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FOREWORD

This document was developed by the S.5 Fleet Maintenance Management Study Group and the Educator 
Committee of the American Trucking Associations’ Technology & Maintenance Council (TMC). It offers a 
model for implementing a Registered Apprenticeship Program (RAP) for the development of medium- and 
heavy-duty commercial vehicle technicians.  

Concurrent with the development of this Information Report, S.5 also developed a proposed Recom-
mended Practice (RP) — TMC RP 546(T), Technician Apprenticeship Guidelines — which was undergo-
ing TMC’s RP balloting process at the time of this document’s publication. RP 546(T) seeks to harmonize 
any commercial vehicle technician apprenticeship program around the common structural elements and 
educational criteria of several RAPs that have already been successfully implemented in the industry, 
even if the individual organization does not wish to pursue and maintain an approved RAP approach. 
TMC RP 546(T) recommends that companies consider potential benefits of implementing an RAP; how-
ever, it does not recommend that every company develop its own RAP.  Rather, TMC recommends that 
the potential recognition and portability of an apprenticeship program based on RP 546(T) is both highly 
advantageous and provides an excellent baseline program that can later seek approval by an appropri-
ate registration agency.

TMC recognizes that all companies may not possess the resources or corporate policy structure for 
pursuing an RAP,  but could still realize value from their own unique program which may utilize relevant 
components from this model. TMC recommends that companies which do have the requisite resources 
consider utilizing this model and seek recognition of their program through the U.S. Department of Labor 
and/or their state Department(s) of Labor. Companies may also consider joining in partnership with an 
existing RAP program that will provide the required structure and compliance reporting.
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INTRODUCTION

PREFACE
The information contained herein is not ex-
clusive. TMC cannot possibly know, evaluate, 
or advise the transportation industry of all 
conceivable ways in which an apprenticeship 
program may be undertaken by an organiza-
tion or if other program models may be as 
good, or better, depending upon the particu-
lar circumstances involved.

All who utilize this Information Report must 
first satisfy themselves thoroughly that it is ap-
propriate for their particular company or orga-
nization before adopting any part of this model. 
This model apprenticeship program should not 
be construed as an endorsement of any particu-
lar person, organization, or product. 

PURPOSE AND SCOPE
This document offers a model for implement-
ing a Registered Apprenticeship Program 
(RAP) for the development of commercial 
vehicle technicians.   

The apprenticeship program guidelines pre-
sented herein are a consensus-built model 
designed to provide training and certification 
for apprentice technicians servicing commer-
cial vehicles. This apprenticeship approach is 
open to employers wishing to participate in 
a program of excellence meeting latest safety 
and industry standards. This model was 
developed in accordance with the basic stan-
dards recommended by the U.S. Department 
of Labor, Office of Apprenticeship, as a basis 
from which the employer can work to estab-
lish an apprenticeship training program that 
meets the particular needs of the area.

Unlike most existing registered programs, this 
model is not intended to replace the tradi-
tional apprentice-to-journeyman model, but 
rather provide a roadmap that can span from 
pre-apprentice to apprentice to productive 

entry-level technician. This structure takes 
into consideration changes that have occurred 
in trucking during the past several years that 
have impacted how industry does business. 

Factors like vertical integration and the popu-
larity of remanufacture versus rebuild have 
dramatically changed the work that is per-
formed in fleet maintenance facilities and, 
therefore, the skills required of technicians. 
Focusing on the foundational elements that 
will allow a technician to quickly adapt to a 
specific employer business model rather than 
a protracted journeyman/journeyworker  
progression should allow industry to achieve 
both the quantity and quality that is needed. 
Additionally, with specialization being a key 
component in most facilities, the idea achiev-
ing mastery in every system for every vehicle 
is no longer a reasonable outcome expectation 
for an educational or an apprenticeship pro-
gram.

BACKGROUND
For some time, a shortage of skilled workers 
has been a very hot topic in North America.  
For industries that rely on commercial ve-
hicles, this shortage has resulted in a chronic 
shortage of qualified technicians and taken 
a serious toll on the companies that move 
goods, support infrastructure, and provide 
mobile services.

As secondary and post-secondary educational 
institutions have been allowed to atrophy 
and, in many cases, become obsolete, industry  
has become faced with serious deficiencies in 
the organizations that historically have pro-
vided the foundation for technician training. 

Fortunately, government entities at the fed-
eral, state and even local level have come to 
realize the gravity of the skills gap situation. 
One of the most popular and best-funded po-
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tential solutions to the growing challenge has 
been the expansion of registered apprentice-
ship programs. Areas that previously had not 
entertained apprenticeships and models that 
are more focused on modern workforce needs 
are gaining access to the structure and fund-
ing of registered apprenticeships.

SUSTAINABILITY
The National Institute for Automotive Service 
Excellence (ASE) played an active role within 
TMC’s Technician Apprentice Standards Task 
Force in developing this model program. 

Partnering with the ASE Education Founda-
tion and adopting its task lists, which are 
reviewed and updated by both industry and 
education every three years, ensures that the 
training remains relevant and encompasses 
the equipment that is constantly evolving. 

TMC will periodically update this model to 
reflect the current consensus on training crite-
ria and task lists, as well as to reflect changes 
in US Department of Labor requirements for 
RAPs.

FLEXIBILITY
In recommending a competency-based ap-
proach to this model RAP, TMC believes that 
this approach provides the most flexibility 
for employers/sponsors in developing their 
specific RAP, while achieving the primary 
objective of an apprentice exiting the program 

with the necessary skills to begin a successful 
career as a commercial vehicle technician.

TMC also believes that a competency-based 
approach is in the best interests of appren-
tices, so that they can successfully progress 
at their own pace and exit the program with 
credibility and confidence in their skills sets. 

For example, an apprentice who has served 
several tours of duty in a military transporta-
tion unit may already have considerable train-
ing and experience in a number of the tasks 
defined in the related training (see Appendix 
A). That individual, once the needed compe-
tency is demonstrated, can move onward to 
other training topics more efficiently, so that 
the training provided can concentrate on that 
individual’s needs for development or im-
provement in other skills and tasks.

In another example an apprentice who has 
little or no exposure to vehicle maintenance 
may require more training than the minimum 
hours in order to develop skills necessary to 
demonstrate competency across the various 
tasks.

While this program model reflects a compe-
tency-based approach, a program sponsor can 
always opt for a hybrid approach, wherein a 
defined number of training hours and cur-
riculum is coupled with competency demon-
stration.
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PROGRAM ADMINISTRATION
Program employers are responsible for the 
administration of all aspects of this Recog-
nized Apprenticeship program. A program 
employer is defined as any person, associa-
tion, committee, or organization operating an 
apprenticeship program and in whose name 
the program is approved.  The program em-
ployer must conduct, operate, and administer 
this program in accordance with all applicable 
provisions of Title 29 Code of Federal Regu-
lations (CFR) part 29, subpart A and part 30, 
and all relevant guidance issued by the Of-
fice of Apprenticeship (OA). The employer 
must fully comply with the requirements and 
responsibilities listed below.

Responsibilities of the Participating Employers
The responsibilities of the participating em-
ployers are as follows:

a. Cooperate in the selection of apprentices 
as outlined in this program.

b. Ensure that all apprentices are under 
written apprenticeship agreements.

c. Certify that apprentices have success-
fully completed their apprenticeship 
program.

d. Supervise all the provisions of the stan-
dards and be responsible, in general, for 
the successful operation of the standards 
by performing the duties here listed.  

e. When notified that an apprentice’s re-
lated instruction or on-the-job progress is 
found to be unsatisfactory, the 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 ad-
vancing 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 an entry-level 
commercial vehicle technician, the em-

ployer will, after the apprentice has been 
given adequate assistance and opportu-
nity for corrective action, terminate the 
apprenticeship agreement.

f. Ensure adequate and safe equipment 
and facilities for training and supervi-
sion and provide safety training for 
apprentices on-the-job and in related 
instruction.

g. Ensure there are qualified training per-
sonnel and adequate supervision on the 
job.

h. Ensure that all apprentices are under 
written apprenticeship agreements incor-
porating, directly or by reference, these 
standards.

i.  Register all apprenticeship standards 
with the U.S. Department of Labor, in-
cluding local variations, if applicable.

k. Submit apprenticeship agreements with-
in 45 days of enrollment of apprentices.

l. Arrange for periodic evaluation of ap-
prentices’ progress in skills and technical 
knowledge, and maintain appropriate 
progress records.

m. Notify the U.S. Department of Labor 
within 45 days of all suspensions for any 
reason, reinstatements, extensions, trans-
fers, completions and cancellations with 
explanation of causes. Notification may 
be made in RAPIDS or using the point of 
contact information given by the agency.

n. Provide each apprentice with a copy 
of these standards, and Work Process 
Schedule and Related Instruction Out-
line (see Appendix A), any applicable 
written rules and policies, and require 
apprentices to sign an acknowledgment 
of their receipt. If the employer alters 
these standards or any Appendices to 
reflect changes it has made to the ap-
prenticeship program, the employer will 
obtain approval of all modifications from 
the Registration Agency, then provide 

APPRENTICESHIP MODEL
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apprentices a copy of the updated stan-
dards and Appendices and obtain anoth-
er acknowledgment of their receipt from 
each apprentice.

EQUAL OPPORTUNITY PLEDGE - 29 CFR §§ 
29.5(b)(21) and 30.3(c)(1)
The employer’s apprenticeship program 
will not discriminate against apprenticeship 
applicants or apprentices based on race, 
color, religion, national origin, sex (including 
pregnancy and gender identity), sexual 
orientation, genetic information, or because 
they are an individual with a disability or a 
person 40 years old or older.

The employer will take affirmative action to 
provide equal opportunity in apprenticeship 
and will operate the apprenticeship program 
as required under Title 29 of the Code of 
Federal Regulations, part 30.

[Optional] The equal opportunity pledge 
applies to the following additional protected 
bases (as applicable per the sponsor’s state or 
locality): ________________________________
________________________________________

AFFIRMATIVE ACTION PROGRAM - 29 CFR 
§§ 29.5(b)(21), 30.4-30.9
The employer’s apprenticeship program 
acknowledges that it will adopt an affirmative 
action plan in accordance with 29 CFR § 30.4-
30.9 (required for sponsors with five or more 
registered apprentices by two years from 
the date of the sponsor’s registration or by 
two years from the date of registration of the 
program’s fifth (5th) apprentice).

Information and technical assistance materials 
relating to the creation and maintenance of an 
affirmative action plan will be made available 
on the Office of Apprenticeship’s website.

QUALIFICATIONS FOR APPRENTICESHIP
At minimum, an apprentice must be at least 
16 years of age, except where a higher age is 
required by law, and must be employed to 
learn an occupation.  

Other additional qualification requirements 
may be appropriate (optional) For example:

• Applicants shall be physically capable of 
performing the essential functions of the 
apprenticeship program, with or without 
a reasonable accommodation, and with-
out posing a direct threat to the health 
and safety of the individual or others.

• Applicants must possess a valid driver’s 
license. 

• Qualified applicants may be subject to 
a physical examination, drug screening, 
background check and/or other employ-
er requirements prior to being employed 
and as a condition of continued employ-
ment. 

