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EMPLOYER GUIDE PREAMBLE

This guide was created using funds from The Strengthening Career and Technical
Education for the 21st Century Act (Perkins V), which was signed into law on July 31,
2018 and which reauthorized the Carl D. Perkins Career and Technical Education Act
of 2006 (Perkins 1V). Perkins V continued Congress’ commitment in providing nearly
$1.4 billion annually for career and technical education (CTE) programs for our
nation’s youth and adults'. As a recipient of Perkins funds, Emily Griffith Technical
College was required to allocate 30% of our 2023-2024 federal award towards an
Improvement Plan to support increasing participation and completion of non-
traditional students in CTE fields of study with a gender tradition.

This guide stems from the request of industry partners who asked for tools and
resources as they seek to attract and retain a diverse workforce. The draft that is
presented here leans heavily on work cited throughout?, and was developed with
leadership from Emily Griffith Technical College, The Attainment Network, and in
collaboration with employers, apprenticeship partners, apprentices, state agencies,
and other education institutions. The intention of the creators of the guide is that it
will continue to evolve over time with more input from key stakeholders and will serve
as a valuable tool for those using it.

As this guide was created using public funds, it is a publicly available resource that is
protected under copyright law and has the Creative Commons License CC BY-NC-SA
which enables reusers to distribute, remix, adapt, and build upon the material in any
medium or format for noncommercial purposes only, and only so long as attribution is
given to the creator. If you remix, adapt, or build upon the material, you must license
the modified material under identical terms.

Copyright © 2024 by Emily Griffith Technical College.

' Linked on 5.9.20024: https://cte.ed.gov/legislation/perkins-v

% Links embedded within were current as of time of publication and will not be

actively managed or updated


https://creativecommons.org/share-your-work/cclicenses/
https://cte.ed.gov/legislation/perkins-v
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INTRODUCTION

"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, receive progressive wage increases, classroom
instruction, and a portable, nationally recognized credential.” - Apprenticeship USA

Registered Apprenticeships (RA) are designed to reflect the communities where they
operate and are poised to help industry create high quality, diverse, talent pipelines.
Emily Griffith Technical College is a state leader in supporting registered
apprenticeships and the learners they serve.

Emily Griffith Technical College has created this resource guide for industry partners
to help them design inclusive apprenticeships that support both access to and success
in a registered apprenticeship for diverse learners. This resource is not meant to be a
checklist, or simply performative. The intent of this guide is to serve as a catalyst for
greater cultural and systems change to support all apprentices. To that end, it will
take individuals to bring it to lifel

INTENDED USES

« Sponsors, education providers and employers self-assess their strengths and
challenges in designing inclusive apprenticeships. Then, they use this resource guide
and select the areas of challenge and engage in self-reflection, action planning,
and goal setting.

« Work collaboratively with Emily Griffith Technical College to design training and
implementation around the sections of the resource guide that are most important.

« Utilize the state and national resources provided to learn more about designing
inclusive apprenticeships. This resource guide is a carefully curated guide that

draws on the best resources available, and new resources can always be added!

ACKNOWLEDGMENTS

Emily Griffith Technical College would like to thank the apprentices who lent their
voices to the need for designing more inclusive apprenticeships, as well as state and
industry partners who provided thought partnership and feedback:

Industry partners: Construction Industry Training Council of Colorado (CITC),
Denver Joint Electrical Apprenticeship, Encore Electric, Independent Electrical
Contractors Rocky Mountain Association (IECRM), Western Colorado Join Electrical
Apprenticeship

State partners: Apprenticeship Colorado, CareerWise Colorado, Colorado Workforce
Development Council, The Attainment Network




RESOURCE GUIDE FRAMEWORK

The following framework provides a structure for Emily Griffith Technical College and
its employer partners to design apprenticeships that support increased access and
success for women and learners of color. The following draws on widely used state
and national frameworks for this work and distills the information into six primary
design elements.
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https://nationalfund.org/our-resources/tools/
https://cwdc.colorado.gov/job-quality
https://info.jff.org/apprenticeshipdeia-framework
https://www.acteonline.org/wp-content/uploads/2019/01/HighQualityCTEFramework2018.pdf
https://napequity.org/paya/
https://napequity.org/paya/

PROGRAM DESIGN

apprenticeships are designed with diversity,

equity, inclusion, & accessibility in mind

The Program Design element provides resources to support
the design of inclusive apprenticeships. The following
components make up the program design element:

Curriculum &
Employer Instruction Partnership
Readinis/

‘Equitable apprenticeships not only get people from a wide range of
backgrounds in the door, but they also set up each apprentice for success
throughout the program and beyond. To achieve this and ensure all
participants can benefit, programs must design training and classroom
instruction to be accessible to everyone regardless of learning needs or
preferences or physical ability. It is equally important that on-the-job training
and classroom environments and instruction represent program participants.”

- Jobs for the Future




EMPLOYER READINESS

GUIDING QUESTIONS Apprenticeships are part of a place of

employment and as such the whole of
the organization must be considered in
the design and creation of a more
inclusive workplace, where all
individuals can thrive and succeed.

As an organization are we ready and
willing to make changes to create a
more inclusive workplace
environment? What is the level of
commitment to diversity and inclusion
at all levels of the organization?

As an organization, have we utilized data or other inventories to understand the
current workplace climate for employees and apprentices? If yes, how has that
information been used to create change? If not, how ready are we to engage in
these kinds of practices?

POSSIBLE ACTIONS

The following provide possible actions to consider related to creating more

inclusive apprenticeships.

