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MANUFACTURING
YOUTH APPRENTICESHIP
PROGRAM GUIDE

Description

Manufacturing is the engine that drives American prosperity. It is central to our economic and
national security. However, often the perception is that the heyday of U.S. manufacturing is in
the past. Nothing could be further from the truth. In many regions of the U.S. there is great
demand for highly skilled technicians. Trends indicate while low skill jobs continue to outsource
to low wage countries, high skill jobs in manufacturing will grow with the use of computers and
robotics, and need for green energy components.*

Furthermore, manufacturing is the backbone of the Midwest economy. The national average for
Manufacturing employment is 9%, but is close to 12% in the Midwest, with both Indiana and
Wisconsin employing 16% of the labor force in Manufacturing. While companies recover from
the recent recession, output will continue to grow.?

This Youth Apprenticeship occupational area focuses on four of the six pathways within the
Manufacturing industry. The Logistics and Inventory Control pathway is covered in the
Transportation, Distribution and Logistics YA program. In the Production pathway, skills are
required to work with machines to make or assemble parts or products. Processes from both
the Manufacturing Production Process Development pathway and the Quality Assurance
pathway are incorporated into Production Operations Management which covers monitoring and
ensuring processes and products meet specifications. Preventive maintenance, troubleshooting
and repair of tools and equipment are learned in the Maintenance, Installation, and Repair
pathway.

The Youth Apprenticeship Program was approved by the Wisconsin State legislature in 1991 to
provide a direct link between business, schools, and youth to meet the workforce demands of
technology, teamwork, communication, and leadership.

Wisconsin Youth Apprenticeship (YA) is a rigorous program that combines academic and
related technical classroom instruction with mentored on the job learning for high school
students. By training youth apprentices, employers play an active role in shaping the quality of
their future workforce, improving the skill level of potential workers, and enhancing their
competitive positioning in the marketplace. Employers, school districts, local consortiums,
parents, and potential YA students are referred to the Youth Apprenticeship Program
Operations Manual for general YA Program requirements.

Objective

! Manufacturing Career Cluster brochure, NCTEF, 2010.
2 Georgetown University CEW, The Midwest Challenge, http://cew.georgetown.edu/regions/, Septemeber 2011.
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The Wisconsin Manufacturing YA Program is designed to provide students with a working
understanding of core manufacturing industry skills and occupationally specific technical skills in
four of the six pathways within the Manufacturing industry. This program provides the
framework for educators and industry to work together to produce work-ready, entry-level
employees that will compete favorably in a global market, as well as, provide for post-secondary
educational advancement while integrating work-based learning in the school and worksite.

The following features distinguish a YA Program from other similar youth school to work
programs.

Level Two Youth Apprenticeship is a two-year program for high school juniors and
seniors with an interest in a particular field; i.e., manufacturing. One-year Youth
Apprenticeship Programs are also available to pursue.

Youth apprentices, parents, employers, YA program coordinators, and school districts
enter into a written agreement approved by the Department of Workforce Development.
Statewide skills are established by the industry, making the youth apprentice skill set
more relevant to the state’s employers.

Youth apprentices are trained at the worksite by skilled mentors and are paid minimum
wage or better for their work. Students average 10-15 hours per week.

Youth apprentices receive a high school diploma and a Certificate of Occupational
Proficiency from the Wisconsin Department of Workforce Development (DWD) at
graduation.

Youth apprentices may receive advanced standing credit and/or transcripted credit for the
YA Program at a Wisconsin Technical College and/or at some four year colleges. See
Appendix F for current details.

Statewide skill standards focus on skills and knowledge needed by employers for entry
level employment in the Manufacturing industry.

Students apply and are interviewed by Manufacturing employers for positions in the
Manufacturing YA Program. The state approved skill standards and program guide for the
Manufacturing YA Program are used in both the classroom instruction and worksite learning. If
the local school district is unable to provide the related technical classroom instruction courses,
they may contract with their local technical college or employer practitioners to do so.

The skill standards are competency based. Competencies are performance-based outcome
statements of occupational related skills defined by representatives of Manufacturing worksites
throughout Wisconsin and aligned with national skill standards. The competencies are aligned
with the National Association of State Directors of Career Technical Education Consortium
(NASDCTECc) Career Cluster Skill Standards in Manufacturing, http://www.careertech.org/ for
four of the Manufacturing pathways: Production, Quality Assurance, Manufacturing Production
Process Development, and Maintenance, Installation, and Repair. Competencies for Logistics
and Inventory Control can be found in the Transportation, Distribution and Logistics YA
program.