• Any other requirements as deemed ap-
propriate.

APPRENTICESHIP AGREEMENT 
After an applicant for apprenticeship has been 
selected, but before employment as an ap-
prentice or enrollment in related instruction, 
the apprentice will be covered by a written 
apprenticeship agreement (see Appendix 
B). Such agreement will contain a statement 
making the terms and conditions of these 
standards a part of the agreement as though 
expressly written therein.  The employer shall 
provide a copy of the apprenticeship agree-
ment to the apprentice.  

Prior to signing the apprenticeship agreement, 
each selected applicant will be given an op-
portunity to read and review these standards, 
the employer’s written rules and policies, and 
the apprenticeship agreement.  
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SUPERVISION OF APPRENTICES AND 
RATIOS 
No apprentice shall work without proper or 
adequate supervision of qualified training 
personnel. For the purpose of these appren-
ticeship standards, adequate or proper super-
vision of the apprentice means the apprentice 
is under the supervision of a fully qualified 
technician or supervisor at all times who is 
responsible for making work assignments, 
providing on-the-job-learning (OJL), and en-
suring safety at the worksite.

To adequately or properly supervise an ap-
prentice does not mean the apprentice must 
be within eyesight or reach of the supervisor, 
but that the supervisor knows what the ap-
prentice is working on; is readily available to 
the apprentice; and is making sure the ap-
prentice has the necessary instruction and 
guidance to perform tasks safely, correctly, 
and efficiently.

The employer shall establish a numeric ratio 
of apprentices to technicians consistent with 
proper supervision, training, safety, and conti-
nuity of employment throughout the appren-
ticeship. The ratio language must be specific 
and clearly described as to its application to 
the jobsite, workforce, department, or plant. 
The ratio of apprentices to journeymans (jour-
neypersons) will be as noted in Appendix A.

TERM OF APPRENTICESHIP
The term of apprenticeship will be time based 
with an OJL attainment of 2,000 hours supple-
mented by 540 hours of related instruction as 
stated on the Work Process Schedule and Re-
lated Instruction Outline (see Appendix A). 
The related instruction requirement is waived 
once the apprentice has demonstrated compe-
tency in the required tasks (see Appendix A). 

PROBATIONARY PERIOD 
Every applicant selected for apprenticeship 
will serve a probationary period of 500 OJL 
hours.

During the probationary period, either the 
apprentice or the employer may terminate 
the apprenticeship agreement, without stated 
cause, by notifying the other party in writing.  
The records for each probationary apprentice 
will be reviewed prior to the end of the proba-
tionary period.  Records may consist of peri-
odic reports regarding progression made in 
both the OJL and related instruction, and any 
disciplinary action taken during the proba-
tionary period.

Any probationary apprentice evaluated as 
satisfactory after a review of the probationary 
period will be given full credit for the proba-
tionary period and continue in the program.

After the probationary period, the apprentice-
ship agreement may be cancelled at the re-
quest of the apprentice or may be suspended 
or cancelled by the employer for reasonable 
cause after documented due notice to the 
apprentice and a reasonable opportunity for 
corrective action.  In such cases, the employer 
will provide written notice to the apprentice 
of the final action taken.

HOURS OF WORK
Apprentices will generally work the same 
hours as qualified technicians, except that no 
apprentice will be allowed to work overtime if 
it interferes with attendance in related instruc-
tion classes.  Apprentices who do not com-
plete the required hours of OJL during a given 
segment will have the term of that segment 
extended until they have accrued the required 
number of hours of training.
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APPRENTICE WAGE PROGRESSION
Apprentices will be paid a progressively in-
creasing schedule of wages and fringe ben-
efits during their apprenticeship based on the 
acquisition of increased skill and competence 
on the job and in related instruction.  Before 
an apprentice is advanced to the next segment 
of training, the employer will evaluate all 
progress to determine whether advancement 
has been earned by satisfactory performance 
in OJL and in related instruction courses. In 
determining whether satisfactory progress has 
been made, the employer will be guided by 
the work experience and related instruction 
records and reports.

The progressive wage schedule and fringe 
benefits will be an increasing percentage of 
the journeyman wage rate. The percentages 
that will be applied to the applicable entry-
level commercial vehicle / medium/heavy 
truck technician rate are shown on the Ap-
prenticeship Agreement (see Appendix A). In 
no case will the starting wages of apprentices 
be less than that required by any minimum 
wage law that may be applicable.

CREDIT FOR PREVIOUS EXPERIENCE
The employer may grant credit toward the 
term of apprenticeship to new apprentices.  
Credit will be based on demonstration of pre-
vious skills or knowledge equivalent to those 
identified in these standards.

Apprentice applicants seeking credit for pre-
vious experience gained outside the supervi-
sion of the employer must submit the request 
at the time of application and furnish such 
records, affidavits, and other requested ma-
terials to substantiate the claim. An applicant 
who is a veteran and who wishes to receive 
consideration for military training and/or 
experience must submit a DD-214. Applicants 
requesting credit for previous experience who 

are selected into the apprenticeship program 
will start at the beginning wage rate. The 
request for credit will be evaluated and a de-
termination made by the employer during the 
probationary period, when actual on-the-job 
and related instruction performance can be 
examined. 

Prior to completion of the probationary pe-
riod, the amount of credit to be awarded will 
be determined after review of the apprentice’s 
previous work and training/education record 
and evaluation of the apprentice’s perfor-
mance and demonstrated skill and knowledge 
during the probationary period.

An apprentice granted credit will be ad-
vanced to the wage rate designated for the pe-
riod to which such credit accrues. The grant-
ing of advanced standing will be uniformly 
applied to all apprentices.

WORK EXPERIENCE
During the apprenticeship, the apprentice 
will receive OJL and related instruction in all 
phases of the occupation necessary to develop 
the skill and proficiency of a skilled entry-
level commercial vehicle technician. The OJL 
will be under the direction and guidance of 
the apprentice’s supervisor.

RELATED INSTRUCTION
Each apprentice is required to participate in 
coursework related to the job as outlined in 
Appendix A. A minimum of 540 hours of 
related instruction is recommended for the 
apprenticeship. The related instruction re-
quirement is waived once the apprentice has 
demonstrated competency in the required 
tasks (see Appendix A). Apprentices agree to 
take such courses as the employer deems ad-
visable. The employer will secure the instruc-
tional aids and equipment it deems necessary 
to provide quality instruction.  
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Any apprentice who is absent from related 
instruction will satisfactorily complete all 
coursework missed before being advanced to 
the next period of training. In cases of failure 
of an apprentice to fulfill the obligations re-
garding related instruction without due cause, 
the employer will take appropriate disciplin-
ary action and may terminate the apprentice-
ship agreement after due notice to the appren-
tice and opportunity for corrective action.

To the extent possible, related instruction 
will be closely correlated with the practical 
experience and training received on the job. 
The employer will monitor and document the 
apprentice’s progress in related instruction 
classes.

The employer will secure competent instruc-
tors whose knowledge, experience, and ability 
to teach will be carefully examined and moni-
tored. 

NOTE: Training can be delivered through 
qualified in-house trainers, contractors, and/
or through a vocational school. 

SAFETY AND HEALTH TRAINING
All apprentices will receive instruction in safe 
and healthful work practices both on the job 
and in related instruction that are in compli-
ance with the Occupational Safety and Health 
Administration (OSHA) standards. 

MAINTENANCE OF RECORDS
Program employers are responsible for main-
taining, at a minimum, the following records:

• summary of the qualifications of each 
applicant,

• basis for evaluation and for selection or 
rejection of each applicant,

• records pertaining to interview,
• the original application,
• records of each apprentice’s OJL,

• related instruction reviews and evalua-
tions,

• progress evaluations,
• record of job assignments, promotions, 

demotions,
• layoffs, or terminations, rates of pay, 

and;
• any other actions pertaining to the ap-

prenticeship.

Program employers will also maintain all 
records relating to apprenticeship applications 
(whether selected or not), including, but not 
limited to, the employer’s outreach, recruit-
ment, interview, and selection process. 

All such records are the property of the em-
ployer and will be maintained at the em-
ployer’s office and at the individual facilities 
for a period of five years from the date of last 
action.

APPRENTICESHIP CERTIFICATE OF 
COMPLETION 
Upon satisfactory completion of the 
requirements of the apprenticeship program 
as established in this model, the employer 
will so certify to the Registration Agency 
and request the awarding of a Certificate 
of Completion of Apprenticeship to the 
completing apprentice. 

AMENDMENTS AND MODIFICATIONS
This model may be amended or modified at 
any time by the employer provided that no 
amendment or modification adopted will alter 
any apprenticeship agreement in force at the 
time without the consent of all parties

ADJUSTING DIFFERENCES; COMPLAINT 
PROCEDURE 
If an applicant or an apprentice believes an 
issue exists that adversely affects the appren-
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tice’s participation in the apprenticeship pro-
gram or violates the provisions of the appren-
ticeship agreement or standards, the applicant 
or apprentice may seek relief. 

Nothing in these complaint procedures pre-
cludes an apprentice from pursuing any other 
remedy authorized under another Federal, 
state, or local law. Below are the methods by 
which apprentices may send a complaint:

Complaints Regarding Discrimination  
Complaints must contain the complainant’s 
name, address, telephone number, and sig-
nature, the identity of the respondent, and a 
short description of the actions believed to be 
discriminatory, including the time and place. 

Generally, a complaint must be filed within 
300 days of the alleged discrimination. Com-
plaints of discrimination should be directed to 
the following contact:

U.S. Department of Labor, 
Office of Apprenticeship
200 Constitution Ave. NW
Washington, DC  20210
(202) 693-2796
ApprenticeshipEEOcomplaints@dol.gov 

Point of Contact:  Director, Division of Regis-
tered Apprenticeship and Policy;  Attn: Ap-
prenticeship EEO Complaints

The individual may also be able to file com-
plaints directly with the EEOC, or State fair 
employment practices agency.

Other General Complaints  
The employer will hear and attempt to resolve 
the matter locally if written notification from 
the apprentice is received within 15 days of 
the alleged violation(s). The employer will 

make such rulings as it deems necessary in 
each individual case within 60 days of receiv-
ing the written notification. 

(Information to be completed by Employer):

Name:        
Address:        
Telephone Number: __________________
Email Address: ______________________

NOTE: All general complaints should first be 
addressed at the local employer level prior to 
escalating.

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

Registration Agency General Contact Information 
29 CFR § 29.5(b)(17)
The Registration Agency is the United States 
Department of Labor’s Office of Apprentice-
ship. General inquiries, notifications and 
requests for technical assistance may be sub-
mitted to the Registration Agency using the 
contact information below 

(To be completed by the Registration Agency):

Name:        
Address:        
Telephone Number: __________________
Email Address: ______________________

VETERANS’ EDUCATIONAL ASSISTANCE 
AS MANDATED BY PUBLIC LAW 116-134 
(134 STAT. 276)
Pursuant to section 2(b)(1) of the Support 
for Veterans in Effective Apprenticeships 
Act of 2019 (Pub. L. 116-134, 134 Stat. 276), 
by signing these program standards, the 

mailto:ApprenticeshipEEOcomplaints@dol.gov
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program sponsor official whose name is 
subscribed below assures and acknowledges 
to the U.S. Department of Labor’s Office 
of Apprenticeship the following regarding 
certain G.I. Bill and other VA-administered 
educational assistance referenced below 
(and described in greater detail at the VA’s 
website at: https://www.va.gov/education/
eligibility) for which current apprentices and/
or apprenticeship program candidates may be 
eligible:

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

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

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

NOTE: The aforementioned requirement of 
Public Law 116-134 shall apply to “any pro-
gram applying to become a registered ap-
prenticeship program on or after the date that 
is 180 days after the date of enactment of this 
Act” (i.e., September 22, 2020). 