Establish diversity, equity, inclusion, and accessibility (DEIA) goals and clearly articulate
the value of DEIA to the organization.

Make a clear commitment to DEIA with internal and external stakeholders through
ongoing activities and well-defined policies that drive equity across the organization.
Value the identities and experiences of all employees through daily practices, from
recruitment to continued employee development, and support individual agency.
Dedicate organizational resources to facilitate and build partnerships that advance
equity, and support program design strategies that center DEIA such as creating cohorts
among apprentices.

Engage cross-functional teams, including executive leadership, operations, people and
culture, and former apprentices, to ensure that the registered apprenticeship program
provides equal opportunity for advancement within the organization’s career pathways.
Evaluate DEIA practices regularly to assess effectiveness and identify areas for growth
and improvement, for example, by analyzing pay equity and demographic representation

across positions.

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED Equity & Inclusion: The Roots of

Organizational Well-Being

.
\)")
DEIA Center Framework C‘.\C\‘



https://ssir.org/articles/entry/equity_and_inclusion_the_roots_of_organizational_well_being
https://ssir.org/articles/entry/equity_and_inclusion_the_roots_of_organizational_well_being
https://info.jff.org/apprenticeshipdeia-framework

CURRICULUM &

GUIDING QUESTIONS INSTRUCTION

« How often are the curriculum and A key component of program design is
instructional practices assessed and the development of high quality,
evaluated within our apprenticeship? accessible, and representative

« What kind of training are instructors curriculum and instruction within

provided to effectively teach the apprenticeshiplprograms
apprenticeship curriculum with equity '

and accessibility in mind?

« How do we provide diverse options for apprentices to engage with content and
demonstrate competency?

POSSIBLE ACTIONS

The following provide possible actions, modified from Jobs for The Future, that can
be considered when developing curriculum and instruction for apprenticeship
programs.

« Establish a clear training plan that details the knowledge and skills the apprentice will learn
on the job to become fully competent.

« Ensure classroom and on-the-job instruction are accessible by offering materials in multiple
languages and providing apprentices with various ways to demonstrate knowledge. Consider

using universal design principles when developing curriculum.

o Follow Americans with Disabilities Act guidelines and design work environments to be

accessible for all physical abilities, partly by providing adaptive tools and equipment and
proper accommodation to participants as needed.

« Connect with Emily Griffith Disability Support Services.

« Integrate learning_strategies that help participants understand how the skills they are

developing relate to the work they will be doing on the job and provide opportunities for
active learning, problem-based learning, and reflection.

« Empower learners by providing opportunities for peer teaching, offering autonomous
learning options, and recognizing the apprentices’ contributions to the organizational
environment.

« Provide instructors with leadership and equity training to create inclusive classroom and
training environments.

« Provide resources for tutoring, specifically in math, which can be a barrier for apprentices.

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED obs for the Future DEIA Framework

.
. . ¥
High Quality CTE Framework C"\C\k



https://info.jff.org/apprenticeshipdeia-framework
https://www.acteonline.org/wp-content/uploads/2019/01/HighQualityCTEFramework2018.pdf
https://www.cast.org/impact/universal-design-for-learning-udl
https://adata.org/ada-law-regulations-and-design-standards
https://www.emilygriffith.edu/disability-support-services/
https://www.timeshighereducation.com/campus/contextual-learning-linking-learning-real-world
https://www.timeshighereducation.com/campus/contextual-learning-linking-learning-real-world
https://www.emilygriffith.edu/resources/

PARTNERSHIP

GUIDING QUESTIONS Leveraging community and educational

partnerships in program design can

« Who are our partners in developin .
hre I veloping support the success of apprentices.

and designing our apprenticeship
program? How often are we
connecting with partners to assess
and evaluate our partnership?

« What areas of opportunity exist to build partnerships in the community in
support of apprentices?

« What institutions, organizations, or programs could we partner with to enhance
our program’s inclusion and accessibility?

POSSIBLE ACTIONS

The following provide possible actions for identifying, engaging, and leveraging
partnerships.
o Utilize Emily Griffith Technical College resources to support learners:
o Apprenticeship Pathway Navigator
o Student Success Center (tutoring, Disability Services, and more)

+ ldentify and develop partnerships with entities such as:
o Colorado Division of Vocational Rehabilitation

o Colorado Workforce Centers

o Utilize state resources to develop inclusive apprenticeships and workplaces such as:

o Apprenticeship Colorado
o Colorado Workforce Development Council

+ |dentify and develop partnerships with organizations who have expertise in
supporting people of color, women, parents, and low-income individuals such as:

o Educational Opportunity Centers

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED Apprenticeship for Career-Seekers

MyColoradojourney

N\,
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O
cl'\c\’*



https://www.emilygriffith.edu/student-success-center/
https://dvr.colorado.gov/
https://cdle.colorado.gov/jobs-training/workforce-centers
https://apprenticeship.colorado.gov/
https://cwdc.colorado.gov/
https://apprenticeship.colorado.gov/apprenticeship-for-career-seekers
https://www.mycoloradojourney.com/

RECRUITMENT &
ONBOARDING

apprentices are equitably recruited and
successfully onboarded

Key to setting up a successful and inclusive apprenticeship program is to
begin with the end in mind. To increase diverse learners entering and
completing apprenticeship programs it is important to start with the

recruitment, hiring, and onboarding processes.

The Recruitment and Onboarding element provides resources to support
the design of inclusive recruitment and onboarding practices. The
following components make up the recruitment and onboarding element:

Pre-
Apprenticeship

Onboarding



RECRUITMENT

GUIDING QUESTIONS

« What are your current recruitment

practices?
« What actions do we take to intentionally recruit individuals from underrepresented

backgrounds?
« How do we routinely assess our recruitment practices to ensure they are helping us
meet our stated goals?

