentice agrees to abide by State of Maine’s and/or the Sponsoring Employers’ rules and policies including any amendments. The Apprentice shall, serve such time performing OJL and study such subjects as may be deemed necessary to become a skilled professional. 



In signing the Apprenticeship Agreement, Apprentices assume the following responsibilities and obligations under the apprenticeship program:



1. Perform diligently and faithfully the work of the occupation and other pertinent duties assigned by the Sponsoring Employer and in accordance with the provisions of these Standards. 

2. Respect the property of the Sponsoring Employer and abide by the working rules and regulations of the Sponsoring Employer.

3. Attend and satisfactorily complete the required hours in the OJL and in Related Instruction in subjects related to the occupation as provided under these Standards.

4. Maintain and make available such records of work experience and training received OJL and in Related Instruction as may be required by the Sponsoring Employer.

5. Develop and practice safe working habits and work in such a manner as to assure their personal safety and that of other fellow workers.

6. Work for the Sponsoring Employer to whom the Apprentice is assigned for the completion of apprenticeship, unless reassigned to another Sponsoring Employer or the Apprenticeship Agreement is terminated by the Sponsoring Employer.

7. Maintain a passing grade C or higher.

8. As a registered apprentice (RA) with the Maine Apprenticeship Program, all apprentices are required to create an account with the Maine JobLink (MJL) for case management and funding purposes. To access the Maine JobLink website, visit the Maine CareerCenter page:   www.mainecareercenter.gov



SECTION III	MENTOR/JOURNEYWORKER RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Mentors, having read these Standards formulated by State of Maine, shall provide assurance of their qualifications to administer OJL and mentorship to the apprentices with utmost attention to maintaining manageable Apprentice to Journeyworker ratios. 



1. Assurance of qualified training personnel and adequate supervision on the job.

2. Provide positive leadership and proper supervision.

3. Help integrate the apprentices into the working environment and navigate within the enterprise

4. Hold regularly scheduled 1:1 meeting with apprentices

5. Acts as the "go to" person for questions with the day-to-day work of the apprentices

6. Provide honest and constructive feedback to the apprentice in a way that will assist in their growth and development.

7. Demonstrate best practices on the job.

8. Allow the apprentice to practice new skills or experiment with theories or ideas learned in the related instruction courses.

9. Provide fair and equitable treatment to all apprentices and recognize and reward excellence.

10. Assist with paperwork required of the program (i.e., OJL records, Related Instruction records, and other record keeping as may be required).





Employer name 
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MAINE APPRENTICESHIP PROGRAM 

 DUTIES and RESPONSIBILITIES of APPRENTICESHIP PARTNERS



SECTION IA	INTERMEDIARY SPONSOR DUTIES - Program Administration



1. In collaboration with sponsoring employers, establish the minimum standards of education and experience required of Apprentices. Register apprenticeship standards and schedules of work developed with the Maine Apprenticeship Program.

2. Ensure that all Sponsoring Employers have signed written agreements to train, supervise and provide wages for Apprentices (Appendix F) and have supplied a copy to the apprenticeship office.

3. Ensure that all Apprentices have signed apprenticeship agreements. Provide each Apprentice with a copy of these duties and standards, along with any applicable written rules and policies. Require the Apprentice to sign an acknowledgment receipt of same. Follow this procedure whenever revisions or modifications are made to the rules and policies.

4. Notify the Maine Apprenticeship Program, within 45 days, of all new Apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions and cancellations with explanation of causes and certification of completions of Apprenticeship. Notification of the Maine Apprenticeship Program of apprentice related activities shall take place through the Federal RAPIDS system.

5. Ensure maintenance of a record of each Apprentice’s application, education, experience and progress in on-the-job training/work processes and in Related Instruction. Apprenticeship records of applicants and Apprentices, must be kept for a period of 5 years after the completion/termination of the Apprentice in accordance with Title 29 of the Code of Federal Regulations, Part 30.8.

6. Monitor the quality of sub-sponsor apprenticeship programs once within the first year of signed written agreement and a minimum of once every 5 years thereafter using monitoring guidelines provided by the Maine Apprenticeship Program.

7. As an Intermediary Sponsor, upon reaching 5 or more registered apprentices, agree to monitor the participation rates of minorities and women in the Apprenticeship Program in accordance with the affirmative action plan, and to annually review the affirmative action plan’s success and update the plan when necessary in accordance with Title 29 of the Code of Federal Regulations, Parts 30.4 and 30.8. 