Accordingly, apprenticeship programs that 
were registered by a Registration Agency 
before September 22, 2020, are not subject to 
these requirements.

RESPONSIBILITIES OF THE APPRENTICE 
Apprentices, having read the model program 
formulated by the employer, agree to all the 
terms and conditions contained herein and 
agree to abide by the employer’s rules and 
policies, including any amendments, and to 
serve such time, perform such manual train-
ing, and study such subjects as the employer 
may deem necessary to become a skilled 
entry-level commercial vehicle technician. 

In signing the apprenticeship agreement, ap-
prentices assume the following responsibili-
ties and obligations under the apprenticeship 
program:

a. Maintain and make available such re-
cords of work experience and training re-
ceived on the job and in related instruc-
tion as may be required by the employer.

b. Develop and practice safe working 
habits and work in such a manner as to 
ensure one’s personal safety and that of 
one’s coworkers.

c. Work for the employer to whom the ap-
prentice is assigned for the duration of 
the apprenticeship unless the agreement 
is terminated by the employer.

TECHNICAL ASSISTANCE
Technical assistance, such as that from the 
U.S. Department of Labor’s Office of Ap-
prenticeship, recognized state apprenticeship 
agencies, and vocational schools, may be 
requested to advise the employer.

The employer is encouraged to invite repre-
sentatives from industry, education, business, 
private organizations, and public agencies to 

https://www.va.gov/education/eligibility
https://www.va.gov/education/eligibility
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provide consultation and advice for the suc-
cessful operation of its training program.

CONFORMANCE WITH FEDERAL LAWS 
AND REGULATIONS  
No Section of this apprenticeship model pro-
gram shall be construed as permitting viola-
tion of any Federal Law or Regulation.

RECIPROCITY OF APPRENTICESHIP 
PROGRAMS — 29 CFR § 29.13(B)(7)
States must accord reciprocal approval for 
Federal purposes to apprentices, apprentice-
ship programs and standards that are reg-
istered in other states by the Office of Ap-
prenticeship or a Registration Agency if such 
reciprocity is requested by the apprenticeship 
program employer.

Program employers/participating employ-
ers seeking reciprocal approval must meet 
the wage and hour provisions and apprentice 
ratio standards of the reciprocal state.

DEFINITIONS
Apprentice: Any individual employed by the 
employer meeting the qualifications described 
in the standards of apprenticeship who has 
signed an apprenticeship agreement with the 
local employer providing for training and 
related instruction under these standards and 
who registers with the Registration Agency.

Apprenticeship Agreement: The written 
agreement between the apprentice and the 
employer setting forth the responsibilities and 
obligations of all parties to the apprenticeship 
agreement with respect to the apprentice’s 
employment and training under these stan-
dards.  Each apprenticeship agreement must 
be registered with the Registration Agency.

Apprenticeship Committee (Committee): 
Those persons designated by the employer to 
act as agents for the employer in the admin-
istration of the program. A non-joint commit-
tee, which may also be known as a unilateral 
committee or (if it includes workers’ repre-
sentatives) a group non-joint committee, has 
employer representatives but does not have 
a bona-fide collective bargaining agent as a 
participant. 

Apprentice Electronic Registration (AER): 
An electronic tool that allows for instanta-
neous transmission of apprentice data for 
more efficient registration of apprentices and 
provides program employers with a faster 
turnaround on their submissions and access 
to their apprenticeship program data.

Apprenticeship Program Model: This entire 
document, including all appendices and at-
tachments hereto, and any future modifica-
tions and additions approved by the Registra-
tion Agency.

Certificate Of Completion Of Apprentice-
ship: The credential issued by the Registration 
Agency to those registered apprentices certi-
fied and documented as having successfully 
completed the apprentice training require-
ments outlined in these standards of appren-
ticeship.

Competency-Based Occupation:  An appren-
ticeship approach that requires the attainment 
of manual, mechanical, or technical skills and 
knowledge, as specified by an occupation 
standard and demonstrated by an appropriate 
written and hands-on proficiency measure-
ment.

Electronic Media:  Media that utilize elec-
tronics or electromechanical energy for the 
end user (audience) to access the content.  



21 — TMC IR 2021-2, Model Registered Apprenticeship Program for Technicians

APPRENTICESHIP MODEL

Includes, but is not limited to, electronic stor-
age media, transmission media, the Internet, 
extranets, lease lines, dial-up lines, private 
networks, and the physical movement of re-
movable/transportable electronic media and/
or interactive distance learning.  

Employer: Any person or organization em-
ploying an apprentice, whether or not such 
person or organization is a party to an ap-
prenticeship agreement with the apprentice. 
A person, business, or company signatory to 
employer’s standards that is responsible for 
providing hours of work, supervision, wages, 
and/or benefits to apprentices in its employ 
as registered under these standards.

Hybrid Occupation:  An apprenticeship ap-
proach that measures the individual appren-
tice’s skill acquisition through a combination 
of a specified minimum number of hours of 
on-the-job learning and the successful demon-
stration of competency as described in a work 
process schedule.

Job Corps Center: Any of the federally fund-
ed Job Corps centers throughout the U.S. and 
Puerto Rico.  Job Corps serves youths and 
young adults 16-24 years of age. Employers 
that wish to hire Job Corps graduates who 
are trained in any occupation covered under 
these standards and who meet the minimum 
qualifications for apprenticeship may do so 
via the direct entry provision described in  
Qualifications and Selection Procedures (see 
Appendix D).

O*NET-SOC Code: The Occupational Infor-
mation Network (O*NET) codes and titles 
are based on the new Standard Occupational 
Classification (SOC) system mandated by the 
federal Office of Management and Budget 
for use in collecting statistical information on 
occupations. The O*NET classification uses 

an 8-digit O*NET-SOC code.  Use of the SOC 
classification as a basis for the O*NET codes 
ensures that O*NET information can be read-
ily linked to labor market information such as 
occupational employment and wage data at 
the Federal, state, and local levels.

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

Provisional Registration: The one-year ini-
tial provisional approval of newly registered 
programs that meet the required standards for 
program registration, after which program ap-
proval may be made permanent, continued as 
provisional, or rescinded following a review 
by the Registration Agency, as provided for in 
29 CFR §§ 29.3(g) and (h).

Registered Apprenticeship Partners Infor-
mation Data System (RAPIDS): A federal 
system that provides for the automated collec-
tion, retention, updating, retrieval, and sum-
marization of information related to appren-
tices and apprenticeship programs.

Registration Agency and Field Representa-
tive: The U.S. Department of Labor’s Office 
of Apprenticeship or a recognized State Ap-
prenticeship Agency that has responsibility 
for registering apprenticeship programs and 
apprentices, providing technical assistance, 
conducting reviews for compliance with 29 
CFR §§ 29 and 30, and conducting quality as-
surance assessments. The field representative 
shall mean the person designated by Office of 
Apprenticeship to service this program. The 
Registration Agency and field representative 
identified are the U.S. Department of Labor, 
Office of Apprenticeship, (Name), State Direc-
tor/(State). 
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Related Instruction: An organized and sys-
tematic form of instruction designed to pro-
vide 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 occupa-
tional or industrial courses, or by correspon-
dence courses of equivalent value, electronic 
media, or other forms of self-study approved 
by the Registration Agency.

Supervisor of Apprentice(s): An individual 
designated by the program employer to 
supervise or have charge and direction of an 
apprentice.

Technician:  A worker who has attained a 
level of skills, abilities, and competencies rec-
ognized within an industry as mastery of the 
skills and competencies required for the oc-
cupation. The term may also refer to a mentor, 
mechanic, specialist, or other skilled worker 
who has documented sufficient skills and 
knowledge of an occupation, either through 
formal apprenticeship or through practical 
on-the-job experience and formal training.

Time-Based Occupation: An apprentice-
ship approach that measures skill acquisition 
through the individual apprentice’s comple-

APPRENTICESHIP MODEL

tion of at least 2,000 hours of on-the-job learn-
ing as described in a work process schedule.

Transfer: A shift of apprenticeship registration 
from one program to another or from one em-
ployer within a program to another employer 
within that same program, where there is 
agreement between the apprentice and the af-
fected apprenticeship committees or program 
employers.

YouthBuild: A youth and community devel-
opment program that addresses core issues 
facing low-income communities: housing, 
education, employment, crime prevention, 
and leadership development. In YouthBuild 
programs, low-income young people ages 
16-24 work toward their high school diploma 
or General Educational Development (GED) 
equivalency, learn job skills and serve their 
communities by building affordable housing, 
and transform their own lives and roles in so-
ciety.  Employers that wish to hire YouthBuild 
students who are trained in any occupation 
covered under these standards and who meet 
the minimum qualifications for apprentice-
ship may do so via the direct entry provision 
described in Appendix D:  Selection Proce-
dures.
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APPENDIX A 
WORK PROCESS SCHEDULE AND RELATED INSTRUCTION OUTLINE FOR THE 

OCCUPATION OF COMMERCIAL VEHICLE TECHNICIAN

INTRODUCTION
This schedule is attached to and a part of 
these Standards for the above identified oc-
cupation.

1. Type of Occupation/Approach
•  Commercial Vehicle Technician
•  Competency Based Approach
 NOTE: The sponsor may also opt for a 

hybrid approach utilizing defined relat-
ed instruction with at least the minimum 
hours specified below for related instruc-
tion.

2. Term of Apprenticeship
The term of the occupation is one year with an 
OJL attainment of 2,000 hours, supplemented 
by the minimum required 540 hours of related 
instruction. Minimum instructional hours are 
waived when the apprentice demonstrates 
competency in the required tasks.

3. Ratio of Apprentices to Technicians
The apprentice-to-technician ratio is: 

• One Apprentice to one Technician.

4. Apprentice Wage Schedule
Apprentices shall be paid a progressively 
increasing schedule of wages based on either 
a percentage or a dollar amount of the current 
hourly technician wage rate, which is identi-
fied in Appendix B.

NOTE: The sponsor may opt for wage pro-
gression in its program based upon time in 
service and/or demonstration of competency, 
either in all tasks listed below or in progres-
sion through the various job functions.

5. Work Process Schedule 
The sponsor may modify the work processes 
to meet local needs prior to submitting this 
program model to the appropriate Registra-
tion Agency for approval. (Attach company- 
specific Work Process Schedule. See Example 
below).

6. Related Instruction Outline  
See Medium/Heavy-Duty (M/H)Truck Tech-
nician Training Guidelines.

MEDIUM/HEAVY-TRUCK FLEET TECHNICIAN 
TRAINING GUIDELINES
Inspection, Maintenance and Minor Repair:

• Combined classroom and lab/shop in-
structional activities.

