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This publication is intended to be a handbook for assisting employers to begin 
participation in Registered Apprenticeship Programs. Consequently, it should 
assist you in the implementation of any related activity. We are working in a 
positive effort to enhance the opportunities for our employees into skilled trade 
careers. 
 
Registered Apprenticeships are training programs are designed to provide workers 
entering the workforce with comprehensive training by exposing them to the 
practical and theoretical aspects of work required by the occupational area. These 
programs registered by the U.S. Department of Labor, Bureau of Apprenticeship 
and Training. 
 

The National Center for Construction Education 
and Research (NCCER) develops and publishes the 
Contren® Learning Series, a standardized 
construction, maintenance, and pipeline curricula for 
over 40 crafts. The modular programs are competency-
based and include written and performance 
evaluations. NCCER's Contren® Learning Series is 
taught nationwide by accredited NCCER sponsors. 
Wyoming Contractor’s Association is our sponsor. 
 

EMPLOYER BENEFITS OF THE APPRENTICESHIP PROGRAM 
• Provides a trained workforce. 
• New employee training time is reduced after initial employment. 
• Safety training precedes OJT. 
• A new source of skilled employees. 
• Motivated work force. 
• Hires qualified and motivated employees. 
• Enjoys free access to extensive and varied training resources. 
• Strengthens business and industry involvement. 
• Employer may influence curriculum development to meet industry 

standards. 
• It’s an employee development program which employers have considerable 

quality control. 
• It helps develop a stable supply of local workers for traditional shortage 

occupations. 
• Improves the supervisory skills and motivation of workers who get to train 

and mentor other employees in their fields.
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APPRENTICESHIP FACT SHEET 
 
• Wages are paid on a graduated scale leading to journeyperson 

status. 
• An apprenticeship program contains two components: a classroom 

related instruction component and an on-the-job training (OJT) 
component. 

• The related instruction component consists of levels of instruction, 
Levels I, II, III, & IV. 

• Courses are traditionally taught in levels during one week periods 
through the winter months called “off-season” training. 

• Each level of education consists of a minimum of 144 hours of 
classroom related instruction. 

• The total apprenticeship related training program consists of a 
minimum of 576 hours of classroom instruction plus the 
homework necessary to be prepared for each class session. 

• The total OJT component of an apprenticeship program usually 
consists of 4000 to 8000 hours of documented on-the-job training. 

• If a person works a typical 40-hour week 50 weeks a year, they 
will have worked 2000 hours. 

• All documented overtime counts toward OJT credit. 
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• A student may take a "Pass Through" test in lieu of course work 
and applied skills if they feel their skills and knowledge warrant 
doing so. 
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Ongoing Roles and Responsibilities of Supervisors: All of these roles involve serving 
as coach, model, and “scaffold” for the employee, so that the student takes on increasing 
responsibility, and has the confidence to do so. 

• Provide student apprentice with a tour of the job site. 
• Informing the student about the workplace norms and customs, social aspects, and 

expectations of the workplace. 
• Describe guidelines and expectations to student apprentice. 
• Identify job rotations and structured learning opportunities that will meet program 

learning objectives. 
• Designate a lead contact person to represent the program. 
• Inform employees about the program and gain their support. 
• Establish a process for choosing and training current employees as student 

apprentice trainers, mentors and supervisors. 
• Help develop structured learning plans for students. 
• Help employee identify skills and further education necessary in potential career 

fields. 
• Help employee make appropriate decisions matching their skills and expectations 

with program offerings. 
• Work with instructors and program staff to offer feedback about the employee’s 

experience in the program. 
• Help other supervisors understand the value of the program for all employees. 
• If the employee begins to miss class or work assignments, impress upon him or 

her the need to continue, and work with program staff to support the employee’s 
success in the program. 

• Interview and hire students, as part of the program selection process. 
• Interact with program instructors and staff, as peers and partners. 
• Provide a mentor for each student. 
• Adhere to students’ structured learning plans; refine as appropriate. 
• Evaluate and record student progress. 
• Help to evaluate and refine program. 
• Furnish any reports that may be required. 
• Recruit, select, employ, and train apprentices without discrimination. 
• Learning techniques for effective communication and interaction with employee 

(or teach others if well skilled). 
• Provide consistent and concrete support and guidance to the student while setting 

high expectations. 
• Have regular contact with the school’s program liaison to discuss student’s 

progress; report serious concerns immediately to the program staff. 
• Provide instruction in job and industry-related competencies. 
• Instruct the student in general workplace competencies. 
• Educate the student in workplace safety  
• Explain responsibilities and expectations of students up front to student and all 

appropriate staff. 
• Regularly evaluate student progress with student. 