8. Document how many apprentices and applicants to your programs identify as individuals with disabilities.  This will be done by requesting apprentices and applicants to voluntarily self-identify whether or not they have a disability using the Voluntary Disability Disclosure form. 

9. When notified by a Sponsoring Employer, that an Apprentice's Related Instruction or On-the-Job-Learning progress is found to be unsatisfactory, the Sponsor through deliberation and examination of evidence with the Sponsoring Employer will determine whether the Apprentice should continue in a probationary status and may require the Apprentice to repeat a process or series of processes before advancing to the next wage classification. Should it be found in the course of this determination that the Apprentice does not have the ability or desire to continue the training to become a Journeyworker the Sponsor in collaboration with the Sponsoring Employer will, after the Apprentice has been given adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR § 29.7(h)(1), (h)(2)(i-ii).

10. The Sponsor will work diligently with Sponsoring Employers to provide each registered Apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program. If the Sponsoring Employer is unable to fulfill training and/or employment obligations in conformance with these standards, the Sponsor will, with the Apprentice's consent, make a good-faith effort to facilitate a transfer of the Apprentice to another registered Sponsor or Sponsoring Employer for completion of the apprenticeship. 

11. Hear and resolve all complaints of violations of Apprenticeship Agreements



		Name:

		

		Title:

		



		Phone:

		

		Email:

		



		Address:

		











SECTION IB	SUB-SPONSOR RESPONSIBILITES

1. Have the necessary facilities to assure effective training in all aspects of the profession.

2. Exercise continuous precaution for the health and safety of Apprentices in the workplace 

3. Provide a positive learning environment and encourage training at all levels.

4. Provide fair and equitable treatment for all Apprentices.

5. Provide the foundation for the apprenticeship training and the continuum for passing the skills on to the future.

6. Notify Sponsor of any change in status of apprentices

7. Assure that Apprentices work under the supervision of a qualified Journeyworker / Mentor.

8. Meet the ratio requirements as set within these Standards.

9. Adopt and carry out the intent and purpose of these Standards.

10. To select Apprentices as outlined in these Standards. (Note: Each Sponsoring Employer is responsible for hiring his or her own employees and determining that among those employees who shall participate in the apprentice training program.)  

11. Determine the quality and quantity of experience of On-the-Job-Learning (OJL) which Apprentices should have and to make every effort toward their obtaining it.

12. Review and recommend apprenticeship activities to the sponsor in accordance with these Standards.

13. Provide Apprentices with a copy of the written rules and policies and the Apprentice will sign an acknowledgment receipt of same.  This procedure will be followed whenever revisions or modifications are made to the rules and policies.

14. Arrange evaluations of Apprentices' progress in manipulative skills and technical knowledge.

15. The Sponsoring Employer will work diligently to provide each registered Apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program. If the Sponsoring Employer is unable to fulfill training and/or employment obligations in conformance with these standards, the Sponsoring Employer will, with the Apprentice's consent, make a good-faith effort to facilitate a transfer of the Apprentice to another registered Sponsor or Sponsoring Employer for completion of the apprenticeship. 

16. If conditions of business make it necessary to temporarily suspend the period of apprenticeship, Apprentices suspended for this reason will be given the opportunity to resume their active apprenticeships before any additional Apprentices are employed. The suspension and reinstatement of Apprentices shall be done in relation to retention of the most advanced Apprentice and in accordance with the company policy.





SECTION II	APPRENTICE RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Apprentices, having read these Standards formulated by State of Maine, shall sign an Apprenticeship Agreement agreeing to all the terms and conditions contained therein. The Apprentice agrees to abide by State of Maine’s and/or the Sponsoring Employers’ rules and policies including any amendments. The Apprentice shall, serve such time performing OJL and study such subjects as may be deemed necessary to become a skilled professional. 



In signing the Apprenticeship Agreement, Apprentices assume the following responsibilities and obligations under the apprenticeship program:



1. Perform diligently and faithfully the work of the occupation and other pertinent duties assigned by the Sponsoring Employer and in accordance with the provisions of these Standards. 

2. Respect the property of the Sponsoring Employer and abide by the working rules and regulations of the Sponsoring Employer.

3. Attend and satisfactorily complete the required hours in the OJL and in Related Instruction in subjects related to the occupation as provided under these Standards.