ASE Accreditation Level:
• M/H Truck Inspection, Maintenance, 

and Minor Repair (IMMR) 

Instructor Qualifications:
 • T4, T6, T8 and any other ASE M/H Truck 

Certifications 

Tasks/Hours/Competencies:
• 199 Tasks 
• 540 Training Hours (see below)
• Training Hours are waived when the ap-

prentice demonstrates competency in the 
required tasks.

INSPECTION, MAINTENANCE AND MINOR REPAIR 
(IMMR) MEDIUM/HEAVY-TRUCK TASK LIST 
The tasks included in the Inspection, Main-
tenance, and Minor Repair option are entry-
level technician inspection tasks designed to 
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introduce the student to correct procedures 
and practices of vehicle inspection in a teach-
ing/learning environment. 

They are not intended to satisfy the Federal 
Annual Vehicle Inspection requirement as 
prescribed in the Federal Motor Carrier Safety 
Regulations, Part 396, Appendix G to Sub-
chapter B, Minimum Periodic Inspection Stan-
dards.

In order for the apprentice to complete the 
apprenticeship (tasks which are not relevant 
may be excluded):

• 95 percent of all Priority 1 (P-1) tasks 
must be taught/assessed. 

• 70 percent of all Priority 2 (P-2) tasks 
must be taught/assessed.

• 25 percent of all Priority 3 (P-3) tasks 
must be taught/assessed.

  
COMPETENCY DEFINED
Apprentices will be assessed on these com-
petencies by their instructors, mentors, and 
supervisors over the course of the apprentice-
ship, such as in this example, using the fol-
lowing rating scale:

4 - Competent/Proficient. Able to perform 
all elements of the task successfully and 
independently.

3 - Satisfactory performance. Able to per-
form elements of the task with minimal 
assistance.

2 - Completed the task with significant as-
sistance.

1 - Unsuccessfully attempted the task.
0 - No exposure. (Noting the reason - ab-

sence, skill isn’t covered/applicable, etc.)

Completion Date means the date apprentice 
completes final demonstration of competency 
by successfully completing three or more 
separate demonstrations with a rating of 3 or 

4. Supervisor or mentor will initial for com-
pletion of each competency.

The competencies listed below may be com-
pleted in any order. When the required com-
petencies for each job function have been 
successfully completed, the apprentice will 
receive a step pay increase wage (see Appen-
dix B). When the competencies required for 
all job functions have been successfully com-
pleted, the apprentice will have completed the 
apprenticeship and pay increase to the “exit” 
wage.

JOB FUNCTION I. DIESEL ENGINES 
For every task in Diesel Engines, the follow-
ing safety tasks must be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations.

The first tasks in Diesel Engines are to listen 
to and verify the operator’s concern, review 
past maintenance and repair documents, and 
determine necessary action.

A. General
1.  Research vehicle service information, 

including fluid type, vehicle service his-
tory, service precautions, and technical 
service bulletins.  P-1

2. Inspect level and condition of fuel, oil, 
diesel exhaust fluid (DEF), and coolant.  
P-1

3. Inspect engine assembly for fuel, oil, 
coolant, air, and other leaks.  P-1

4. Check engine operation (starting and 
running) including: noise, vibration, 
smoke, etc.  P-2
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5. Use appropriate electronic service tool(s) 
and procedures to check, record, and 
clear diagnostic codes; check and record 
trip/operational data; reset maintenance 
monitor (if applicable); interpret digital 
multimeter (DMM) readings. P-1

6.  Identify system components, configura-
tions, and types of the following: cylin-
der head(s), valve train, engine block, 
engine lubrication, engine cooling, air 
induction, exhaust, fuel, and engine 
braking. P-1

B. Cylinder Head and Valve Train 
1. Inspect electronic wiring harness and 

brackets for wear, bending, cracks, and                                 
looseness. P-1

 
C. Engine Block

1.  Inspect crankshaft vibration damper; 
inspect engine mounts. P-1    

  
D. Lubrication Systems 

1. Test engine oil pressure and check opera-
tion of pressure sensor, gauge, and/or                               
sending unit; test engine oil temperature 
and check operation of temperature sen-
sor. P-1 

2.  Check engine oil level, condition, and 
consumption; take engine oil sample. P-1    

3.  Determine proper lubricant; perform oil 
and filter service. P-1 

E. Cooling System
1.  Check engine coolant type, level, condi-

tion, and test coolant for freeze protec-
tion and additive package concentration. 
P-1

2. Verify coolant temperature; check opera-
tion of temperature and level sensors,                                               
gauge, and/or sending unit. P-1

3.  Inspect and reinstall/replace pulleys, 
tensioners and drive belts; adjust drive 
belts and check alignment. P-1 

4.  Recover coolant, flush, and refill with 
recommended coolant/additive pack-
age; bleed cooling system. P-1

5.  Inspect coolant conditioner/filter assem-
bly for leaks; inspect valves, lines, and                                                     
fittings; replace as needed. P-1

6.  Inspect water pump, hoses, and clamps. 
P-1

7.  Inspect, and pressure test cooling 
system(s); pressure test cap, tank(s), and 
recovery systems; inspect radiator and 
mountings. P-1

8.  Inspect thermostatic cooling fan system 
(hydraulic, pneumatic, and electronic)                                                            
and fan shroud. P-1

9.  Identify engine block heater(s). P-2

F. Air Induction and Exhaust System
1. Inspect turbocharger(s), wastegate(s), 

and piping systems. P-2 
2. Check air induction system including: 

cooler assembly, piping, hoses, clamps, 
and mountings; replace air filter as 
needed; reset restriction indicator (if ap-
plicable). P-1  

3.  Inspect intake manifold, gaskets, and 
connections. P-1

4. Inspect engine exhaust system, exhaust 
gas recirculation (EGR) system, and                                                              
exhaust aftertreatment system for leaks, 
mounting, proper routing, and damaged                                      
or missing components.  P-1 

5.  Inspect crankcase ventilation system; 
service as needed. P-1 

G. Fuel System
1.  Check fuel level and condition. P-1
2. Inspect fuel tanks, vents, caps, mounts, 

valves, screens, crossover system, hoses,                                              
lines, and fittings. P-1

3.  Inspect low-pressure fuel system compo-
nents (fuel pump, pump drives, screens,                                    
fuel/water separators/indicators, hoses, 
lines, filters, heaters, coolers, ECM 
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cooling plates, check valves, pressure 
regulator valves, restrictive fittings, and 
mounting hardware).  P-1

4.  Replace fuel filter; prime and bleed fuel 
system.  P-1

5.  Inspect high-pressure fuel system com-
ponents (fuel pump, pump drives, hoses, 
injection lines, filters, hold-downs, fit-
tings, seals, and mounting hardware). 
P-1

H. Engine Brakes
1. Inspect engine compression and/or ex-

haust brake housing, valves, seals, lines,                                         
and fittings.  P-1

JOB FUNCTION II. DRIVE TRAIN 
For every task in Drive Train, the following 
safety requirements must be strictly enforced:

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations.

  
The first tasks in Drive Train are to listen to 
and verify the operator’s concern, review 
past maintenance and repair documents, and 
determine necessary action.  
    
A. General 

1.  Research vehicle service information, 
including fluid type, vehicle service his-
tory, service precautions, and technical 
service bulletins. P-1 

2. Identify drive train components, trans-
mission type, and configuration. P-1

B. Clutch   
1.  Inspect and adjust clutch, clutch 

brake, linkage, cables, levers, brack-

ets, bushings, pivots, springs, 
and clutch safety switch (includes 
push-type and pull-type); check                                                     
pedal height and travel; determine 
needed action.  P-1

2.  Inspect clutch master cylinder fluid level; 
check clutch master cylinder, slave cylin-
der, lines, and hoses for leaks and dam-
age; determine needed action.  P-1  

 
C. Transmission  

1. Inspect transmission shifter and linkage; 
inspect transmission mounts, insulators, 
and mounting bolts. P-1

2.  Inspect transmission for leakage; deter-
mine needed action.  P-1 

3.  Replace transmission cover plates, gas-
kets, seals, and cap bolts; inspect seal 
surfaces and vents; determine needed 
action.  P-1 

4.  Check transmission fluid level and con-
dition; determine needed action. P-1

5.  Inspect transmission breather; inspect 
transmission oil filters, coolers and 
related components; determine needed 
action.  P-2 

6. Inspect speedometer components. P-2  
7. Inspect and test function of reverse light, 

neutral start, and warning device cir-
cuits. P-1

D. Driveshaft and Universal Joints 
1.  Inspect, service, and/or replace 

driveshafts, slip joints, yokes, drive 
flanges, support bearings, univer-
sal joints, boots, seals, and retaining/
mounting hardware; check phasing                                                   
of all shafts.  P-1

E. Drive Axles  
1.  Check for fluid leaks; inspect drive axle 

housing assembly, cover plates, gaskets,                                                              
seals, vent/breather, and magnetic plugs.  
P-1 
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2.  Check drive axle fluid level and condi-
tion; check drive axle filter; determine 
needed action. P-1 

3.  Inspect air-operated power divider (in-
ter-axle differential) assembly including:                                                    
diaphragms, seals, springs, yokes, pins, 
lines, hoses, fittings, and controls.  P-2 

4.  Inspect drive axle shafts; determine 
needed action.  P-2  

5.  Remove and replace wheel assembly; 
check rear wheel seal and axle flange for 
leaks; determine needed action.   P-1 

JOB FUNCTION III. BRAKES 
For every task in Brakes, the following safety 
requirements must be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations. 

The first tasks in Brakes are to listen to and 
verify the operator’s concern, review past 
maintenance and repair documents, and de-
termine necessary action. 