The competencies will be taught at the worksite in combination with supportive, related technical
classroom instruction. While the skill competencies are established statewide, program
implementation and oversight occurs through local consortium committees to assure local needs
are met.
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Target Population

This Youth Apprenticeship occupational area focuses on Manufacturing pathway YA students
acquiring basic skills pertinent to understanding and working in careers to plan, manage, and
perform processing of materials into products. The Production units (Assembly and Packaging,
Manufacturing Processes, Machining, Welding) allow students to work with a variety of
equipment and processes to transform materials into parts or products. The Production
Operations Management unit gives students a chance to plan and manage processes that
monitor and ensure that materials and products are produced according to specification in an
efficient manner. The Maintenance, Installation, and Repair units (Basic and Advanced
Industrial Equipment) allow students to monitor, troubleshoot, and repair the equipment
necessary for production operations.

All students successfully meeting current high school graduation requirements and with a good
attendance record for that year are encouraged to apply for the Manufacturing Youth
Apprenticeship (YA) Program. The student must apply to the program in the year previous to
program entry and be on track toward fulfilling high school graduation requirements in their
school district. SEE Appendix G for students entering or continuing the Manufacturing YA
Program in 2012.

All Youth Apprentices must complete the industry-wide foundational skill competencies
consisting of competencies in core employability skills, safety, and manufacturing fundamentals.
The Required Skill competencies may be completed concurrently with the specific technical
skills.

Potential Manufacturing youth apprentices will be required to complete a minimum of 450 work
hours with 180 hours (2 semesters) of related technical classroom instruction for a Level One
(1-year) Manufacturing YA Program or a minimum of 900 work hours with 360 hours (4
semesters) of related technical classroom instruction for a Level Two (2-year) Manufacturing YA
program.

The industry- specific technical skill competencies can be chosen based on interest and job
placement. Worksites can be chosen from any number of the manufacturing SUB-INDUSTRIES:
Chemical
Computers and Electronic
Electrical Equipment and Appliances
Food and Beverage
Furniture
Machine
Non-Metallic Minerals
Plastic and Rubber Production
Primary and Fabricated Metals
Textiles
Wood
PROCESSING any variety of manufacturing MATERIALS:
Metals (Ferrous, Non-Ferrous, Powdered)
Polymers (Wood, Textiles, Leather, Plastic, Elastomer)
Composites
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Chemicals
Finishes (Wood Finishes, Metal Finishes)
Food and Beverage

PROVIDED THAT the competencies related to that SUB-INDUSTRY, MATERIAL, and
EQUIPMENT USED are allowable by DWD Child Labor Laws. See Appendix A for more detail
or contact the Department of Workforce Development’s Equal Rights Division/Labor Standards
Bureau at 608-266-6860 for questions regarding child labor laws.

Manufacturing Units

Production Pathway-
Assembly and Packaging Unit
Manufacturing Processes Unit
Machining Unit
Welding Unit

Production Operations Management Pathway-
Production Operations Management Unit

Maintenance, Installation, and Repair Pathway-

Basic Industrial EqQuipment Unit
Advanced Industrial Equipment Unit

Manufacturing YA Program Responsibilities

The following responsibilities are outlined for individuals involved in the Manufacturing YA
Program.

Students-

1. Maintain academic skills and attendance at the high school to remain on track for high
school graduation.

2. Participate in progress reviews as scheduled.

3. Exhibit maturity and responsibility to meet requirements of employment as designated by
the employer.

Parents or Guardians-

4. Ensure that adequate transportation is available to and from the worksite.
5. Participate in student progress reviews as scheduled.

School District-

6. Recruit students and coordinate student enrollment in the program with the consortiums
and/or employers.

7. Integrate the YA Program related technical classroom instruction and worksite training
into the student’s overall education program with high school graduation credit issued for
each semester successfully completed.
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8. Participate in student progress reviews as scheduled.
YA Program Coordinators-

9. Apply and maintain approval from the DWD to operate a YA Program.

10. Ensure a minimum of 450 hours of worksite instruction/experience plus a minimum of 180
hours of related technical classroom instruction for each one year YA program.

11. Establish and meet regularly with an advisory committee that will identify when and
where tasks will be taught during the Manufacturing YA Program.

12. Develop and maintain a yearly commitment with participating high schools, technical
colleges, and local businesses to accommodate the number of students involved in the
Manufacturing YA Program.

13. Establish and maintain a YA student grievance procedure.

14. Provide employer mentor training.

Related Technical Classroom Instruction Faculty-
15. Qualify in the specialty areas being taught in the YA Program.
Employers and Worksite Mentors-
16. SEE Appendix B - Manufacturing YA Implementation Guide for Employers.
17. Participate in a mentor training session and provide on the job training of the Youth
Apprentices.

Department of Workforce Development-

18. Monitor national and state regulatory agencies, such as OSHA, for changes and impact
on the Manufacturing Youth Apprenticeship Program.