POSSIBLE ACTIONS

The following provide possible actions for creating inclusive recruitment practices.

« Conduct a yearly review of apprenticeship recruitment and marketing materials

« Utilize data to understand who is applying for apprenticeships, who is being hired,
and who is finding success

« Set specific goals for increasing diversity at each stage of the process

« Gather data and review available positions by geographical area - using services
like Lightcast or Chmura (accessible through Colorado Workforce Development

Council)

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED



https://cdle.colorado.gov/jobs-training/workforce-centers
https://www.connectingcolorado.com/
https://www.linkedin.com/

PRE-APPRENTICESHIP

GUIDING QUESTIONS

« As an employer, what current practices
do we have in place to diversify our
apprenticeship talent pool? Have we
considered pre-apprenticeships to
diversify our apprenticeship talent pool?

o What would it look like to create a pre-apprenticeship? And how could a
pre-apprenticeship be part of an inclusive recruitment process?

POSSIBLE ACTIONS
The following provide possible actions for designing high-quality pre-apprenticeships.

o Utilize the Jobs for The Future High Quality Pre-Apprenticeship Framework when

designing a pre-apprenticeship. Elements include:
o Transparent Entry and Success Requirements
o Alignment with Skills Sought by Local Employer and High-Quality
Apprenticeship Programs
o Culmination in One or More Industry Recognized Credentials
o Development of Skills Through Hands-On Activities and Work-Based Learning
o Offering Academic, Career Exploration, and Wraparound Supports
o Transition into a Registered Apprenticeship or Other High-Quality
Apprenticeship Program
o Utilize data to understand who is applying for pre-apprenticeships, who is being
accepted, and who is completing
 Set specific goals for increasing diversity at each stage of the process
« Work with Emily Griffith Technical College to utilize their pre-apprenticeship to

registered apprenticeship framework

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED



https://jfforg-new-prod.s3.amazonaws.com/media/documents/JFF-Framework-HighQuality-PreApp-07232019.pdf
https://jfforg-new-prod.s3.amazonaws.com/media/documents/JFF-Framework-HighQuality-PreApp-07232019.pdf
https://www.dol.gov/sites/dolgov/files/ETA/apprenticeship/pdfs/Pre_Apprenticeship_GuideforWomen.pdf
https://www.dol.gov/sites/dolgov/files/ETA/apprenticeship/pdfs/Pre_Apprenticeship_GuideforWomen.pdf
https://jfforg-new-prod.s3.amazonaws.com/media/documents/JFF-Framework-HighQuality-PreApp-07232019.pdf

ONBOARDING

GUIDING QUESTIONS

« How are apprentices currently
onboarded? Where is there room for
improvement?

o What are the workplace skills apprentices need to be successful (time management,
communication, digital literacy)? How can apprentices learn those skills through
onboarding?

« What commitments have we made to roui'ine|y review, assess, and gai’her feedback
on our onboarding process in order to make improvements?

POSSIBLE ACTIONS

The following provide possible actions for designing onboarding activities.

« Complete a comprehensive audit of the skills apprentices would benefit from
having upon the start of an apprenticeship (written, verbal communication, conflict
management, time management, digital literacy etc.)

« Assess current onboarding processes for apprenticeships to ensure apprentices are
being provided the support to be successful

« Consider a pre-apprenticeship to deliver this content

« Consider an orientation program to deliver this content

« Consider building this content into the apprenticeship curriculum, if not already

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED



https://www.google.com/url?q=https://boomtrainingltd.co.uk/employers/news-and-advice/apprentice-onboarding-underrated-overlooked-critical-success&sa=D&source=docs&ust=1709245151183882&usg=AOvVaw3AIEii0VPT-rZAlM6Ycbue
https://www.workramp.com/blog/best-practices-for-new-employee-training-and-onboarding/
https://www.workramp.com/blog/best-practices-for-new-employee-training-and-onboarding/
https://www.jff.org/idea/5-initial-steps-equal-employment-opportunity-registered-youth-and-adult-apprenticeships/
https://www.jff.org/idea/5-initial-steps-equal-employment-opportunity-registered-youth-and-adult-apprenticeships/

WAGES &
BENEFITS

apprentices' wages and benefits are
transparent and fair

The Wages & Benefits element provides resources to support the design
of a transparent and fair wages and benefits package for apprentices.
The following components make up the wages and benefits element:

Work

Environment

Supervision

Compensation
P I Quality




COMPENSATION

GUIDING QUESTIONS Apprentices should have access to

transparent compensation and benefits
model, so they know what to expect in
wage growth as they achieve set

+ How competitive are our companies’
wages and benefits for apprentices
and how do we know? Are we

attracting apprentices based on our milestones.

compensation package? Are we
losing apprentices based on our
compensation package?

« How clear is the wage progression and what is it based on (competencies, time,

hybrid, entry, and experience level)?
« Are there gaps in pay based on gender or race? If so, what actions might we take

to close these gaps?