A. General 
1.  Research vehicle service information, 

including fluid type, vehicle service his-
tory, service precautions, and technical 
service bulletins. P-1 

2.  Identify brake system components and 
configurations (including air and hy-
draulic systems, parking brake, power 
assist, and vehicle dynamic brake sys-
tems). P-1 

3.  Identify brake performance problems 
caused by the mechanical/foundation 
brake system (air and hydraulic).  P-1   

B. Air Brakes: Air Supply and Service Sys-
tems

1.  Inspect air supply system components 
such as compressor, governor, air drier, 
tanks,  and lines; inspect service sys-
tem components such as lines, fittings, 
mountings, and valves (hand brake/
trailer control, brake relay, quick release, 
tractor protection, emergency/spring 
brake control/modulator, pressure re-
lief/safety). P-1 

2. Verify proper gauge operation and read-
ings; verify low pressure warning alarm 
operation; perform air supply system 
tests such as pressure build-up, governor 
settings, and leakage; drain air tanks and 
check for contamination.  P-1 

C. Air Brakes: Mechanical/Foundation  
Brake System

1.  Inspect service brake chambers, dia-
phragms, clamps, springs, pushrods, 
clevises, and mounting brackets; deter-
mine needed action.  P-1

2.  Identify slack adjuster type; inspect slack 
adjusters; determine needed action. P-1   

3.  Check camshafts (S-cams), tubes, roll-
ers, bushings, seals, spacers, retainers, 
brake spiders, shields, anchor pins, and 
springs; determine needed action.  P-1  

4.  Inspect rotor and mounting surface; mea-
sure rotor thickness, thickness variation,                                                           
and lateral runout; determine needed 
action. P-1  

5.  Inspect, clean, and adjust air disc brake 
caliper assemblies; inspect and measure                                        
disc brake pads; inspect mounting hard-
ware; perform needed action. P-1 

6.  Remove brake drum; clean and in-
spect brake drum and mounting 
surface; measure brake drum di-
ameter; measure brake lining thick-
ness; inspect brake lining condition;                                           
determine needed action.  P-1 
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D. Air brakes: Parking Brake System
1.  Inspect and check parking (spring) brake 

chamber for leaks; determine needed ac-
tion. P-1

2.  Inspect and test parking (spring) brake 
check valves, lines, hoses, and fittings;  
determine needed action. P-1 

3.  Inspect and test parking (spring) brake 
application and release valve; determine                             
needed action. P-1 

4.  Manually release (cage) and reset (un-
cage) parking (spring) brakes. P-1   

E. Hydraulic Brakes: Hydraulic System     
1.  Check master cylinder fluid level and 

condition; determine proper fluid type 
for application.  P-1  

2.  Inspect hydraulic brake system compo-
nents for leaks and damage.  P-1  

3.  Check hydraulic brake system operation 
including pedal travel, pedal effort, and                                                    
pedal feel. P-1  

F. Hydraulic Brakes: Mechanical/Foundation 
Brake System   

1.  Inspect rotor and mounting surface; 
measure rotor thickness, thickness 
variation, and lateral runout; determine 
needed action. P-1  

2.  Inspect and clean disc brake caliper as-
semblies; inspect and measure disc brake 
pads; inspect mounting hardware; deter-
mine needed action. P-1 

3.  Remove brake drum; clean and in-
spect brake drum and mounting 
surface; measure brake drum di-
ameter; measure brake lining thick-
ness; inspect brake lining condition;                                                                  
inspect wheel cylinders; determine 
needed action.  P-1  

G. Hydraulic Brakes: Parking Brake System    
1. Check parking brake operation; inspect 

parking brake application and holding 
devices. P-1

H. Power Assist Systems
1.  Check brake assist/booster system 

(vacuum or hydraulic) hoses and control 
valves; check fluid level and condition (if 
applicable).  P-1   

2.  Check operation of emergency (back-
up/reserve) brake assist system.  P-1 

I. Vehicle Dynamic Brake Systems (Air and 
Hydraulic): Antilock Brake System (ABS), Au-
tomatic Traction Control (ATC) System, and 
Electronic Stability Control (ESC) System 

1. Observe antilock brake system (ABS) 
warning light operation including trailer 
and dash mounted trailer ABS warning 
light. P-1  

2. Observe automatic traction control 
(ATC) and electronic stability control 
(ESC) warning light operation.  P-2  

J. Wheel Bearings 
1.  Clean, inspect, lubricate, and/or replace 

wheel bearings and races/cups; replace 
seals and wear rings; inspect spindle/
tube; inspect and replace retaining hard-
ware; adjust wheel bearings; check hub 
assembly fluid level and condition; veri-
fy end play with dial indicator method.   
P-1 

2.  Identify, inspect, and/or replace unit-
ized/preset hub bearing assemblies. P-2

JOB FUNCTION IV. SUSPENSION AND STEERING 
For every task in Suspension and Steering, the 
following safety requirements must be strictly 
enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations.  
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The first tasks in Suspension and Steering are 
to listen to and verify the operator’s concern, 
review past maintenance and repair docu-
ments, and determine necessary action. 

A. General    
1. Research vehicle service information, 

including fluid type, vehicle service his-
tory, service precautions, and technical 
service bulletins. P-1  

2. Disable and enable supplemental re-
straint system (SRS); verify indicator 
lamp operation. P-1  

3. Identify suspension and steering system 
components and configurations. P-1

B. Steering Column  
1. Check steering wheel for free play, bind-

ing, and proper centering; inspect and 
service steering shaft U-joint(s), slip 
joint(s), bearings, bushings, and seals; 
phase steering shaft.  P-1 

2.  Check operation of tilt and telescoping 
steering column.  P-1 

3.  Check cab mounting.  P-2  

C. Steering Pump and Gear Units
1. Check power steering pump and gear 

operation, mountings, lines, and hoses; 
check fluid level and condition; service 
filter; inspect system for leaks. P-1  

2. Flush and refill power steering system; 
purge air from system.  P-2

  
D. Steering Linkage 

1. Inspect tie rod ends, ball joints, king-
pins, pitman arms, idler arms, and other 
steering linkage components; lubricate as 
needed.  P-1  

E. Suspension Systems 
1.  Inspect shock absorbers, bushings, 

brackets, and mounts; determine needed 
action. P-1

2. Inspect leaf springs, center bolts, clips, 
pins, bushings, shackles, U-bolts, insula-
tors, brackets, and mounts; determine 
needed action.  P-1 

3. Inspect axle and axle aligning devices 
such as: radius rods, track bars, stabilizer 
bars,and torque arms; inspect related 
bushings, mounts, and shims. P -1

4.  Inspect tandem suspension equalizer 
components. P-3

5.  Inspect and test air suspension pres-
sure regulator and height control valves, 
lines, hoses, dump valves, and fittings; 
check and record ride height.  P-1  

6. Inspect air springs, mounting plates, 
springs, suspension arms, and bushings. 
P-1 

    
F. Wheel Alignment    

1.  Demonstrate understanding of align-
ment angles. P-3    

G. Wheels and Tires 
1. Inspect tire condition; identify tire wear 

patterns; measure tread depth; verify tire 
matching (diameter and tread); inspect 
valve stem and cap; set tire pressure. P-1  

2. Identify wheel/tire vibration, shimmy, 
pounding, and hop (tramp) problems. 
P-2

3. Check wheel mounting hardware; check 
wheel condition; remove and install 
wheel/tire assemblies (steering and 
drive axle); torque fasteners to manu-
facturer’s specification using torque 
wrench. P-1 

   
H. Frame and Coupling Devices 

1. Inspect, service, and/or adjust fifth 
wheel, pivot pins, bushings, locking 
mechanisms, mounting hardware, air 
lines, and fittings. P-1 

2. Inspect frame and frame members for 
cracks, breaks, corrosion, distortion,                                                           
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elongated holes, looseness, and damage. 
P-1 

3. Inspect frame hangers, brackets, and 
cross members. P-3 

4.  Check pintle hook and mounting (if ap-
plicable). P-1 

JOB FUNCTION V. ELECTRICAL/ELECTRONIC 
SYSTEMS 
For every task in Electrical/Electronic Sys-
tems, the following safety requirements must 
be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations. 

The first tasks in Electrical/Electronic Sys-
tems are to listen to and verify the operator’s 
concern, review past maintenance and repair 
documents, and determine necessary action. 

A. General  
1.  Research vehicle service information, 

including vehicle service history, service                                          
precautions, and technical service bulle-
tins. P-1 

2.  Demonstrate knowledge of electrical/
electronic series, parallel, and series par-
allel circuits using principles of electric-
ity (Ohm’s Law).P-1                           

3. Demonstrate proper use of test equip-
ment when measuring source voltage, 
voltage drop (including grounds), cur-
rent flow, continuity, and resistance. P-1  

 4. Demonstrate knowledge of the causes 
and effects of shorts, grounds, opens, 
and   resistance problems in electrical/
electronic circuits.  P-1

5.  Use wiring diagrams to trace electrical/
electronic circuits.  P-1 

6.  Measure parasitic (key-off) battery drain.   
P-1  

7. Demonstrate knowledge of the function, 
operation, and testing of fusible links, 
circuit breakers, relays, solenoids, di-
odes, and fuses. P-1  

8. Inspect, repair (including solder repair), 
and/or replace connectors, seals, termi-
nal  ends, and wiring; verify proper rout-
ing and securement.  P-1  

9.  Use appropriate electronic service tool(s) 
and procedures to check, record, and 
clear diagnostic codes; interpret digital 
multimeter (DMM) readings. P-2  

10. Check for malfunctions caused by faults 
in the data bus communications net-
work.  P-2  

11. Identify electrical/electronic system 
components and configuration.  P-1

   
B. Battery System  

1. Identify battery type and system con-
figuration. P-1   

2. Confirm proper battery capacity for ap-
plication; perform battery state-of charge   
test; perform battery capacity test, deter-
mine needed action. P-1   

3. Inspect battery, battery cables, connec-
tors, battery boxes, mounts, and hold-
downs;  determine needed action.  P-1   

4.  Charge battery using appropriate meth-
od for battery type.  P-1  

5.  Jump-start vehicle using a booster bat-
tery and jumper cables or using an ap-
propriate auxiliary power supply.  P-1   

6.  Identify low voltage disconnect (LVD) 
systems.  P-2  

 
C. Starting System 

1. Demonstrate understanding of starter 
system operation. P-1
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JOB FUNCTION VI. HEATING, VENTILATION, AND 
AIR CONDITIONING (HVAC) 
For every task in Heating, Ventilation and Air 
Conditioning (HVAC), the following safety 
requirements must be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations. 

The first tasks in Heating, Ventilation, & Air 
Conditioning are to listen to and verify the 
operator’s concern, review past maintenance 
and repair documents, and determine neces-
sary action. All practices and procedures must 
be performed according to current mandates, 
standards, and regulations. 

A. General  
1.  Research vehicle service information, 

including refrigerant/oil type, vehicle 
service  history, service precautions, and 
technical service bulletins.  P-1   

2.  Identify heating, ventilation, and air 
conditioning (HVAC) components and 
configuration.  P-1 

3.  Use appropriate electronic service tool(s) 
and procedures to check, record, and 
clear diagnostic codes; interpret digital 
multimeter (DMM) readings. P-1   

B. Refrigeration System Components
1.  Inspect A/C compressor drive belts, pul-

leys, and tensioners; verify proper belt 
alignment. P-1 

2.  Check A/C system operation including 
system pressures; visually inspect A/C  
components for signs of leaks; check 
A/C monitoring system (if applicable).  
P-1 

2. Perform starter circuit cranking voltage 
and voltage drop tests.  P-1 

3. Inspect starter control circuit switches, 
relays, connectors, terminals, wires, and 
harnesses (including over-crank protec-
tion).  P-1                              

D. Charging System   
1. Identify and understand operation of the 

generator (alternator).  P-1  
2. Check instrument panel mounted volt-

meters and/or indicator lamps. P-1  
3. Inspect generator (alternator) drive belt 

condition; check pulleys and tensioners 
wear; check fans and mounting brackets; 
verify proper belt alignment.  P-1    

4. Inspect cables, wires, and connectors in 
the charging circuit. P-1 

5. Perform charging system voltage and 
amperage output tests; perform AC 
ripple test. P-1  

E. Lighting Systems
1.  Inspect for brighter-than-normal, in-

termittent, dim, or no-light operation; 
determine needed action. P-1 

2.  Test, replace, and aim headlights. P-1 
3.  Inspect cables, wires, and connectors in 

the lighting systems.   P-1
4.  Inspect tractor-to-trailer multi-wire con-

nectors, cables, and holders.  P-1 

F. Instrument Cluster and Driver Informa-
tion Systems

1. Check gauge and warning indicator op-
eration.  P-1 

2. Identify the sensor/sending units, gaug-
es, switches, relays, bulbs/LEDs, wires, 
terminals, connectors, sockets, printed 
circuits, and control components/mod-
ules of the instrument cluster, driver in-
formation system, and warning systems. 
P-2 
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3.  Inspect A/C condenser for airflow re-
strictions; determine needed action. P-1 

C. Heating, Ventilation and Engine Cooling 
Systems 

1. Inspect engine cooling system and heater 
system hoses and pipes; determine                                                       
needed action.   P-1   

2.  Inspect HVAC system-heater ducts, 
doors, hoses, cabin filters, and outlets;                                                                     
determine needed action.   P-1 

3.  Identify the source of A/C system odors. 
P-2    

D. Operating Systems and Related Controls
1.  Verify blower motor operation; confirm 

proper air distribution; confirm proper                                                         
temperature control; determine needed 
action. P-1

JOB FUNCTION VII. CAB 
For every task in Cab the following safety 
requirements must be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations.  