Program Guide Organization

The competencies included in the program guide are aligned with the skills required under the
National Association of State Directors of Career Technical Education Consortium (NASDCTECc)
Career Cluster Skill Standards in Manufacturing, http://www.careertech.org/, for four of the six
Manufacturing pathways: Production, Quality Assurance, Manufacturing Production Process
Development, and Maintenance, Installation, and Repair.

The Manufacturing YA Program also requires that Related Technical Classroom Instruction is
provided to support attainment of the knowledge necessary to master the competencies. While
recommendations for specific Related Technical Classroom Instruction are detailed separately
in Appendix C, instructional requirements will vary depending on local consortium and advisory
group decisions. It is strongly advised that local consortiums work with their advisory groups to
determine appropriate Related Technical Classroom Instruction based on their local needs and
resources.

The Youth Apprenticeship Program Guide is written and organized according to the Worldwide
Instructional Design System (WIDS) format and includes the Manufacturing YA Skill Standards
Checklist, Program Appendices and Unit Appendices, and Course Outcome Summary (COS)
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for the program. Overall progress is documented on the Skill Standards Checklist, which lists
skill level achievement for each competency achieved. The Unit Appendices outline each skill
competency with corresponding performance standards and learning objectives. The
Performance Standards describe the tasks and behaviors, as applicable, that employers should
look for in order to evaluate the competency. The Learning Objectives outline the
recommended content to be covered in the related technical classroom instruction. SEE
Appendix D - Wisconsin Instructional Design System (WIDS) Format and Youth Apprenticeship
Program Guide Terms and Appendix E - Use and Distribution of the Curriculum for further
details.

Evaluation

The student must successfully complete the related technical classroom instruction and
demonstrate the minimum skill level required on the Manufacturing YA Skill Standards Checklist
for each competency according to the applicable curriculum. Worksite mentors and/or
instructors use this checklist to evaluate the learner on each of the required skills. It is the
responsibility of the mentor(s) to rate the students skill level on all tasks performed at the
worksite.

Manufacturing YA Program Completion

Upon successful completion of high school and the Level Two (2 year) Manufacturing YA
Program requirements, the youth apprentice will receive a high school diploma and the
applicable Certification of Occupational Proficiency from the Department of Workforce
Development indicating “Manufacturing Youth Apprenticeship”. Youth Apprentices who
successfully complete a Level One (1 year) Manufacturing YA Program and who are on track for
graduation will be eligible for a Level One Certificate from the Department of Workforce
Development. Furthermore, the YA students may;

1. Continue to work in the manufacturing industry.

2. Apply to a registered apprenticeship.

3. Pursue a degree or diploma from a Wisconsin Technical College with advanced standing
and/or transcripted credit.

4. Apply for admission to a four-year University of Wisconsin school with high school
academic elective credit for admission.

5. Go into military service.

SEE Appendix F for current agreements for post-secondary credit at Wisconsin Technical
Colleges and University of Wisconsin colleges.

This curriculum was developed through a grant from the Wisconsin Department of Workforce Development to
Wisconsin's Cooperative Educational Services Agency 6 (CESAG)
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Appendices

Appendix A - Work Contracts, Child Labor Laws, Liability and Insurance
Appendix B - Manufacturing YA Implementation Guide for Employers

Benefits to the Employer

Role of the Employer

Role of the Mentor

Checklist for Program Participation

Checklist for Program Operation

Frequently Asked Questions

Work Contracts, Child Labor Laws, Liability and Insurance (insert Appendix A)

Appendix C - Recommended Related Technical Classroom Instruction

Appendix D - Wisconsin Instructional Design System (WIDS) Format and Youth
Apprenticeship Program Guide Terms

Appendix E - Use and Distribution of the Curriculum

Appendix F - Post Secondary Credits

Appendix G - Grandfather Clause — Program Transition Guidelines
Appendix H - Manufacturing Skill Standards Checklist

Appendix | - Manufacturing YA Course Outcome Summary (COS):
Overview and Table of Contents

Appendix J - Required Skills Curriculum (Units 1-3)

Appendix K - Assembly and Packaging (Unit 4)

Appendix L - Manufacturing Processes (Unit 5)

Appendix M -Machining (Unit 6)

Appendix N - Welding (Unit 7)

Appendix O - Production Operations Management (Unit 8)

Appendix P - Maintenance, Installation, and Repair (Units 9-10)
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Appendix A