POSSIBLE ACTIONS
« Utilize the Colorado Job Quality Checklist to help ensure fair wages and benefits

for apprentices
« Register your apprenticeship (Apprenticeship Colorado), if it not already
registered, or fill out the Apprenticeship Interest Form, ensuring that wages and

benefits meet critical standards of quality
o Regulations for registered apprenticeships require wage progression
« Get support for setting wage and wage progression as well as benefits packages

from Apprenticeship Colorado

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED
USDOL Requirements

Setting Wages
Choose Your Apprenticeship
Approach



https://drive.google.com/file/d/18GsuqHuDk1_CIdjeDwbWgAyoCCMvUBf3/view
https://apprenticeship.colorado.gov/employers/start-a-program
https://apprenticeship.colorado.gov/employers/start-a-program
https://docs.google.com/forms/d/e/1FAIpQLScbwv92PZkVdQuHxTem0l0fuQeReHKUfy7ZuhiDQfAMUAtSKg/viewform
https://apprenticeship.colorado.gov/employers/start-a-program
https://cdle.colorado.gov/apprenticeship-training
https://www.apprenticeship.gov/sites/default/files/apprenticeship-requirements-reference-guide.pdf
https://www.urban.org/sites/default/files/publication/104473/setting-wages-in-your-registered-apprenticeship-program_0.pdf
https://archive.jff.org/resources/choose-your-apprenticeship-approach/
https://archive.jff.org/resources/choose-your-apprenticeship-approach/

WORK ENVIRONMENT

GUIDING QUESTIONS A healthy and stable work environment

. . . supports the long-term success of
+ How do apprentices perceive their

work environment? Are there
opportunities for apprentices to offer
feedback on the work environment?

apprentices.

« Does the work environment take into consideration the multiple hats apprentices
wear to support their success?
« Where is there an opportunity to strengthen the work environment in support of

apprentices?
POSSIBLE ACTIONS

o Utilize the Colorado Job Quality Checklist to help ensure a positive working

environment

o Create work schedules that enable workers to balance the other demands of life

e Use of frequenf anonymous feedback |oops, without harassment, discrimination, or
retaliation

« Consider the company culture and ensure all apprentices feel welcome

« Ensure apprentices have access to information about career pathways within your

company and in the industry

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED

Worklife Partnership

Construction Career Pathways



https://www.worklifepartnership.org/
https://constructioncareers.org/apprenticeship/
https://cwdc.colorado.gov/job-quality

SUPERVISION QUALITY

GUIDING QUESTIONS Mid-level supervisors are often asked to

. . support apprentices and sometimes
« How are supervisors for apprentices

selected and trained, currently? with very little supervisory training or

. What opportunities exist to improve nuanced training about how to support

the training and professional
development for supervisors? is important to invest in their

e How are supervisors qcknowledged supervisor's pI’O'FQSSiOI’lCII deve|opmen’r,
or rewarded for supervising as well.
apprentices?

apprentices. To support apprentices, it

If no programs exist, what opportunities exist to create more formal systems for
acknowledgment?

« How do supervisors identify their own training needs and gain access to
resources?

POSSIBLE ACTIONS

« Develop an orientation and ongoing training/professional development for
supervisors who are supervising apprentices. Training might include:
o Communication and, generational conflict in the workplace
o Leadership and, management skills
« Consider creating a recognition or leadership program for supervisors who are
working with apprentices wherein they are being both publicly and privately
supported and acknowledged

o 8 Examples of Employee Recognition Programs to Try

« Develop organizational and management practices that advance diversity, equity,
and inclusion

o Online Course: Diversity, Equity, Inclusion, and Accessibility in Mentorship for
Registered Apprenticeship Diversity

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED Spur LLC

Worklife Partnership

WellWorks



https://www.indeed.com/hire/c/info/employee-recognition-examples
https://archive.jff.org/resources/Diversity-Equity-Inclusion-and-Accessibility-in-Mentorship-for-Registered-Apprenticeship/
https://archive.jff.org/resources/Diversity-Equity-Inclusion-and-Accessibility-in-Mentorship-for-Registered-Apprenticeship/
https://spur.llc/
https://www.worklifepartnership.org/
https://www.livingwellworks.org/

SUPPORT

apprentices perform well and achieve success

Providing support for apprentices to excel is critical to helping them
complete their apprenticeship. The following components make up the
support element:

Internal

Assistance External

Supports




Training apprentices is at the core of

GUIDING QUESTIONS an apprenticeship program. The

« What does our current training following component provides an
program for apprentices look like? Is it opportunity for businesses to reflect on
clear and transparent? their current training program and

 What is the plan to intentionally consider how to ensure that the training

evaluate training plans, and assess for program supports the success of all
clarity, on an annual basis?

« Has our curriculum been reviewed or

apprentices.

evaluated for representation, inclusivity, free from bias, and relevant to
industry? Is our curriculum culturally relevant to apprentices?

« Who provides feedback to training programs? Are apprentices provided an
opportunity to offer feedback or evaluation on training programs? How is
feedback used to make program improvements?

POSSIBLE ACTIONS

« Develop a formal process for evaluating training plans, and assessing for clarity

o Ensure the skills an apprentice should be able to demonstrate are clear and
transparent

« Create plans for apprentices who may be struggling to find success, for example

tutoring, access to instructors, more practice time etc.

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED

Emily Griffith Tutoring_Resources



https://apprenticeshipprofessionals.org/topics/supporting-apprentice-success
https://www.mckinsey.com/capabilities/people-and-organizational-performance/our-insights/reviving-the-art-of-apprenticeship-to-unlock-continuous-skill-development
https://www.emilygriffith.edu/resources/

Internal assistance refers to those

GUIDING QUESTIONS things that a business has control over
« Do our policies and procedures for to support its apprentices. Human
apprentices reflect the ways our resource policies, access to employee
business intends to support the success assistance programs (EAP), benefits to

of apprentices? name a few,
o Leave policies
o Parental policies
o Remote work policies
o Grievance policies

« How clear is the process to file a complaint and seek a resolution?
« How have we established a safe culture that promotes apprentices advocating
for their needs without stigma?