 
 
 
 
 
A RISK MANAGEMENT PLAN: 

• Many of the industries that employ large numbers of mobile employees have 
higher-than-average injury rates for workers of all ages. 

• New workers are inexperienced and unfamiliar with many of the tasks 
assigned, workplace hazards, and their rights as workers. 

• New workers, who are also more reluctant to ask questions or make 
demands of employers, may take on tasks which they may not be prepared to 
do or be capable of doing safely. 

• Studies show that new employees generally do not receive adequate 
occupational health and safety instruction either in school or on the job. 

• Risk control guidelines are those policies and procedures that attempt to 
control the frequency and severity of physical injury or property damage 
loss. Parties involved in work based learning programs need to jointly 
develop risk management plans.  

• Employers need to develop their own risk management plan. 
 
Key Results of a Risk Management Plan: 

• Student participants know what is expected of them. They have a position 
description, operate within those bounds, and are confident that they will be 
treated with respect and dignity. 

• Roles and responsibilities of parties (employers, supervisors, teachers, 
coordinators, etc.) need to be identified and communicated to all involved.  

• Student participants know how, and are able to perform their assigned duties 
properly and safely. They have been trained and equipped appropriately so 
that they have the knowledge, skills, and tools to do their jobs. 

• Participants know when and how to report problems or suggest changes. 
They are expected exercise due care to foresee hazards and dangers to 
participants and to take whatever steps and/or precautions seem reasonable 
to avoid these risks. 
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What are the Available Crafts? 
 
Carpentry 
Concrete Finishing 
Mechanic 
Truck Driving 
Welding 
Heavy Equipment Operations 
 
Because of the modular format of the curricula, it is very easy 
to develop a training program that meets the specific needs of 
your organization. Modules from various crafts may be mixed 
to create exactly the training program that you need.  
 
Reiman Corp. is in the process of developing an approved 
“craft” useful to our particular “bridge building” business.  
We are awaiting approval from the Department of Labor for a 
“Structure Tech” program.   
 
This particular program includes three of the modules from 
the crafts listed above; carpentry, welding, and concrete - plus 
a two additional crafts from the NCCER curricula; 
Ironworking, and Mobile Crane.  
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The following are the steps necessary to getting an employee registered 
as an apprentice.  
 

1. The prospective apprentice must complete the “core” curricula 
prior to approval for apprenticeship by the officers.  

 
The core curriculum includes the following modules and 
generally can be completed within two days: 
 Basic Safety    Module 00101 
 Intro to Construction Math    00102 
 Intro to Hand Tools    00103 
 Intro to Blueprints     00104 
 Basic Rigging     00106 

 
The “core” class can be acquired through various methods.  We have 
three people on the Reiman Corp. staff certified to teach the “core” 
curricula; Tony Seidling, who is also a “master trainer” and can re-
certify other craft trainers, Ray Clement, our Safety Officer, and Shelley 
Reher, Human Resources and training coordinator. If none of these 
options are viable we can send the employee down to the Wyoming 
Contractor’s Association Regional Training Center. 
 

2. After completing and passing the “core” curricula the “Reiman 
Corp. Application to Become a Trainee” must be completed by the 
employee, “core” instructor, superintendent, and then approved by 
the Reiman Corp. officers. 

 
The following pages are examples of the initial paperwork that needs to 
be completed and returned to the office prior to an employee becoming 
an apprentice.  
 
The standards of apprenticeship, this paperwork, and this 
handbook will be given to the superintendent and employee at the 
same time as the Application mentioned in #2 above. 



Front of Application 

Back of Application 

For officers’ approval

“Core” instructor needs to sign here 

Superintendent needs to sign here 

Employee needs to sign here 
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WCA’s Apprenticeship Application 
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This is a 3 page application 
required by WCA and it is 
important to have this completed 
and signed on the 3rd page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Statement of Eligibility & Intent to Hire 

 
 
 
 
 
 
 
 
 

This form is to be completed by 
the ReimanTraining Coordinator, 
Core Instructor, or Officer of 
Reiman and may not be included 
in the first packet given to the 
Superintendent and Employee. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
Along with the all of the forms shown we will need a copy of a  PHOTO 
Identification for the employee.  The DOL will not make them an apprentice 
without one. 
    