WORK CONTRACTS, CHILD LABOR LAWS, LIABILITY & INSURANCE

WORK CONTRACTS
Education Training Agreement -

Students and employers participating in an approved youth apprenticeship program must
have a signed Education/Training Agreement (ETA) on file with both the school and
the employer. Employers without a valid ETA may be assessed (a) double
compensation in the event of injury on the job, and/or (b) fines ranging from $25 to $1,000
for every day without a permit for a first offense to $250 to $5,000 for every day without a
permit for a second offense within a five year period. The Local Youth Apprenticeship
Coordinator will provide the employer with a copy of the ETA. This form is also available
from the Department of Workforce Development at
http://dwd.wisconsin.gov/youthapprenticeship/forms _pubs.htm

Work Permits -

Students and employers participating in an approved youth apprenticeship program do
not need to obtain a separate work permit for the work to be performed as a part of the
youth apprenticeship program, although it is highly recommended. If employers hire
the youth apprentices to perform other work duties outside of their youth apprenticeship
duties, a work permit will be required. Employers without a valid work permit (if
applicable) may be assessed (a) double compensation in the event of injury on the job,
and/or (b) fines ranging from $25 to $1,000 for every day without a permit for a first
offense to $250 to $5,000 for every day without a permit for a second offense within a five
year period.

CHILD LABOR LAWS

Youth apprentices enrolled in approved youth apprenticeship programs and their
employers are subject to all state and federal child labor laws regarding the employment
of minors. The Department of Workforce Development (DWD) will review all statewide
youth apprenticeship curriculum for compliance with the child labor laws and will clarify
the laws whenever necessary to allow for program implementation. Youth apprentices
are allowed to work in some prohibited occupations because they meet the criteria of
"student learner” AND the work performed is incidental to their training and is for
intermittent and for short periods of time (Wis. Admin. Code DWD 270.14(3)(c)1 at
http://docs.leqgis.wisconsin.gov/code/admin_code/dwd/270.pdf). However, they are not
exempt from the child labor laws by virtue of being enrolled in a youth apprenticeship
program. Students and employers must comply with child labor laws with regard to
daily/weekly hours, time of day, employment restrictions, etc.
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While DWD can interpret the law, DWD cannot exonerate employers from liability should
an accident occur on the job which results in injury to an employee and a subsequent
lawsuit. Determining liability for an accident can only be settled in a court of law. DWD
can assure employers that they will not be cited (by DWD) for employing a minor in a
prohibited occupation as long as the students are enrolled in a DWD approved youth
apprenticeship program and a signed Education/Training Agreement is on file with both
the student’s high school and the employer. This means that employers will not be
assessed treble fines should an injury occur which results in the employer being cited.

Readers should refer to DWD 270.12 and 270.14 Child Labor Laws
(http://dwd.wisconsin.gov/er/labor standards bureau/child labor laws.htm) for
descriptions and definitions of the occupations or activities which are normally prohibited
to minors.

Manufacturing -

Youth apprentices who are 16-17 years old can perform the following tasks, only after
appropriate operation/safety training AND only as indicated below. The student
learner exception limits the minor to using hazardous equipment_on an incidental
basis [less than 5% of their work time] and only occasionally [can't be a regular part of
their job]. For example, the student learner exception may apply in a situation, such as
carpentry, where most of the work is acceptable but once in a while you might need the
minor to use a portable saw to cut a piece to fit. Further interpretation or clarification of
Child Labor Laws should be directed to the Department of Workforce Development
(DWD) Labor Standards Bureau Director at 608-266-6860.

Forklift Operation-
o0 Prohibited to students

Hoists and Hoisting Apparatus (270.12(12))-
o Prohibited to students:
= operating an elevator, crane, derrick, hoist or high-lift truck (including
hoists commonly used on tow trucks and other hoists);
= perform work that involves riding on a man lift or on a freight elevator,
except a freight elevator operated by an assigned operator;
= assist in the operation of a crane, derrick or hoist performed by crane
hookers, crane chasers, hookers-on, riggers, rigger helpers and like
occupations.
o0 Students may operate an unattended automatic operation passenger elevator
OR an electric or air-operated hoist not exceeding one-ton capacity

Metal Forming, Punching, and Shearing Power-Driven Machines (270.12(19))-

0 Students may operate pressing and punching machines equipped with
automatic feed and ejection, with a fixed barrier to prevent hands or fingers
from entering the area between the dies, power presses, and plate punches.
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o Students are prohibited from operating rolling machines, bending machines,
hammering machines, and shearing machines.

o Students may set up, adjust, repair, oil, and clean machines provided the
tasks are completed electronically OR in a manner so that the student is not
accessing sharp or moveable parts.

Power-Driven Machinery (light) (270.13(15))-

o Students may operate drill presses, grinder wheels, lathes, and portable
power-driven machinery such as drills, sanders, floor polishers, and floor
scrubbers.

Saws and guillotine shears (270.12(25))-

0 Students may operate or assist on these types of machines only if they are
equipped with full automatic feed and ejection and fixed guards.