POSSIBLE ACTIONS

« Evaluate HR policies and procedures, what supports apprentice success, and what
might be creating unintended barriers for apprentices

« Ensure apprentices know how to provide both informal and formal feedback to the
company, including how to file and resolve workplace complaints or discrimination

o Create a list of all unique benefits or opportunities available to apprentices and

ensure the information is transparently shared

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED

Construction Trades Can Establish

Family-Friendly Policies



https://archive.jff.org/resources/how-apprenticeship-programs-construction-trades-can-establish-family-friendly-policies/
https://archive.jff.org/resources/how-apprenticeship-programs-construction-trades-can-establish-family-friendly-policies/
https://archive.jff.org/resources/how-apprenticeship-programs-construction-trades-can-establish-family-friendly-policies/

External support refers to those things

GUIDING QUESTIONS that a business recognizes are

e How are we uf|||Z|ng external 'Funding impori'cmi' to ’rhe success O'F apprenfices
resources to support apprentices and but does not have direct control over.
be able to participate with minimal

cost?
« What do our apprentices need to be successful in their apprenticeship (childcare,

transportation, etc.)?
« What kinds of community resources might support our apprentices to find
greater success in completing their apprenticeship?

POSSIBLE ACTIONS

« Look into financial options to support both organizations and apprentices:
o Investments, Tax Credits, and Tuition Support

o DOL Apprenticeship Playbook

« Work with the local workforce board in your area to identify tuition assistance

options for apprentices
o Colorado Workforce Centers

« Create a list of local community resources to support apprentices
o 211 Colorado
Foodbanks

Workforce centers

o

[e]

Childcare centers

o

o Nonprofits that can support housing, transportation, etc.
o Mental health providers

o Utilize Emily Griffith’s Apprenticeship Pathway Navigator

o Utilize Emily Griffith’s Student Success Center

« Utilize this handout from the Colorado Department of Human Services to

understand financial supports for different populations (ex: veterans)

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE
BY WHEN RESOURCES NEEDED WorkLife Partnership Webinar - Job
and Practice



https://www.apprenticeship.gov/investments-tax-credits-and-tuition-support
https://www.apprenticeship.gov/sites/default/files/playbook.pdf
https://cdle.colorado.gov/wfc
https://www.211colorado.org/
https://www.emilygriffith.edu/student-success-center/
https://docs.google.com/presentation/d/1L5g8RkVnUoKjJ-x38z0eaN5BkGOtkWm5moBRwb8pNHM/edit#slide=id.ge803699f38_0_32
https://us06web.zoom.us/rec/play/_J5dUQRvSRH8SSRo2h9CFKnJJZqDKT7FLcbPcNKKgDnRU8GhixhuS3Ylg0yxeG7-0eJeSbEsv5n3ZsRY.5eI3AK94zjbk5hfU?canPlayFromShare=true&from=share_recording_detail&continueMode=true&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2F4IiW0BibEOd6c7gYkVoAkqxcxbixJiPzMdknZ_QjwFHuK52UTM2kNYju3WwGtaDN.AvLjvtv19fNtKLWY
https://us06web.zoom.us/rec/play/_J5dUQRvSRH8SSRo2h9CFKnJJZqDKT7FLcbPcNKKgDnRU8GhixhuS3Ylg0yxeG7-0eJeSbEsv5n3ZsRY.5eI3AK94zjbk5hfU?canPlayFromShare=true&from=share_recording_detail&continueMode=true&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2F4IiW0BibEOd6c7gYkVoAkqxcxbixJiPzMdknZ_QjwFHuK52UTM2kNYju3WwGtaDN.AvLjvtv19fNtKLWY
https://us06web.zoom.us/rec/play/_J5dUQRvSRH8SSRo2h9CFKnJJZqDKT7FLcbPcNKKgDnRU8GhixhuS3Ylg0yxeG7-0eJeSbEsv5n3ZsRY.5eI3AK94zjbk5hfU?canPlayFromShare=true&from=share_recording_detail&continueMode=true&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2F4IiW0BibEOd6c7gYkVoAkqxcxbixJiPzMdknZ_QjwFHuK52UTM2kNYju3WwGtaDN.AvLjvtv19fNtKLWY

OPPORTUNITY

apprentices advance in their careers and
advance in their skills

As part of creating an apprenticeship where apprentices feel a sense of
belonging and can see a larger career trajectory for themselves it is
important to focus on creating opportunity.

The Opportunity element is made up of the following components:

Mentoring
& Coaching

Career Acknowledgment

Development




CAREER DEVELOPMENT

Career development is vital to inclusive
apprenticeships as it offers tailored growth
opportunities, ensuring diverse apprentices receive the
support and skills needed to succeed. This fosters a

culture of learning and advancemnet, benefting all

participants in their career journeys.

GUIDING QUESTIONS

« How do apprentices learn about possible career paths within your organization
or the industry as a whole?

o What kinds of career conversations do apprentices have in your organization?
Are there opportunities to connect with someone who can have a conversation
about career opportunities?

« Who do you notice is engaging in career development activities and who isn't?
What can you do to ensure all apprentices have access to career development
opportunities?

« How do you ensure all apprentices have access to career development
opportunities? Who do you have to help ensure these opportunities exist? Whose
role in the organization is it?