4. Maintain and make available such records of work experience and training received OJL and in Related Instruction as may be required by the Sponsoring Employer.

5. Develop and practice safe working habits and work in such a manner as to assure their personal safety and that of other fellow workers.

6. Work for the Sponsoring Employer to whom the Apprentice is assigned for the completion of apprenticeship, unless reassigned to another Sponsoring Employer or the Apprenticeship Agreement is terminated by the Sponsoring Employer.

7. Maintain a passing grade C or higher.





SECTION III	MENTOR/JOURNEYWORKER RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Mentors, having read these Standards formulated by State of Maine, shall provide assurance of their qualifications to administer OJL and mentorship to the apprentices with utmost attention to maintaining manageable Apprentice to Journeyworker ratios. 



1. Assurance of qualified training personnel and adequate supervision on the job.

2. Provide positive leadership and proper supervision.

3. Help integrate the apprentices into the working environment and navigate within the enterprise

4. Hold regularly scheduled 1:1 meeting with apprentices

5. Acts as the "go to" person for questions with the day-to-day work of the apprentices

6. Provide honest and constructive feedback to the apprentice in a way that will assist in their growth and development.

7. Demonstrate best practices on the job.

8. Allow the apprentice to practice new skills or experiment with theories or ideas learned in the related instruction courses.

9. Provide fair and equitable treatment to all apprentices and recognize and reward excellence.

10. Assist with paperwork required of the program (i.e., OJL records, Related Instruction records, and other record keeping as may be required).



		Sponsor Name
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		Appendix D4



MAINE APPRENTICESHIP PROGRAM 

 DUTIES and RESPONSIBILITIES of APPRENTICESHIP PARTNERS





SECTION I	INTERMEDIARY SPONSOR AND/OR APPRENTICESHIP AND TRAINING COMMITTEE (ATC) RESPONSIBILITES

Program Administration



Structure of the Apprenticeship and Training Committee (ATC)



The ATC shall be made up of representatives selected by the groups within the program industry. The Sponsor will appoint additional members from its organization assuring knowledgeable industry representation such as a Sponsoring Employer, Mentor or Trainer. Technical Assistance - such as that from the U.S. Department of Labor, Office of Apprenticeship, Community Colleges, and/ or any other outside organizations - may be requested to advise the ATC.



A Chairperson and a Secretary will be appointed and will determine the time and place of regular meetings which will take place every six months. The Chairperson and Secretary will have the power to vote on all questions affecting apprenticeship. The Office of Chairperson should rotate among members of the ATC.



Responsibilities of the Intermediary Sponsor and/or the Apprenticeship and Training Committee (ATC)



1. Establish the minimum standards of education and experience required of Apprentices.

2. Register the local apprenticeship standards with the Maine Apprenticeship Program.

3. Review and recommend apprenticeship activities in accordance with these Standards.

4. Hear and resolve all complaints of violations of apprenticeship agreements to the designated ATC appointee.

5. Participate in the selection of Apprentices as outlined in these Standards.

6. Ensure that all Apprentices have signed apprenticeship agreements.

7. Ensure that all Sponsoring Employers have signed written agreements to train, supervise and provide wages for Apprentices (Appendix F) and have supplied a copy to the apprenticeship office.

8. Ensure maintenance of a record of each Apprentice’s application, education, experience and progress in on-the-job training/work processes and in Related Instruction. Apprenticeship records of applicants and Apprentices, must be kept for a period of 5 years after the completion/termination of the Apprentice in accordance with Title 29 of the Code of Federal Regulations, Part 30.8.

9. Monitor the quality of sub-sponsor apprenticeship programs once within the first year of signed written agreement and a minimum of once every 5 years thereafter using monitoring guidelines provided by the Maine Apprenticeship Program.

10. Monitor the participation rates of minorities and women in the Apprenticeship Program in accordance with the affirmative action plan, and to annually review the affirmative action plan’s success and update the plan when necessary in accordance with Title 29 of the Code of Federal Regulations, Parts 30.4 and 30.8. (This applies to Sponsoring Employers that employ five or more apprentices)

11. Notify the Maine Apprenticeship Program, within 45 days, of all new Apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions and cancellations with explanation of causes and certification of completions of Apprenticeship. Notification of the Maine Apprenticeship Program of apprentice related activities shall take place through the Federal RAPIDS system.