0 Setting up, adjusting, repairing & cleaning is allowable provided the tasks are
completed electronically OR in a manner so that the youth is not accessing sharp
or moveable parts.

Welding (270.13(15))-
0 Students may do light or spot welding.

Woodworking (270.12(27))-
0 Students are prohibited to operate power-driven woodworking machines
such as those that cut, shape, form, nail, stitch, and fasten.

Student Learner Criteria -

In order to be considered a student learner, youth apprentices must meet the following
criteria:

They are enrolled in a youth apprenticeship program approved by DWD;

They are enrolled in school and receiving school credit for program participation;
They receive appropriate safety instruction at the school and at the workplace;

The work performed is under direct and close supervision of a qualified and
experienced person;

The work performed in any occupation declared hazardous is incidental to their
training and is for intermittent and short periods of time (refer to DWD 270.14(3)(c)1;
and

6. There is a schedule of organized and progressive work processes to be performed on
the job (i.e. the worksite is following the state curriculum);

PwpNPE

o

Hours of Work -

The hours an apprentice spends working in the program during the hours school is in
session during the day DO NOT COUNT towards the limitation on total hours a minor
may work. See the DWD Child Labor web site for applicable hours and times of the
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day that minors may work in Wisconsin.
(http://dwd.wisconsin.gov/er/labor standards bureau/child labor laws.htm)

LIABILITY AND INSURANCE

As employees of the company, youth apprentices are covered by worker’s
compensation in the event of injury on the job. Employers should review their specific
liability coverage to ensure there are no restrictions on employing minors and/or on
coverage of minors operating particular machinery. Schools are not allowed to cover
youth apprentices through their own workers’ compensation policy while the youth
apprentice is an employee of the local business.

As stated previously, DWD and/or local schools cannot exonerate employers from
liability if a youth apprentice is injured on the job and a subsequent lawsuit is filed
against the employer. Determining liability for an accident can only be settled in a court
of law and will be based on the specific circumstances for each case. It is important
that a signed ETA be kept on file by both the school and the employer to ensure that
employers will not be cited for illegally employing a minor in a prohibited occupation.

General Liability —

An employer is liable for the service provided at their facility. In general an employer
has adequate general liability and workers compensation coverage, no additional
liability is required as a result of the Youth Apprenticeship program. However, before
participating in the program, an employer may wish to consult with their insurance
carrier.

Transportation —

In general, the party responsible for transportation is liable in case of an accident.
Youth apprentices responsible for their own transportation to and from the worksite are
responsible for their own insurance. In instances where the school provides
transportation for the youth apprentices, the school is responsible for insurance
coverage. Only if the facility provides transportation to and from work for the youth
apprentice is the facility responsible for this insurance coverage.

Workers Compensation —

Once a youth apprentice becomes a paid employee they must be covered by the
employer’s workers compensation insurance.

Unemployment Compensation —

If a youth apprentice is enrolled full-time in a public educational institution and receives
school credit for their participation in the YA program, then they are NOT eligible to file
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for unemployment compensation from the employer. Youth apprentices who do NOT
meet this criterion may be eligible for unemployment compensation benefits.

Worker Displacement —

No employer may hire a youth apprentice who will displace any currently employed
worker, including a partial displacement, such as reduction in the hours of non-overtime
work, wages, or employment benefits.

Layoffs/Strikes —

A youth apprentice cannot be hired when any other individual is on temporary layoff,
with the clear possibility of recall, from the same or equivalent job OR if the employer
has terminated the employment of any regular employee, or otherwise reduced the
workforce, with the intention of filling the vacancy created with a youth apprentice.

Local bargaining units should determine the status of youth apprentices already working
in the facility in the event of a layoff. Youth apprentices may be laid off or transferred to
work areas to take the place of laid off workers. Child labor laws prohibit youth
apprentices from working in a company where a strike or lockout is in active progress.

Collective Bargaining Agreements —

The youth apprenticeship program should not impair existing contracts for services or
collective bargaining agreements. Any youth apprenticeship program that would be
inconsistent with the terms of a collective bargaining agreement shall be approved only
with the written concurrence of the labor organization and employer involved.
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Appendix B

Wisconsin Manufacturing Youth Apprenticeship
Implementation Guide for Employers

BENEFITS TO THE EMPLOYER

Manufacturing is the engine that drives American prosperity. It is central to our
economic and national security. However, often the perception is that the heyday of
U.S. manufacturing is in the past. Nothing could be further from the truth. In many
regions of the U.S. there is great demand for highly skilled technicians. Trends indicate
while low skill jobs continue to outsource to low wage countries, high skill jobs in
manufacturing will grow with the use of computers and robotics, and need for green
energy components.’