POSSIBLE ACTIONS

« Establish transparent growth opportunities to advance along career pathway and
increase pay
« Assess whether there are opportunities for apprentices to learn about their career
opportunities by engaging in the apprenticeship. If not, consider creating those
opportunities explicitly through career ladder maps, career conversations etc.
o Routes Into Construction | Go Construct

« Ensure all apprentices have a meaningful career conversation during their time as
an apprentice

Job Quality Checklist
My Colorado Journey
Career Navigation and Coaching

Colorado Workforce Centers

Developing Career Ladders

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED



https://www.goconstruct.org/get-started-in-construction/
https://drive.google.com/file/d/18GsuqHuDk1_CIdjeDwbWgAyoCCMvUBf3/view?pli=1
https://www.mycoloradojourney.com/
https://cwdc.colorado.gov/blog-post/colorado-launches-career-navigation-and-coaching-collaborative-to-help-identify-career-0
https://cdle.colorado.gov/wfc
https://www.careerladdersproject.org/docs/Career%20Ladders%20A%20Guidebook.pdf
https://socgov13.my.site.com/apprenticeshipdirectory/s/

GUIDING QUESTIONS

e What current mentoring and
coaching do you have in place?
What's working and what could be

improved?

« How do apprentices provide feedback
on their needs around mentoring and
coaching; as well as what's working
and what could be improved?

MENTORING & COACHING

“Mentorship in Registered
Apprenticeship helps participants learn

the details of their occupation and
workplace while providing coaching and
guidance to support them in their
training. Mentors can expose
participants to advancement

opportunities, foster career exploration,
and create a culture of inclusion.”

- Jobs for the Future (JFF)

« Do mentors and coaches share similar backgrounds and life experiences as
apprentices? How could mentors and coaches be recruited to be more
representative of apprentices?

« How open is the organization to feedback and creating a culture that welcomes
feedback from apprentices?

POSSIBLE ACTIONS

« Create onboarding and ongoing training for mentors to set people up for success
o Recruit and engage mentors with backgrounds representative of the community and the

program’s participants.

o Establish goals and a clear purpose for the mentorship program in partnership with

mentors and apprentices.

o Provide training to mentors to help them support apprentices from different backgrounds.
This could include training on DEIA, how to center and empower apprentices, and how to
deliver culturally relevant and accessible learning and training.

« Support accessibility by offering multiple ways for mentors and mentees to connect, such as

in person, virtually, or in group settings.
o Ensure that mentors have mechanisms to continue supporting apprentices after they have

completed the program.

« Find partners to support mentor training. This can include engaging partners to deliver
training, develop or offer resources, or provide funding to support mentorship programs.
This can also include networking with other programs to help provide racial- and gender-

conscious mentoring online or in person.

COMMITMENTS/ACTION/GOALS

GOAL

ACTION TO TRY

PERSON(S) RESPONSIBLE

BY WHEN

RESOURCES NEEDED

DEIA Framework

Mentorship Training Program



https://info.jff.org/apprenticeshipdeia-framework
https://www.expandapprenticeship.org/system/files/mentoring_for_apprenticeship.pdf
https://www.hcapinc.org/mentorship-training-program

ACKNOWLEDGMENT

Taking time to acknowledge or

GUIDING QUESTIONS recognize an apprentice’s work is
« How are apprentices acknowledged critical to keeping apprentices engaged
within the organizational structure? and helping apprentices feel supported.

What kinds of formal systems exist, Apprentice/employee engagement

Gnd Wh(.TI' kinds O'F inform(:ll Sysfems Supporfs greqfer producfivifyl qnd a

exist? positive work environment.
« What kinds of annual or

programmatic celebrations exist to

recognize apprentices throughout the
year?

« How are apprentices selected for acknowledgment or recognition? What
opportunities exist to ensure all apprentices can be acknowledged or recognized?

POSSIBLE ACTIONS

« Create or include apprentices in your employee recognition programming
« Create annual opportunities to celebrate the achievements of apprentices
o Celebrate the achievements of milestones
o Celebrate graduating apprentices
« Ask apprentices how they like to receive positive praise (i.e., privately, publicly)
« Work with managers or supervisors to ensure they are engaging positively with

apprentices through recognition and acknowledgment activities

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED Creating an Effective Employee

Recognition Program

Harvard Business Review on
Employee Engagement



https://www.aihr.com/blog/employee-recognition/
https://www.aihr.com/blog/employee-recognition/
https://hbr.org/2019/11/why-employees-need-both-recognition-and-appreciation
https://hbr.org/2019/11/why-employees-need-both-recognition-and-appreciation

VOICE

apprentices feel empowered, engaged, and
have agency

The following components make up the support element:

Improvement

Participation
Engagement

"Work and training environments that reflect and support participants’
diverse needs and experiences can drive DEIA in RA. RA programs are
intensive, and completion is a challenge across all demographic groups. When
organizations consistently and authentically incorporate apprentice feedback
into program design and create a sense of belonging, apprentices feel more
invested in, connected to, and supported by their training, which can help

improve persistence and completion.”

- DEIA Center Framework


https://blog.dol.gov/2021/11/03/equity-snapshot-apprenticeships-in-america

Employee or apprentice engagement at

GUIDING QUESTIONS work is a result of feeling supported

« How are we as an organization and welcome in the workplace.
creating a welcoming and inclusive

work environment for apprentices?
« How are we actively engaging in DEIA practices as an organization so that
all apprentices feel welcomed and supported?