The first tasks in Cab are to listen to and 
verify operator’s concern, review past main-
tenance documents, and record condition on 
appropriate document. 

A. General 
1. Research vehicle service information 

including, vehicle service history, service                                               
precautions, and technical service bulle-
tins. P-1  

2.  Use appropriate electronic service tool(s) 
and procedures to check, record, and 

clear diagnostic codes; check and record 
trip/operational data; reset maintenance 
monitor (if applicable); interpret digital 
multimeter (DMM) readings.  P-1   

B. Instruments and Controls    
1.  Inspect mechanical key condition; check 

operation of ignition switch; check 
operation of indicator lights, warning 
lights and/or alarms; check instru-
ments; record oil pressure and system 
voltage; check operation of electronic 
power take-off (PTO) and engine idle                                          
speed controls (if applicable). P-1   

2.  Check operation of all accessories. P-1  
3.  Understand operation of auxiliary power 

unit (APU)/electric power unit (EPU). 
P-3 

C. Safety Equipment 
1.  Check operation of horns (electric and 

air); check warning device operation 
(reverse, air pressure, etc.); check con-
dition of spare fuses, safety triangles, 
fire extinguisher, and all require de-
cals; inspect seat belts and sleeper 
restraints; inspect condition of wiper                                            
blades and arms.  P-1  

D. Hardware   
1.  Check operation of wipers and 

washer; inspect windshield glass for 
cracks or discoloration; check sun vi-
sor; check seat condition, operation, 
and mounting; checkdoor glass and 
window operation; verify operation 
of door and cab locks; inspect steps                                                 
and grab handles; inspect mirrors, 
mountings, brackets, and glass. P-1   

2. Record all physical damage. P-2  
3. Lubricate all cab grease fittings; inspect 

and lubricate door and hood hinges, 
latches, strikers, lock cylinders, safety 
latches, linkages, and cables.  P-2  

APPENDIX A
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 4. Inspect cab mountings, hinges, latches, 
linkages, and ride height. P-1      

 5.  Inspect quarter fender, mud flaps, and 
brackets. P-1       

JOB FUNCTION VIII. HYDRAULICS 
For every task in Hydraulics, the following 
safety tasks must be strictly enforced: 

• Comply with personal and environmen-
tal safety practices associated with eye/
foot/hand/hearing protection, clothing, 
hand tools, power equipment, lifting 
practices, and ventilation. 

• Handle, store, and dispose of fuels/
chemicals/materials in accordance with 
federal, state, and local regulations.  

The first tasks in Hydraulics are to listen to 
and verify the operator’s concern, review 
past maintenance and repair documents, and 
determine necessary action. 
           

APPENDIX A

A. General   
1. Research vehicle service information, 

including vehicle service history, service                                            
precautions, fluid type, and technical 
service bulletins. P-3  

2. Verify placement of equipment/compo-
nent safety labels and placards; deter-
mine needed action.  P-3    

3.  Identify hydraulic system components; 
locate filtration system components; ser-
vice filters and breathers.  P-3

4. Check fluid level and condition; take a 
hydraulic fluid sample for analysis. P-3

5. Inspect hoses and connections for leaks, 
proper routing, and proper protection;                           
determine needed action.  P-3
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EXAMPLE OF WORK PROCESS SCHEDULE ASSESSMENT
For : (APPRENTICE NAME)

JOB FUNCTION I - DIESEL ENGINES

Task Number (See Task List for 
detailed Competency)

Priority Assessments 
Ratings/Dates/Initials

Task Completion 
Date/ Supervisor

A. General

1.  Research vehicle service 
information.

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

2. Inspect fluid levels P-1 ______/___________/_______
______/___________/_______
______/___________/_______

3. Inspect engine assembly 
leaks. 

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

4. Check engine operation. P-2 ______/___________/_______
______/___________/_______
______/___________/_______

5. Check/record diagnostic 
codes; trip/operational data;  
(DMM) readings.

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

6.  Identify system components, 
configurations, and types. 

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

B. Cylinder Head and Valve 
Train

1.   Inspect electronic wiring har-
ness and brackets

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

C. Engine Block
1.   Inspect crankshaft vibra-

tion damper; inspect engine 
mounts.

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

D. Lubrication Systems
1. Test engine oil pressure and 

temperature/gauges/sen-
sors/ sending units. 

P-1 ______/___________/_______
______/___________/_______
______/___________/_______
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Task Number (See Task List for 
detailed Competency)

Priority Assessments 
Ratings/Dates/Initials

Task Completion 
Date/ Supervisor

2.  Engine oil level check and 
sampling.

P-1 ______/___________/_______
______/___________/_______
______/___________/_______

3.  Oil and filter service. P-1 P-1 ______/___________/_______
______/___________/_______
______/__________/_______

E. Cooling System
1.  Check and test engine cool-

ant and additives
P-1 ______/___________/_______

______/___________/_______
______/__________/_______

2. Test coolant temperature/
gauges/sensors/ sending 
units. 

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

3.  Inspect/adjust and reinstall/
replace pulleys, tensioners 
and drive belts.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

4.  Coolant, flush, refill; bleed 
cooling system

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

5.  Inspect/replace coolant con-
ditioner/filter, valves, lines,                                         
fittings.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

6.  Inspect water pump, hoses, 
and clamps.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

7.  Inspect/test cooling 
system(s); pressure cap, tank, 
radiator & recovery systems.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

8.  Inspect thermostatic cooling 
fan system

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

9.  Identify engine block 
heater(s)

P-2 ______/___________/_______
______/___________/_______
______/__________/_______
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Task Number (See Task List for 
detailed Competency)

Priority Assessments 
Ratings/Dates/Initials

Task Completion 
Date/ Supervisor

F. Air Induction and Exhaust 
System

1. Inspect turbocharger(s), 
wastegate(s), and piping 
systems.

P-2 ______/___________/_______
______/___________/_______
______/__________/_______

2. Check/replace/ reset air 
induction system .

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

3.  Inspect intake manifold, gas-
kets, and connections.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

4. Inspect engine exhaust and 
EGR and aftertreatment sys-
tems.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

5.  Inspect/service crankcase 
ventilation system.

P-1 ______/___________/_______
______/___________/_______
______/___________/______

G. Fuel System
1.  Check fuel level and condi-

tion. 
P-1 ______/___________/_______

______/___________/_______
______/__________/_______

2. Inspect fuel tanks, cross-
over system, hoses,                                              
lines, fittings & components.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

3.  Inspect low-pressure fuel 
system components. 

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

4.  Replace fuel filter; prime and 
bleed fuel system.  

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

5.  Inspect high-pressure fuel 
system components and 
hardware.

P-1 ______/___________/_______
______/___________/_______
______/__________/_______
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Task Number (See Task List for 
detailed Competency)

Priority Assessments 
Ratings/Dates/Initials

Task Completion 
Date/ Supervisor

H. Engine Brakes
1.   Inspect engine compression 

and/or exhaust brake hous-
ing and components

P-1 ______/___________/_______
______/___________/_______
______/__________/_______

Job Function I - Diesel Engines 
Completion Certification

Pay 
Step 
Eli-

gible
(Y/N) 

Total Completed Tasks (% 
of job function priority 
tasks)

P-1 = XX (Y%)
P-2 = XX (Y%)
P-3 = XX (Y%)

Job Function 
Completion  

Date/Supervisor

EDITORIAL NOTE:
For the complete Work Process Schedule Assessment, this example must be expanded upon to include a 
section to track the apprentice’s competency assessments for the Tasks in each Job Function, and be cor-
related to the wage progression steps for the particular RAP.

Job Function
Approx. 
Training 

Hours

Total Completed Tasks by 
Priority Type

Competion  
Date

I - Diesel Engines xx P-1 = XX  P-2 = XX  P-3 = XX
II - Drive Train xx
III - Brakes xx
IV - Suspension/Steering xx
V - Electrical/Electronics xx
VI - HVAC xx
VII - Cab xx
VIII - Hydraulics xx

Total:

Exit Wage Eligible (Y/N): ____

Supervisor Signature:

___________________________

xxx Task
Type

Total 
Tasks 
Comp.

% of All 
IMMR Tasks 
by Type

P-1
P-2
P-3

Program 
Completion 

Eligible (Y/N)

Date
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APPENDIX B
EXAMPLE OF APPRENTICESHIP AGREEMENT AND APPLICATION FOR 

CERTIFICATION OF COMPLETION OF APPRENTICESHIP

 

Program Registration and 
Apprenticeship Agreement  
Office of Apprenticeship 

Example 

                                                                                        APPRENTICE REGISTRATION – SECTION II                   
PART A: TO BE COMPLETED BY APPRENTICE.  NOTE TO EMPLOYER: PART A SHOULD ONLY BE FILLED OUT BY APPRENTICE. 

1. Name (Last, First, Middle) and Address   *Social Security Number 

                                                                                -  -      
(No., Street, City, State, Zip Code, Telephone Number) 
       

Answer Both A and B (Voluntary) 
(Definitions on reverse) 

 
4.  a.  Ethnic Group (Mark one) 

 Hispanic or Latino 
 Not Hispanic or Latino 

 
  b.  Race (Mark one or more) 

 American Indian or Alaska native 
 Asian 
 Black or African American 
 Native Hawaiian or other 

  Pacific Islander 
 White 

5. Veteran Status (Mark one) 
 

 Non-Veteran 
 

 Veteran 

6.  Education Level (Mark one) 
 

 8th grade or less 
 9th to 12th grade 
 GED 
 High School Graduate or 

     Greater 
 Post Secondary or Technical 

 Training 

2. Date of Birth (Mo., Day, Yr.) 
      

3. Sex (Mark one) 
 Male             Female 

7a. Employment Status (Mark one)                        New Employee              Existing Employee 
 

7b. Career Connection (Mark one) (Instructions on reverse)   None     Pre-Apprenticeship    Technical Training School     Military Veterans          
       

       Job Corps        YouthBuild        HUD/STEP-UP         Career Center Referral          School-to-Registered Apprenticeship                                                   
8. Signature of Apprentice Date 
 

            
9. Signature of Parent/Guardian (if minor) Date 
 

            
PART B: EMPLOYER:  EXCEPT FOR ITEMS 6, 7, 8, 10a. - 10c, REMAINDER OF ITEMS REPOPULATED FROM PROGRAM REGISTRATION.  