Furthermore, manufacturing is the backbone of the Midwest economy. The national
average for Manufacturing employment is 9%, but is close to 12% in the Midwest, with
both Indiana and Wisconsin employing 16% of the labor force in Manufacturing. While
companies recover from the recent recession, output will continue to grow.?

This Youth Apprenticeship (YA) occupational area focuses on four of the six pathways
within the Manufacturing industry: Production; Quality Assurance; Production Process
Development; and Maintenance, Installation, and Repair. The Logistics and Inventory
Control pathway is covered in the Transportation, Distribution and Logistics YA
program.

A unique opportunity and added incentive for participation in the Manufacturing Youth
Apprenticeship Program for both the employer and the student is that the competencies
are aligned with the curriculum objectives of the national occupational skill standards
recognized by the National Association of State Directors of Career Technical Education
Consortium (NASDCTECc) Career Cluster Skill Standards in Manufacturing,
http://www.careertech.org/, and the Secretary's Commission on Achieving Necessary
Skills (SCANS).

Employers also play an active role in improving the quality of the future workforce by
helping develop skill standards geared to employer needs, reducing employee turnover
by hiring program graduates, supporting program graduates as they continue their
education in post-secondary settings, raising the interest of other employees in
education and training, and increasing the potential for teamwork and flexibility in work
sharing. One employer noted, “This program is the single most effective use of
taxpayer dollars to link our business community to the workforce and training needs of

! Manufacturing Career Cluster brochure, NCTEF, 2010.
2 Georgetown University CEW, The Midwest Challenge, http://cew.georgetown.edu/regions/, Septemeber
2011.
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the community. We must expand, celebrate, promote and encourage participation in this
endeavor. | have personally gained staff, changed some lives, and enjoyed the
successes of the participants. It has enriched our staff in learning to operate as

mentors, and enhanced our perception in the community as involved participants.®”

ROLE OF THE EMPLOYER

The work-based learning component of the Youth Apprenticeship Program is the
primary method for teaching the required competencies. The local business becomes
an extension of the classroom for the youth apprentice. The related classroom
instruction is intended to support the work-based learning experience by providing
theoretical knowledge and, when needed, providing appropriate skill development. The
work-based learning component is designed to provide an on-the-job learning
environment for students by being “apprenticed” to an experienced mentor.

As an employer of a youth apprentice, you will be responsible for the following:

Student Selection

Review employment applications, interview candidates, and select the student(s) they
want to hire. New Employee Orientation is provided by you according to your facility’s
Human Resources policies.

Wages

Youth apprentices must receive minimum wage or higher. A pay schedule is agreed
upon with the employer, local YA coordinator and the student. Most employers grant
periodic raises dependent upon performance or length of employment.

Workers Compensation

Once a youth apprentice becomes a paid employee they must be covered by the
employer’s workers compensation coverage. Other benefits may be provided at the
discretion of the employer.

Education/Training Agreement (ETA)
Employers must sign and comply with the requirements in the ETA, and have a copy on
file.

See Appendix A “Work Contracts, Child Labor Laws, Liability & Insurance” for more
detail.

Work Permits

See Appendix A “Work Contracts, Child Labor Laws, Liability & Insurance” for more
detail.

¥ Kent Olson, YA Employer, Wausau, WI

Manufacturing — Appendix B
Implementation Guide for Employers PAGE 2 OF 7



Child Labor Laws

Employers must ensure that the work of any student at their worksite is allowed by Child
Labor Laws and is under the direct and close supervision of a qualified and experienced
person. Students must be provided with adequate safety training both in the school and
at the worksite. All Manufacturing Youth Apprenticeship skill standards competencies
have been reviewed by the Wisconsin Department of Workforce Developments Labor
Standards Bureau and are in compliance with the child labor rules.

See Appendix A “Work Contracts, Child Labor Laws, Liability & Insurance” for more
detail.

Unemployment Compensation

YA students are typically not eligible for unemployment compensation from the
employer.

See Appendix A “Work Contracts, Child Labor Laws, Liability & Insurance” for more
detail.

Job Performance

Employers review, evaluate, and report on the youth apprentice’s job performance
approximately every nine weeks to ensure they are learning the required competencies.
Mentors are expected to participate in progress reviews with the apprentice, school staff
and/or Youth Apprenticeship instructors, and parent(s)/guardian(s).

Worksite Hours
Employers must provide for the youth apprentice to meet the following work
requirements:

Youth Apprentices in a Level Two (2-year) program must complete a minimum of
900 hours of work-based learning while they are enrolled in the program. At least
500 hours of the required minimum work-based learning hours must take place
when related classes are being held, so that classroom instruction can be integrated
with worksite learning.