12. Supervise all the provisions of the local standards and be responsible, in general, for the successful operation of the standards by performing the duties here listed. Cooperate with public and private agencies, which can be of assistance in obtaining publicity to develop public support of apprenticeship. Keep in contact with all parties concerned, including Apprentices, Employers, and Mentors/Journeyworkers.

13. Provide each Apprentice with a copy of these standards, along with any applicable written rules and policies. Require the Apprentice to sign an acknowledgment receipt of same. Follow this procedure whenever revisions or modifications are made to the rules and policies.

14. When notified by a Sponsoring Employer, that an Apprentice's Related Instruction or On-the-Job-Learning progress is found to be unsatisfactory, the Sponsor through deliberation and examination of evidence with the Sponsoring Employer will determine whether the Apprentice should continue in a probationary status and may require the Apprentice to repeat a process or series of processes before advancing to the next wage classification. Should it be found in the course of this determination that the Apprentice does not have the ability or desire to continue the training to become a Journeyworker the Sponsor in collaboration with the Sponsoring Employer will, after the Apprentice has been given adequate assistance and opportunity for corrective action, terminate the apprenticeship agreement, as provided in 29 CFR § 29.7(h)(1), (h)(2)(i-ii).

15. The Sponsor will work diligently with Sponsoring Employers to provide each registered Apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program. If the Sponsor and the Sponsoring Employer are unable to fulfill training and/or employment obligations in conformance with these standards, the Sponsor will, with the Apprentice's consent, make a good-faith effort to facilitate a transfer of the Apprentice to another registered Sponsor or Sponsoring Employer for completion of the apprenticeship. 

16. If conditions of business make it necessary to temporarily suspend the period of apprenticeship, Apprentices suspended for this reason will be given the opportunity to resume their active apprenticeships before any additional Apprentices are employed. The suspension and reinstatement of Apprentices shall be done in relation to retention of the most advanced Apprentice and in accordance with the company policy.



SECTION II	SUB-SPONSOR/SIGNATORY EMPLOYER RESPONSIBILITES

1. Have the necessary facilities to assure effective training in all aspects of the profession.

2. Exercise continuous precaution for the health and safety of Apprentices in the workplace 

3. Provide a positive learning environment and encourage training at all levels.

4. Provide fair and equitable treatment for all Apprentices.

5. Provide the foundation for the apprenticeship training and the continuum for passing the skills on to the future.

6. Notify Sponsor of any change in status of apprentices

7. Assure that Apprentices work under the supervision of a qualified Journeyworker / Mentor.

8. Meet the ratio requirements as set within these Standards.

9. Adopt and carry out the intent and purpose of these Standards.

10. To select Apprentices as outlined in these Standards. (Note: Each Sponsoring Employer is responsible for hiring his or her own employees and determining that among those employees who shall participate in the apprentice training program.)  

11. Determine the quality and quantity of experience of On-the-Job-Learning (OJL) which Apprentices should have and to make every effort toward their obtaining it.

12. Review and recommend apprenticeship activities to the sponsor in accordance with these Standards.

13. Provide Apprentices with a copy of the written rules and policies and the Apprentice will sign an acknowledgment receipt of same.  This procedure will be followed whenever revisions or modifications are made to the rules and policies.

14. Arrange evaluations of Apprentices' progress in manipulative skills and technical knowledge.

15. The Sponsoring Employer will work diligently to provide each registered Apprentice with continuous employment sufficient to provide the opportunity for completion of his or her apprenticeship program. If the Sponsoring Employer is unable to fulfill training and/or employment obligations in conformance with these standards, the Sponsoring Employer will, with the Apprentice's consent, make a good-faith effort to facilitate a transfer of the Apprentice to another registered Sponsor or Sponsoring Employer for completion of the apprenticeship. 

16. If conditions of business make it necessary to temporarily suspend the period of apprenticeship, Apprentices suspended for this reason will be given the opportunity to resume their active apprenticeships before any additional Apprentices are employed. The suspension and reinstatement of Apprentices shall be done in relation to retention of the most advanced Apprentice and in accordance with the company policy.





SECTION III	APPRENTICE RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Apprentices, having read these Standards formulated by State of Maine, shall sign an Apprenticeship Agreement agreeing to all the terms and conditions contained therein. The Apprentice agrees to abide by State of Maine’s and/or the Sponsoring Employers’ rules and policies including any amendments. The Apprentice shall, serve such time performing OJL and study such subjects as may be deemed necessary to become a skilled professional. 