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Driver’s License, State ID, or any other PHOTO ID  
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This is the Department of Labor Apprenticeship registration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Employee to sign here  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is what DOL signs 
to make the employee 
an “Official” trainee.

SPECIAL NOTE:  DO NOT DATE this form, let WCA date it appropriately 
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After completing the “Core” Curricula and the paperwork in the initial packet, the 
employee and superintendent will be required to complete monthly progress reports 
to keep track of the progress throughout the training process.  Below is an example 
of this monthly form.  It is crucial that this form be completed and signed by both 
superintendent and employee.  If there are no comments by the Superintendent for 
that month then write “no comments”.  It is expected that there will be some 
comments by the employee.  This form needs to be turned in to the office each 
month after completion so we can keep a copy in our files and send it on to 
Wyoming Contractor’s Association for their files. 
 
 

Don’t forget to sign. 

This is the box that the 
employee needs to complete. 

These boxes are for the 
superintendent to complete. 
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Additional Levels of Curricula 
 
 Well, the hardest part is over.  From here on out the goal is to get additional 
levels of curricula taken and acquire the time and hours necessary to graduate.  
 
 
 
 
 
 
 
 
It should be important to the superintendent to make sure that the employee has 
scheduled time during the “off season” to attend the additional levels of training 
that are needed.  This may mean making sure there is enough crew to cover for the 
week to week times needed to attend additional training.  This training is intended 
to improve the value of the employee.  It is to the superintendent’s benefit to see to 
it that the employee gets through the program in a timely manner. 
 
The following is an example of the necessary classes needed for the “Structure 
Tech.” program mentioned at the beginning of this guide. Reiman Corp. 
encourages because it covers so many skills necessary for our industry. 
 

Level 2 Curriculum 
27201 - Reading Plans and Elevations - Carpentry 
27205 - Concrete Forms - Carpentry 
27209 - Tilt-Up Wall Systems - Carpentry 
23109 - Introduction to Troubleshooting - Concrete 
23202 - Estimating Concrete Quantities 
23209 - Quality Control - Concrete 
23210 - Making Repairs - Concrete 
30108 - Trade Blueprints and Processes - Ironworking 
30109 - Materials Handling and Storage - Ironworking 
30115 - Steel Joists and Joist Girders One - Ironworking 
30116 - Metal Decking - Ironworking 
30117 - Field Fabrication One - Ironworking 
Level 3 Curriculum 
23103 - Properties of Concrete 
23105 - Preparing for Placement  
23107 - Finishing, Part One - Concrete 
23108 - Curing and Protecting Concrete 
23201 - Properties of Concrete, Part Two 
23208 - Surface Treatments - Concrete 
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30102 - Trade Safety - Ironworking 
30103 - Means and Methods of Access - Ironworking 
30104 - Tools and Equipmet of the Trade - Ironworking 
30105 - Construction Cranes One - Ironworking 
30110 - Structureal Ironworking One 
30111 - Plumbing, Aligning, and Guying - Ironworking 
30112 - Fastening - Ironworking 
30114 - Introduction to Arc Welding - Ironworking  
21105 - Rigging and Crane Safety - Mobile Crane 
Level 4 Curriculum 
30204 - Trade Math Two - Ironworking 
30205 - Blueprint Reading Two - Ironworking 
30206 - Rigging Two - Ironworking 
30207 - Structural Ironworking Two 
30304 - Stud Welding - Ironworking 
30305 - Post-Tensioning - Ironworking 
21104 - Mathematics for Mobile Crane Operators  
21201 - Site Conditions and Setup - Mobile Crane 
21202 - Communications - Mobile Crane 
21204 - Load Dynamics - Mobile Crane 
21305 - Emergency Porcedures - Mobile Crane 
21306 - Lift Planning - Mobile Crane 

  
 
The employee will also receive a sheet for the “Craft” or “Trade” the employee 
enrolls in. It will show the modules for each level and the credit hours each module 
is worth.  This can also be used by the employee to track his own progress in the 
program.  This is a form that is used by Wyoming Contractors Association and 
Reiman Corp. to keep track of the employee’s progress. 
 
Hopefully, this guide has helped to explain in simple terms what the 
Apprenticeship Program is all about.  If you have additional questions about the 
program that have not been covered in the guide, please call the office, we would 
be glad to assist you. 
 
 
 
Congratulations for deciding to further a career! 
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