Youth apprentices in a Level One (1 year) program must complete a minimum of
450 hours of work based learning while they are enrolled in the program. At least
250 hours of the required minimum work-based learning hours must take place
when related classes are being held, so that classroom instruction can be integrated
with worksite learning.

Youth apprentices may work more than the required minimum hours throughout the
program.

Training to Competencies

The employer is responsible for providing the worksite training required to meet the
skills standard competencies specified in the applicable Manufacturing area. This
requirement means that while the youth apprentice may be hired under one particular
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job function, he/she must be allowed to rotate and perform other functions in other
departments to meet competencies if some of them are not normally a part of that job
function.

Mentors

Employers assign worksite mentors to supervise and train youth apprentices. They also
allow the mentors to attend special training classes provided by the local YA consortium
to become successful mentors of high school apprentices.

See “Role of Mentors” below for more detail.

Organized Labor

Usually the Manufacturing Youth Apprenticeship is considered an educational activity
rather than a job classification/position status. However, the youth apprenticeship
program should not impair existing contracts for services or collective bargaining
agreements. Any youth apprenticeship program that would be inconsistent with the
terms of a collective bargaining agreement shall be approved only with the written
concurrence of the labor organization and employer involved. If youth apprentices will
be working in areas covered by labor agreements, organized labor must be involved to
approve the program at the worksite.

See Appendix A “Work Contracts, Child Labor Laws, Liability & Insurance” for more
detail.

ROLE OF THE MENTOR

Workplace mentors are one of the most critical elements which often determine the
success of a youth apprenticeship. One mentor may work with more than one youth
apprentice at a worksite, and the mentor may assign multiple “trainers” to instruct the
youth apprentice while they rotate among various departments.

Effective Mentor Qualifications

Experience working with adolescents either on the job, through family, or through
outside activities

Effective teaching/training skills with adults and/or youth

Highly skilled in the area in which the youth apprentices will be trained

Good communication skills in the workplace

Knowledge of and commitment to the Manufacturing Youth Apprenticeship program

VVVVYVY VY

Mentor Responsibilities

» Develop a cooperative training schedule for the youth apprentice to ensure
performance of the required work-based skills
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Work with instructors to coordinate the application of classroom learning objectives
to the worksite

Communicate regularly with the school, YA coordinator, and the instructor to ensure
work-based learning objectives are being met

Demonstrate tasks to youth apprentices and explain their importance

Identify other trainers appropriate to train youth in the required competencies
Evaluate the youth apprentice’s progress on a regular basis and document
achievements and skills

Meet with the student, the student’s parent(s)/guardian(s), and school staff and/or
YA instructor at least once each grading period to review and update them on the
student’s progress

Provide encouragement, support, and direction about the work site culture and skills
Help the youth apprentice build self-confidence and self-esteem

Be alert to personal problems that may affect the apprentice’s work performance and
guide them to seek help from appropriate sources

Attend mentor training workshops and mentor meetings

Obtain additional resources for mentoring guidance from your local YA coordinator.

CHECKLIST FOR PROGRAM PARTICIPATION

The following checklist will help you to participate in a Youth Apprenticeship (YA)
Program:

>

VVVYVYYVYYVY

Discuss the Manufacturing YA program with the local partnership that offers Youth
Apprenticeship Programs

Consult with the management team of your organization and union officials, if
applicable

Obtain approval from appropriate organization officials to hire youth apprentices
Identify mentors and arrange for mentor training through your local YA Coordinator
Interview Manufacturing YA candidates for the program

Select youth apprentice(s)

Sign Education/Training Agreement (ETA)

Secure a Work Permit form

Orient your new youth apprentice to the workplace according to your organization’s
Human Resources policies

Youth Apprenticeship coordinators are available to meet at your location to facilitate any
phase of the YA program.
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CHECKLIST FOR PROGRAM OPERATION

The following checklist will help ensure continued operation of the Manufacturing Youth
Apprenticeship (YA) Program:

» Provide worksite training according to the Manufacturing Youth Apprenticeship Area
curriculum

Participate in progress reviews with youth apprentices, school staff and/or YA
instructors, and parents/guardians

Meet regularly with the youth apprentices to discuss their performance and any other
issues

Employ youth apprentices during school breaks, either part-time or full-time
Participate in recognition events organized by the school for youth apprenticeship
graduates

YV VYV VY

FREQUENTLY ASKED QUESTIONS

For questions not addressed here, do not hesitate to call your local youth
apprenticeship coordinator or visit the Department of Workforce Development Youth
Apprenticeship website (http://dwd.wisconsin.gov/youthapprenticeship/)

How does this program differ from other work-based programs like coop
education?