In signing the Apprenticeship Agreement, Apprentices assume the following responsibilities and obligations under the apprenticeship program:



1. Perform diligently and faithfully the work of the occupation and other pertinent duties assigned by the Sponsoring Employer and in accordance with the provisions of these Standards. 

2. Respect the property of the Sponsoring Employer and abide by the working rules and regulations of the Sponsoring Employer.

3. Attend and satisfactorily complete the required hours in the OJL and in Related Instruction in subjects related to the occupation as provided under these Standards.

4. Maintain and make available such records of work experience and training received OJL and in Related Instruction as may be required by the Sponsoring Employer.

5. Develop and practice safe working habits and work in such a manner as to assure their personal safety and that of other fellow workers.

6. Work for the Sponsoring Employer to whom the Apprentice is assigned for the completion of apprenticeship, unless reassigned to another Sponsoring Employer or the Apprenticeship Agreement is terminated by the Sponsoring Employer.

7. Maintain a passing grade C or higher.









SECTION IV	MENTOR/JOURNEYWORKER RESPONSIBILITIES

Continuation of Responsibilities of the Apprentice and Mentor/Journeyworker



Mentors, having read these Standards formulated by State of Maine, shall provide assurance of their qualifications to administer OJL and mentorship to the apprentices with utmost attention to maintaining manageable Apprentice to Journeyworker ratios. 



1. Assurance of qualified training personnel and adequate supervision on the job.

2. Provide positive leadership and proper supervision.

3. Help integrate the apprentices into the working environment and navigate within the enterprise

4. Hold regularly scheduled 1:1 meeting with apprentices

5. Acts as the "go to" person for questions with the day-to-day work of the apprentices

6. Provide honest and constructive feedback to the apprentice in a way that will assist in their growth and development.

7. Demonstrate best practices on the job.

8. Allow the apprentice to practice new skills or experiment with theories or ideas learned in the related instruction courses.

9. Provide fair and equitable treatment to all apprentices and recognize and reward excellence.

10. Assist with paperwork required of the program (i.e., OJL records, Related Instruction records, and other record keeping as may be required).
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The intent of recognized pre-apprenticeship programming is to serve as a direct connection to employment in apprenticeship programs registered with the Maine Department of Labor. This Memorandum of Understanding (MOU) outlines how each partner agrees to support the pre-apprenticeship program and. details how the student will be prepared to meet/exceed the minimum qualifications and compete for or receive direct entry into the registered apprenticeship program. 

The education provider agrees to: 

· carefully assess the student’s readiness for entry into the recognized pre-apprenticeship program and only approve students in good standing who have met pre-determined criteria

· monitor any work hours allowed by school policy and/or applicable Child Labor Laws 

· inform students and parents of the availability and requirements for entry into the pre-apprenticeship program

· register selected pre-apprentices with the Maine Department of Labor

The education provider agrees to provide the following foundational requirements: 

· high school credit for on-the-job learning (details)________________________________

· the following industry recognized credential(s) as applicable ________________________ 

· high school diploma or HiSet diploma

· relevant safety training such as first aid/ CPR, OSHA 10 _____________________________

· résumé and job interview preparation

· workplace soft skills training 

· other: _____________________



The following are optional though strongly encouraged of the education provider:

· student portfolio (i.e. education profile and plan), 

· dual Credit options with Community College or University (please attach MOU from post-secondary provider if applicable) 

· other: __________________________

The apprenticeship sponsor/employer agrees to provide at minimum 2 of the following as indicated: 

☐	job shadow experience for pre-apprentices

☐	mentored and paid work experience (summer and/or during school year) for pre-apprentices

☐	guaranteed employment interview for individuals who have successfully completed the pre-apprenticeship program for either entry level job or direct entry into apprenticeship 

☐	advanced placement in apprenticeship program if hired

recognized classroom hours upon registration will be _____________

recognized on the job learning hours upon registration will be ____________

☐other: ________________________



The curriculums from both the education provider and the apprenticeship sponsor are attached to this MOU. To be a Maine State recognized pre-apprenticeship program, a copy of this MOU and related documents must be submitted and approved by the Maine Apprenticeship Program. By signing this MOU, the employer/sponsor agrees that the pre-apprenticeship program aligns with their registered apprenticeship program and both the education provider and employer/sponsor agree to uphold the terms of the agreement.
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