1. Employer Program No.        
 

Employer Name and Address (No. Street, City, County, State, Zip Code) 
 
 

2a Occupation (The work processes listed in the 
standards are part of this agreement). 

 
Medium/Heavy Duty Truck Technician 

 

2b Occupation Code:0153 
 

2b.1. Interim Credentials 
Only applicable to Part B, 3.b. 
and 3.c. (Mark one) 
        Yes      No 

3. Occupation Training 
Approach (Mark one) 
 

3a.  Time-Based 
3b.  Competency-Based 
3c.  Hybrid  

4. Term 
(Hrs., Mos., Yrs.) 
 

2000  

5. Probationary Period 
(Hrs., Mos., Yrs.) 
 

500  

6. Credit for Previous 
Experience (Hrs., Mos., Yrs.) 
 

       

7. Term Remaining 
(Hrs., Mos., Yrs.) 
 

       

8. Date Apprenticeship 
Begins 
 

      
9a. Related Instruction 

(Number of Hours Per Year) 
540 

9b. Apprentice Wages for Related Instruction 
 

 Will Be Paid   Will Not Be Paid 
9c. Related Training Instruction Source 

Lanier Technical College 

10. Wages: (Instructions on reverse) 

10a. Pre-Apprenticeship Hourly Wage $       10b. Apprentice’s Entry Hourly Wage $      10c. Journeyworker’s Hourly Wage $      

Check Box Period 1 2 3 4 5 6 7 8 9 10 
10d. Term       

 Hrs.,  Mos., or Yrs.                                                             

10e. Wage Rate 
(Mark one) %  or $                                                              

11. Signature of Employer’s Representative(s) Date Signed 
 

            
13. Name and Address of Employer Designee to Receive Complaints 
 (If applicable) 
  

12. Signature of Employer’s Representative(s) Date Signed 
 

           

(NEXT PAGE)
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APPENDIX B

Program Definitions and/or Instructions:

Part A

Item 4.a. Definition - Ethnic Group:

Hispanic or Latino:  A person of Cuban, Mexican, Puerto Rican, South or Central American, or other 
Spanish culture or origin, regardless of race.  The term, “Spanish origin,” can be used in addition to “His-
panic or Latino.”

Item 4.b. Definitions - Race:

American Indian or Alaska Native:  A person having origins in any of the original peoples of North and 
South America (including Central America), and who maintains tribal affiliation or community attachment.

Asian:  A person having origins in any of the original peoples of the Far East, Southeast Asia, or the In-
dian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the 
Philippine Islands, Thailand, and Vietnam.

Black or African American:  A person having origins in any of the black racial groups of Africa.  Terms 
such as “Haitian” or “Negro” can be used in addition to “Black or African American.”

Native Hawaiian or Other Pacific Islander:  A person having origins in any of the original peoples of Ha-
waii, Guam, Samoa, or other Pacific Islands.

White:  A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

Item 7b. Instructions:

Indicate any career connection (definitions follow).  Enter “None” if no career connection applies.

Pre-Apprenticeship:  A program or set of strategies designed to prepare individuals to enter and succeed 
in a Registered Apprenticeship program.

Technical Training School:  Graduates trained in an occupation from a technical training school related to 
an occupation registered by the program employer and who meet the minimum qualifications for Regis-
tered Apprenticeship.

Military Veterans:  Veterans that completed a military technical training school and/or elect to participate 
in the Building and Construction Trades Helmets to Hardhats Program or trained in an occupation while 
in the military related to an occupation registered by the program employer and who meet the minimum 
qualifications for Registered Apprenticeship.
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Job Corps:  Graduates trained in an occupation from a federally funded Job Corps center related to an 
occupation registered by the program employer and who meet the minimum qualifications for Registered 
Apprenticeship.

YouthBuild:  Graduates trained in an occupation from a federally funded YouthBuild program related to an 
occupation registered by the employer and who meet the minimum qualifications for Registered Appren-
ticeship.

HUD/Step-Up:  Applicants who successfully participated in the U.S. Department of Housing and Urban 
Development Step-Up program and received an apprenticeship experience which meets the minimum 
qualifications for Registered Apprenticeship.

Career Center Referral:  Includes career center participants referred to the Registered Apprenticeship 
Program and/or apprentice(s) that receive workforce system funded services that support their partici-
pation in a Registered Apprenticeship program.  This may include the use of individual training accounts 
and/or on-the-job training reimbursements.

School-to-Registered Apprenticeship:  Program designed to allow high school youth ages 16 - 17 to enter 
a Registered Apprenticeship program and continue after graduation with full credit given for the high 
school portion.

Part B

Item 2.b.1.   Interim Credentials. Based on program standards that utilize the competency-based or hy-
brid training approach, and, upon request of the program employer, the credentials are issued as certifi-
cates by the Registration Agency.  Interim credentials provide certification of competency attainment by 
an apprentice.

Item 3. Occupation Training Approach. The program employer decides which of the three training meth-
ods to use in the program as follows:

3.a. Time-Based Training Approach — Apprentice required to complete a specific number of hours of on-
the-job learning (OJL) and related training instruction (RTI).

3.b. Competency-Based Training Approach — Apprentice required to demonstrate competency in de-
fined subject areas and does not require any specific hours of OJL or RTI; or

3.c. Hybrid-Training Approach — Apprentice required to complete a minimum number of OJL and RTI 
hours and demonstrate competency in the defined subject areas.

Item 4. Term (Hrs., Mos., Yrs.).  Based on the program employer’s training approach.  See Part B, Item 4.  
Available in the terms of the Apprenticeship Program Model.
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Item 5. Probationary Period (Hrs. Mos., Yrs.).  Probation period cannot exceed 25 percent of the length of 
the program or one year, whichever is shorter.

Item 7.  Term Remaining (Hrs., Mos., Yrs.).  Under Part B, Item 6., Credit for Previous Experience (Hrs., 
Mos., Yrs.) is determined by the program employer.  The Term Remaining (Hrs., Mos., Yrs.) in Part B, Item 
7., for the apprentice to complete the apprenticeship is based on the training approach indicated in Part 
B, Item 3.  The term remaining is available in the terms of the Apprenticeship Program Model.

Item 10. Wage Instructions:
10a. Pre-Apprentice hourly wage:  Employer enters the individual’s hourly wage in the quarter prior to 
becoming an apprentice.

10b. Apprentice’s entry hourly wage (hourly dollar amount paid):  Employer enters this apprentice’s entry 
hourly wage.

10c. Technician’s (Journeyman’s) wage:  employer enters wage per hour.

10d. Term:  Employer enters in each box the apprentice schedule of pay for each advancement period 
based on the program employer’s training approach (see Part B, Item 3), and is available in the terms of 
the Apprenticeship Program Model.

10e. Percent or dollar amount:  Employer marks one.

Notes:
10c. If the employer is signatory to a collective bargaining agreement, the technician’s wage rate in the 
applicable collective bargaining agreement is identified.  Apprenticeship program employers not covered 
by a collective bargaining agreement must identify a minimum technician’s hourly wage rate that will be 
the basis for the progressive wage schedule identified in Item 10e of this agreement.

10d. The employer agrees to pay the hourly wage rate identified in this section to the apprentice each 
period of the apprenticeship based on the successful completion of the training approach and related 
instructions outlined in the Apprenticeship Program Model.  The period may be expressed in hours, 
months, or years.

10e. The wage rates are expressed either as a percent or in dollars and cents of the technician’s wage 
depending on the industry.

Item 13. Identifies the individual or entity responsible for receiving complaints. 
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QUALIFICATION & APPLICATION PROCEDURES 
A. Applicants will be accepted as neces-

sary throughout the year.  Every person 
requesting an application will have one 
made available upon signing the appli-
cant log.

B. All applications will be identical in form 
and requirements.  The application form 
will be numbered in sequence corre-
sponding with the number appearing on 
the applicant log so that all applications 
can be accounted for.  Columns will be 
provided on the applicant log to show 
race, ethnicity, and sex and the progress 
by dates and final disposition of each ap-
plication.

C. Before completing the application, each 
applicant will be required to review the 
Apprenticeship Standards and will be 
provided information about the pro-
gram.  If the applicant has any additional 
questions on the qualifications or needs 
additional information to complete the 
application, it will be provided by the 
sponsor.

D. Receipt of the properly completed appli-
cation form along with required support-
ing documents (driver’s license, birth 
certificate, or other acceptable proof of 
age; copy of high school diploma, GED 
certificate, or other acceptable documen-
tation of education) will constitute re-
ceipt of a completed application.

E. Completed applications will be checked 
for minimum qualifications.  Applicants 
deficient in one or more qualifications or 
requirements or making false statements 
on their applications will be notified in 
writing of their disqualification and of 

the appeal rights available to them.  No 
further processing of such applications 
will be taken.

F. Applicants meeting the minimum quali-
fications and submitting the required 
documents will be notified where and 
when to appear for an interview (if ap-
plicable).

SELECTION PROCEDURES 
Applicants will be accepted throughout the 
year.  Individual employers signing Appen-
dix D will ensure that qualifications are met. 
Apprentices can be chosen both from incum-
bent workforce members or be recruited from 
outside labor sources such as Technical Col-
leges; Work based learning programs or any 
other labor sources. Selection procedures are 
as follows:

1. All applicants who have met the mini-
mum qualifications must be recom-
mended by a participating high school or 
college instructor as being qualified for 
the apprenticeship. 

2. All applicants must complete a job 
shadow at one or more of the participat-
ing employer sites during the application 
process.

3. All applicants must apply to the appren-
ticeship through an application provided 
either by the sponsor or a participating 
employer. 

4. Participating employers will interview 
those applicants selected to advance dur-
ing the application process.

5. After completing the interview and 
evaluation of the applicants, individual 
employers will select the applicants they 
wish to hire as apprentices. 

APPENDIX C: 
QUALIFICATIONS AND SELECTION PROCEDURES

APPENDIX C
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EMPLOYER ACCEPTANCE AGREEMENT
The undersigned employer hereby subscribes to the provisions of the Apprenticeship Program Model 
formulated and registered by the Employer [Insert Name] and agree(s) to carry out the intent and pur-
pose of said Apprenticeship Program Model for Commercial Vehicle Technicians and accompanying 
Appendices and to abide by the rules and decisions of the Employer established under these Apprentice-
ship Program Model. The employer has been furnished a copy of the Program Model and has read and 
understands them, and requests certification to train apprentices under the provisions of this Program 
Model. On-the-job, the apprentice is hereby assured qualified training personnel and adequate supervi-
sion during the apprenticeship. The training should follow the approved Work Process Schedule and 
Related Instruction Outline including the rotation of tasks. The employer further agrees to follow the se-
lection procedures per the approved Program Model or develop alternative selection procedures in the 
Employer Acceptance Agreement that are consistent with the requirements set forth in 29 CFR § 30.10(b). 
This employer acceptance agreement will remain in effect until canceled voluntarily or revoked by the 
Employer, or the Office of Apprenticeship.