« What are the areas where we have an opportunity to improve the work
environment for apprentices? How are we gathering and using apprentice

feedback?
POSSIBLE ACTIONS

« Create learning environments representative of apprentices and their lived
experiences by using materials reflective of apprentices, modeling expectations, and
engaging in instructional practices representative of apprentices’.

o Build inclusive and supportive learning and work environments by incorporating
practices and policies that acknowledge that apprentices carry life experiences
outside of their training that may affect how they can show up and engage.

« Engage in a workplace culture assessment, either by utilizing a pre-developed
assessment or engaging the services of a consultant who can support in this
endeavor.

 Build in feedback opportunities for apprentices to share their experiences.

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED 8 Important Ways to Promote

Inclusion & Diversity

How to Manage a Multi-Generational
Team
Workplace & Culture Assessment



https://www.forbes.com/sites/theyec/2021/01/25/eight-important-ways-to-promote-inclusion-and-diversity-in-your-workplace/?sh=728a288d6da1
https://www.forbes.com/sites/theyec/2021/01/25/eight-important-ways-to-promote-inclusion-and-diversity-in-your-workplace/?sh=728a288d6da1
https://hbr.org/2021/08/how-to-manage-a-multi-generational-team
https://hbr.org/2021/08/how-to-manage-a-multi-generational-team
https://www.gallup.com/workplace/229832/culture.aspx?msclkid=2f05df2f375f1d198e0eba2f9007cdf7&utm_source=bing&utm_medium=cpc&utm_campaign=BA%20-%20WK%20-%20Culture%20-%20US%20-%20NB&utm_term=improve%20workplace%20culture&utm_content=BA%20-%20WK%20-%20US%20-%20NB%20-%20Culture%20-%20Workplace%20Culture

Continuous improvement is the goal of

GUIDING QUESTIONS most organizations and apprenticeships
« What are our organization’s goals should not be any different. It is critical
around continuous improvement? to look for areas of strength as well as
Who is involved in this process? areas where improvements can be
 How are we centering DEIA in our made to support apprentices in their

continuous improvement work?
« How do we utilize data to understand

success.

where we can improve our program?

« What opportunities exist to engage apprentices in the continuous improvement
process?

POSSIBLE ACTIONS

« Incorporate apprentice voice intentionally and clearly into your program design
through:
o Apprentice advisory groups
o Surveys of participants

o

Regular check-ins where they can offer feedback on their experiences
o Engagement with alumni
o Affirm race, ethnicity, gender, and ability as assets within apprentices; design
programs to use these assets and build on these strengths.

o Utilize the NAPE Special Populations Brief to understand strategies for supporting

diverse populations
 Utilize data to regularly assess for areas of improvement in the design of the
apprenticeship program
o Who is persisting in the program? Why?
o Who is not persisting in the program? Why?

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED

Strategies for Supporting_Special

Populations



https://napequity.org/wp-content/uploads/NAPE-National-Special-Populations-Brief.pdf
https://napequity.org/wp-content/uploads/NAPE-National-Special-Populations-Brief.pdf
https://napequity.org/wp-content/uploads/NAPE-National-Special-Populations-Brief.pdf
https://napequity.org/wp-content/uploads/NAPE-Perkins-V-State-Equity-Gap-Analysis-At-A-Glance.pdf

Participation is at the heart of

GUIDING QUESTIONS apprentices’ success. How participants
« What training is in place so that all can engage, physico”y, in1‘e||ec1'u0|||y,
stakeholders understand the and authentically, is critical in

environment, culture, expectations? designing inclusive apprenticeships.

* Are our apprenticeship programs
designed in a way that anyone can
participate in them? What kind of accommodations might we need to make to

ensure equitable participation?

« What policies and processes are in place for apprentices who are experiencing
discrimination, bullying, harassment etc. that would keep them from being able
to fully participate in the program?

« What systems exist that provide apprentices the avenue to offer feedback about
their experience?

POSSIBLE ACTIONS

« Provide regular opportunities for apprentices to reflect on their training, including
the skills they are building, the aspects of the work they are most interested in, and
how this connects to their long-term career goals

« Provide accommodations and design work environments to fully meet the needs of
all physical abilities, empowering apprentices and prioritizing safety.

« Eliminate any form of discrimination or sexual harassment and make clear that
such conduct is not acceptable by any in the organization, including leadership.

COMMITMENTS/ACTION/GOALS

GOAL ACTION TO TRY PERSON(S) RESPONSIBLE

BY WHEN RESOURCES NEEDED Incorporate Participant Voice
Authentically and Build Cultures for

Belonging

DEIA Center Framework



https://info.jff.org/apprenticeshipdeia-framework
https://info.jff.org/apprenticeshipdeia-framework
https://info.jff.org/apprenticeshipdeia-framework
https://info.jff.org/apprenticeshipdeia-framework

APPENDIX OF RESOURCES

Apprentice Engagement & Voice
o Incorporate Participant Voice Authentically and Build Cultures of Belonging from
Jobs For the Future DEIA Framework

« How to Manage a Multi-Generational Team

« Gallup, Workplace Culture and Sample Assessment: Build a Company Culture

That Improves Performance

« How To Create an Employee Recognition Program

« Harvard Business Review on Employee Engagement: Why Employees Need Both

Recognition and Appreciation

« WorkLife Partnership Webinar - Job Quality: An Employer’s Perspective and
Practice: Good Jobs. Good Business

« Apprenticeship USA: Investments, Tax Credits, and Tuition Support

« DOL Apprenticeship Playbook

Colorado Resources

« Apprenticeship Colorado

« Colorado Launches Career Navigation and Coaching_Collaborative to Help

Identify Career and Learning_ Opportunities

« Colorado Workforce Centers

« Colorado Workforce Locations

« Connecting_Colorado
 Job Quality Checklist

« My Colorado Journey (career pathway resources).

« United Way of Colorado/211

Curriculum Resources

o Accessible & Representative Instruction Recommendations

« ACTE High-Quality Program of Study Framework

Diversity, Equity, Inclusion, and Accessibility Resources

« 8 Important Ways to Promote Inclusion and Diversity in Your Workplace

« Equity and Inclusion: The Roots of Organizational Well-Being
« DEIA Center Framework
« Growing_Equity and Diversity Through Apprenticeship: Business Perspectives

« NAPE Perkins Guidance on Conducting_an Equity Gap Analysis

o Strategies for Supporting_Special Populations



https://info.jff.org/apprenticeshipdeia-framework
https://hbr.org/2021/08/how-to-manage-a-multi-generational-team
https://www.gallup.com/workplace/229832/culture.aspx?msclkid=2f05df2f375f1d198e0eba2f9007cdf7&utm_source=bing&utm_medium=cpc&utm_campaign=BA%20-%20WK%20-%20Culture%20-%20US%20-%20NB&utm_term=improve%20workplace%20culture&utm_content=BA%20-%20WK%20-%20US%20-%20NB%20-%20Culture%20-%20Workplace%20Culture
https://www.gallup.com/workplace/229832/culture.aspx?msclkid=2f05df2f375f1d198e0eba2f9007cdf7&utm_source=bing&utm_medium=cpc&utm_campaign=BA%20-%20WK%20-%20Culture%20-%20US%20-%20NB&utm_term=improve%20workplace%20culture&utm_content=BA%20-%20WK%20-%20US%20-%20NB%20-%20Culture%20-%20Workplace%20Culture
https://www.aihr.com/blog/employee-recognition/
https://hbr.org/2019/11/why-employees-need-both-recognition-and-appreciation
https://hbr.org/2019/11/why-employees-need-both-recognition-and-appreciation
https://us06web.zoom.us/rec/play/_J5dUQRvSRH8SSRo2h9CFKnJJZqDKT7FLcbPcNKKgDnRU8GhixhuS3Ylg0yxeG7-0eJeSbEsv5n3ZsRY.5eI3AK94zjbk5hfU?canPlayFromShare=true&from=share_recording_detail&continueMode=true&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2F4IiW0BibEOd6c7gYkVoAkqxcxbixJiPzMdknZ_QjwFHuK52UTM2kNYju3WwGtaDN.AvLjvtv19fNtKLWY
https://us06web.zoom.us/rec/play/_J5dUQRvSRH8SSRo2h9CFKnJJZqDKT7FLcbPcNKKgDnRU8GhixhuS3Ylg0yxeG7-0eJeSbEsv5n3ZsRY.5eI3AK94zjbk5hfU?canPlayFromShare=true&from=share_recording_detail&continueMode=true&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2F4IiW0BibEOd6c7gYkVoAkqxcxbixJiPzMdknZ_QjwFHuK52UTM2kNYju3WwGtaDN.AvLjvtv19fNtKLWY
https://www.apprenticeship.gov/investments-tax-credits-and-tuition-support
https://www.apprenticeship.gov/sites/default/files/playbook.pdf
https://socgov13.my.site.com/apprenticeshipdirectory/s/
https://cwdc.colorado.gov/blog-post/colorado-launches-career-navigation-and-coaching-collaborative-to-help-identify-career-0
https://cwdc.colorado.gov/blog-post/colorado-launches-career-navigation-and-coaching-collaborative-to-help-identify-career-0
https://cdle.colorado.gov/wfc
https://cdle.colorado.gov/wfc
https://www.connectingcolorado.com/
https://drive.google.com/file/d/18GsuqHuDk1_CIdjeDwbWgAyoCCMvUBf3/view?pli=1
https://www.mycoloradojourney.com/
https://www.211colorado.org/
https://info.jff.org/apprenticeshipdeia-framework
https://www.acteonline.org/wp-content/uploads/2019/01/HighQualityCTEFramework2018.pdf
https://www.forbes.com/sites/theyec/2021/01/25/eight-important-ways-to-promote-inclusion-and-diversity-in-your-workplace/?sh=728a288d6da1
https://ssir.org/articles/entry/equity_and_inclusion_the_roots_of_organizational_well_being
https://info.jff.org/apprenticeshipdeia-framework
https://www.jff.org/idea/growing-equity-and-diversity-through-apprenticeship-business-perspectives/
https://napequity.org/wp-content/uploads/NAPE-Perkins-V-State-Equity-Gap-Analysis-At-A-Glance.pdf
https://napequity.org/wp-content/uploads/NAPE-National-Special-Populations-Brief.pdf

APPENDIX OF RESOURCES CONT.

Industry-Specific Resources

+ Developing_Career Ladders

« How Apprenticeship Programs in Construction Trades Can Establish Family-

Friendly Policies

Mentoring Resources

« Mentoring_for Apprenticeship

« Mentoring_and Coaching from Jobs for the Future DEIA Framework

« Mentorship Training Program



https://www.careerladdersproject.org/docs/Career%20Ladders%20A%20Guidebook.pdf
https://archive.jff.org/resources/how-apprenticeship-programs-construction-trades-can-establish-family-friendly-policies/
https://archive.jff.org/resources/how-apprenticeship-programs-construction-trades-can-establish-family-friendly-policies/
https://info.jff.org/apprenticeshipdeia-framework
https://www.expandapprenticeship.org/system/files/mentoring_for_apprenticeship.pdf
https://www.hcapinc.org/mentorship-training-program