(Manual signatures required)

____________________________________________ 
(Print Name of Employer Representative)    

Signed: _____________________________________  
           (On Behalf of Employer)       
Date:     _____________________________________          

Employer Title:   _________________________________________________________________

Name of Company: _______________________________________________________________

Address:  ______________________________________________________________________

City/State/Zip Code: ______________________________________________________________
           
Phone Number:  _________________________________________________________________  
   
Fax:  __________________________________________________________________________  
    
Email: _________________________________________________________________________
           
cc: Registration Agency

APPENDIX D:
EMPLOYER ACCEPTANCE AGREEMENT

APPENDIX D
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INTRODUCTION: MENTORSHIP FOR SUCCESS
Mentorship is something that cannot be 
forced. A mentor/apprentice relationship is 
one of mutual beneficial advancement allow-
ing both members to gain from each other. 
This relationship must be a natural progres-
sion of admiration and selflessness.  Some 
individuals who volunteer to act as mentors 
may not be suitable for the role (see section 
VI). A strong mentoring relationship is built 
upon collaboration and commitment to pro-
fessional development. Many strong mentor-
ing relationships provide an opportunity for 
both parties to learn from each other through 
the development of a caring and respectful 
partnership. In any field, having a profession-
al mentor can help individuals develop and 
advance their careers.

The overall objective is for an apprentice is to 
become a successful automotive professional 
that has the ability to balance their career and 
to give back to the mentorship program by 
one day becoming a mentor. 

For more guidelines on mentorship and train-
ing programs, see:

• TMC RP 1614, Technician Mentor Program 
Guidelines

• TMC RP 1607, Technician Career Develop-
ment

• RP 516A, Model For Training Program 
Planners Technician Training

•	 TMC RP 519, Recommendations For an 
Employee Performance Evaluation Program

OBJECTIVES/BENEFITS
A. Mentors will support and develop aspir-
ing automotive technicians, enabling them 
to be dynamic in their current position while 

APPENDIX E: 
MENTORSHIP ROLES & RESPONSIBILITIES

preparing them for their next role with confi-
dence and capability.
 
B. Mentors will gain opportunities to:

1.  Enhance personal networks.
2.  Increase awareness, understanding and 

perspective.
3.  Improve abilities to coach, counsel, listen 

and model.
4.  Practice a more personal style of leader-

ship.
5.  Demonstrate expertise and share knowl-

edge.

C. Apprentices will gain opportunities to:
1.  Further career development as a profes-

sional.
2.  Translate values and strategies into pro-

ductive actions.
3.  Develop new or different perspectives.
4.  Get assistance with ideas and job skills.
5.  Demonstrate and build upon strengths.
6.  Increase career networks and receive 

greater exposure.

MENTOR SKILLS REQUIRED
Mentors should be great at asking the right 
questions. They should possess good interper-
sonal skills. Mentors should be non-judgmen-
tal, approachable and available. They should 
be great listeners (including listening beyond 
words, act as a sounding board). They should 
have great coaching skills (proof of these 
skills in personal and/or professional life). 
They should demonstrate career development 
skills. 

ROLES & RESPONSIBILITIES
The success of the mentorship program is 
dependent on a commitment from each of the 

APPENDIX E
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involved parties. Below is a summary of the 
roles and responsibilities that each member is 
responsible for committing to:

A. Mentor Responsibilities 
Mentors should:

1.  Be a role model in their position/area of 
expertise.

2.  Committed to mentoring.
3.  Encouraging and motivating while fos-

tering a learning environment.
4.  Have the respect of others within the 

community and has and is willing to 
commit time to be a mentor.

5.  Demonstrate knowledge and influence.
6. Have good interpersonal communication 

skills.
7.  Establish a comfortable relationship with 

the apprentice and facilitate their rela-
tionship with other employees.

8.  Guide the apprentice through hands-on 
experiences to accelerate the develop-
ment of his or her technical skills and 
productivity.

9.  Provide frequent feedback regarding 
their performance.

10.  Stress the importance of continuing 
education in order to stay current with 
evolving technology.

B. Apprentice Responsibilities
Apprentices should:

1. Gain increased respect and recognition 
from others in the community. 

2. Promote communication.
3. Extend network to other mentors and 

apprentices.
4. Help develop the automotive commu-

nity.
5. Encourage creativity and set a positive 

example.

MENTORING GUIDELINES
Mentors should:

1. Establish points of connection early on in 
the relationship.

2. Do be sensitive to the day-to-day needs 
of your apprentice.

3. Don’t forget to find out what else is on 
your apprentices plate.

4. Do identify and utilize multiple venues 
for communication. Don’t rely on face-
to-face interaction alone.

5. Check regularly on the effectiveness of 
communication. Don’t assume that the 
messages you are sending are being re-
ceived or understood.

6. Talk about the effectiveness of the men-
toring process. Don’t forget to evaluate 
learning progress.

7. Ensure the apprentice understands that 
there is a learning curve with this job so 
they don’t get discouraged.

MENTORSHIP PILLARS
Mentorship pillars include:

A. How To Be A Successful Automotive Pro-
fessional

1. Understanding TMC Recommended 
Practices (RPs).

2.  Dressing for success.
3.  Joining trade associations.
4.  Resource utilization (who to go to, when 

to ask for help).
5.  A desire for self-development.
6.  Work-life balance.

B. Handling Adversity
1. Understanding conflict resolution (see 

TMC RP 1608, Conflict	Resolution	Guide-
lines).

2. Dealing with negative customer experi-
ences.

3. Building successful relationships with 
internal and/or external customer.

APPENDIX E
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C. Personal Skill Growth Opportunities 
1.  Furthering education (see TMC RP 1607, 

Technician Career Development).
2.  Community Engagement (local tech 

school advisory boards).
3.  Develop a future apprentice (see TMC 

RP 519, Recommendations for an Employee 
Performance Evaluation Program; TMC 
RP 528, Technician	Certification	Program	
Guidelines; TMC RP 516A, Technician 
Training: A Model For Training Program 
Planners).

D. Financial Benefits

E. Paths to Advancement  
1.  Focus on the big picture (rewards).
2.  Potential career path options.
3.  Career path discussion with senior man-

agement.

QUALITIES OF GOOD MENTORS
Good mentors demonstrate:

a.  Positive attitude regarding their work as 
a commercial vehicle technician and the 
profession.

b.  Personal power and appeal.
c. Willingness to be responsible for a stu-

dent’s growth.
d. Ability to share credit. 
e.  Ability to take risks. 
f.  An interest in being part of the solution 

in changing the image of the automotive 
service technician

g. Willingness to make occasional personal 
sacrifices in terms of the time that men-
toring will entail.

h.  Patience, flexibility and compassion.

TRAIN THE TRAINER
The role of a mentor is different from that of 
a supervisor. What may be most important to 
a supervisor is getting the job done right and 

on time. What is important to the mentor is 
that the person being mentored (apprentice) 
is successful and that they enjoy substantial 
personal and professional growth. The two 
objectives are not at odds with each other, but 
the difference can mean that supervisors and 
mentors often take different approaches when 
directing an apprentices activities. 

A new mentor may not know the best ways 
to fulfill their responsibilities. It’s also pos-
sible that the new mentor won’t recognize 
potential pitfalls or know how to cope with 
them. It is often helpful to have specific train-
ing on being a mentor in preparation for your 
apprenticeship program. Some successful 
programs have found “Train the Trainer” ses-
sions helpful in guiding the mentor through 
specific psychological concepts that drive the 
mentor-intern relationship. The identified 
mentor should be advised of this assignment 
and briefed on their roles well in advance of 
the mentor/apprentice training session. 

Below is a sample of items that may be cov-
ered and letters that may be provided to the 
future mentor and apprentice if your program 
has the resources to do so.

A. Student Session
1.  Understanding the difference between a 

job and a career.
2. Understanding the role of a mentor in 

the worksite experience and in their de-
velopment as a technician.

3. Understanding and knowing oneself 
better so that personal actions will be 
planned, deliberate, and will contribute 
to constructive problem-solving and 
positive encounters with others at work.

4. Understanding how to properly record 
work experiences so that these records 
will become part of their professional 
credentials.

APPENDIX E



49 — TMC IR 2021-2, Model Registered Apprenticeship Program for Technicians

5.  Preparing to meet and work with their 
mentor.

B. Mentor Session
1.  Understanding that a mentor is an im-

portant part of an organized effort to 
help individuals become professional 
work ready employees.

2.  Understanding the role of a mentor.
3.  Understanding the role the apprentice  

will have at the worksite.
4.  Understanding and knowing oneself 

better so that personal actions will be 
planned, deliberate, and will contribute 
to the role of a mentor.

5.  Gaining specific skills which will en-
hance their ability to carry out the role of 
a mentor.

6.  Preparing to meet and work with their 
apprentice.

C. Combined Session
1. Intern and mentor introductions.
2. Videos and exercises.
3. Local school requirements review if ap-

plicable.
4. Measuring student progress.

APPENDIX E
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Dear (MENTOR’S NAME): 

We are very pleased that you have volunteered to participate in our company apprenticeship 
program.  As a mentor, you will provide critically important guidance to an individual who is 
beginning a career in the field of medium/heavy-duty truck technology. 

We have scheduled a very important training session for mentors on (DATE AND TIME) at 
(LOCATION: ADDRESS and ROOM.)  The session will begin promptly at (TIME) and will con-
clude at (TIME.)  Lunch will be provided.  Your participation in this training is vital – not only will 
it enable you to get started quickly, it will also make you eligible for mentor recognition activi-
ties. 

It is our intent to make this a positive experience for you and your apprentice as you begin your 
mentoring relationship. During the training, we will address such issues as the roles of men-
tors, interacting with young adults and mentor responsibilities. 

Prior to the Combined Training Session, you will have the opportunity to meet your intern over 
lunch. You will both participate in a combined training session designed to help you become 
acquainted with each other. 

We are looking forward to your participation in this important training session.  The strength of 
the apprenticeship program is dependent upon the opportunity for the student to interact with 
professionals such as you.  If you have any questions, please feel free to call me. 

Sincerely, 

(NAME OF TRAINER) 

(PHONE #) 

cc: Director of Maintenance

Sample Letter to Mentor

APPENDIX E
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Dear (APPRENTICE NAME): 

Congratulations on being accepted into our registered apprenticeship program!  This is quite 
an honor.  An experienced technician has volunteered to serve as your mentor and will guide 
you through this experience over the next year.

It is important that you and your mentor become acquainted and begin to develop a success-
ful relationship that will carry you throughout the program.  In order to ensure this happens, we 
have scheduled two training sessions for you. 

At the first session, on (DATE AND TIME) at (LOCATION), you will learn more about your roles 
and responsibilities as an apprentice.  You will also have the opportunity to learn what it may 
be like to be working with a mentor and what your new employer expects of you. 

The second session will be that afternoon, (DATE AND TIME) at (LOCATION).  You will meet 
your mentor for lunch (which will be provided) and then take part together in a combined men-
tor/intern training session.   

We are looking forward to your participation in these training sessions.  If you have any ques-
tions, please feel free to contact me. 

Sincerely, 

(NAME OF TRAINER) 

(PHONE #) 

cc: School Instructor/Advisor/Principal/Parent or other key personnel

Sample Letter to Apprentice

APPENDIX E
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Technology & Maintenance Council
American Trucking Associations

950 N. Glebe Road
Arlington, VA 22203