Skilled Certified Coop Education and Youth Apprenticeship are similar in that they are
both components of Wisconsin’s overall school to work transition programs. An
important difference, however, is that Youth Apprenticeship students are exposed to an
occupational cluster versus a specific job. Additionally, the skills the student learns are
developed in association with Wisconsin Manufacturing personnel, Wisconsin technical
college faculty, YA consortium coordinators, and school district coordinators/instructors.
The curriculum is standardized throughout the state.

Will the mentor have to spend his/her entire time at work teaching the student?
No. Apprentices need to be supervised, but you are not required to “shadow” them at
all times. However, someone should be available for guidance as necessary. One
mentor may work with more than one youth apprentice at a worksite, and the mentor
may assign multiple “trainers” to instruct the youth apprentice while they rotate among
various departments.

Will the student do productive work?

Yes. After appropriate training, youth apprentices can become productive employees of
the facility. However, since they are often rotated through different departments they
will require more training time than employees who stay in the same department. It is
important to remember that this is a training program. Upon completion of the
probationary period, students are expected to meet the requirements of the position.
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Will there be a lot of paperwork for me to complete?

Prior to the program, employers are required to sign the Education Training Agreement
and maintain it. During the program, employers are expected to verify the youth
apprentice’s skills on the job and provide input during grading periods. Mentors must
complete/maintain a simple “Skill Standards Checklist” as the student completes their
competencies.

What happens if | cannot provide all of the required competencies at my facility?
In order to successfully complete the program and receive a Certificate of Occupational
Proficiency, the youth apprentice must demonstrate proficiency in all areas required on
the Skill Standards Checklist. If your facility does not provide the full range of services
needed for competency mastery, the local youth apprenticeship coordinator may be
able to arrange for the missing skills to be provided by another company. This
arrangement should be discussed with the coordinator before you hire the youth
apprentice.

What costs will my business incur and will | be reimbursed?
Primary costs to the employers are the wages paid to the youth apprentice and mentor
during the training period.

Will I have to treat the youth apprentice differently than my other employees?

It is important to remember youth apprentices are placed in your facility to learn.
Patience and guidance are required while they learn responsible work habits as well as
the required skills. However, they are expected to follow your facility’s work rules, e.g.,
dress code, behavior, discipline, etc., and to become a productive member of the
Manufacturing team.

What is the typical time frame for activities over the course of a youth
apprentice’s stay with a facility?

Most program activities follow a one-year or two-year cycle depending on the offerings
within your company. There may be variance in the timing of learning activities to
accommodate local and seasonal needs including trainer availability.
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Appendix C

RECOMMENDATIONS FOR RELATED TECHNICAL CLASSROOM INSTRUCTION
FOR MANUFACTURING YA

These recommendations are intended to be used by the Local YA Consortium when
determining appropriate related technical instruction for Manufacturing YA. It is not all
inclusive but should be used to assist the partnership with identification and/or development
of course work that supports the work-based competencies as identified in the Skill
Standards Checklist. As with all YA programs the consortium must ensure that the related
instruction meets with the approval of their administration and school board.

OPERATIONAL NOTES
Related Technical Classroom Instruction maybe offered by the employer, within the
school district, at another school district, at a Wisconsin Technical College, and/or at a
Community College or University by instructors qualified according to the Youth
Apprenticeship Program Operations Manual.

Learning Objectives are the foundation of related technical classroom instruction.
Consortiums may teach using locally developed coursework; however, it is
recommended that agreements with the local technical college be pursued to obtain
post-secondary credit for YA worksite and classroom experiences.

A minimum of 180 hours (2 semesters) of related technical instruction is required for
each one year YA program with 250 of the work hours coinciding with the instruction.
The student must also receive high school credit towards graduation for this
instruction, no matter the provider.

It is suggested that the following courses or learning experiences be provided as a
pre-requisite OR concurrently for students interested in this youth apprenticeship:
0 Metals/Machining
Manufacturing/Industrial Arts
Welding
Computer Aided Drafting (CAD)/Technical Drawing
Electronics/Electricity
Additionally, students should complete a job shadow prior to enroliment in the
Manufacturing YA program.

OO0O0O0O0

Commercial programs or Employer provided classroom certification programs are also
appropriate provided that the student receives high school credit towards graduation
for the class work. Possible classroom programs include training and certification by
Manufacturing Skill Standards Council (MSSC) (http://www.msscusa.org/), American
Welding Society (ASW) (http://www.aws.org/w/a/), National Institute for Metalworking
Skills, Inc. (NIMS) (https://www.nims-skKills.org/web/nims/home), and National Center
for Manufacturing Sciences (NCMS) (http://www.ncms.org/).
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Manufacturing Youth Apprenticeship (YA) Plan of Study

NAME: DATE:

The Related Technical Instruction course selection and delivery are entirely within local consortium control. The recommendations listed below are only a
suggested path of YA career planning and should be individualized to meet each learner’s educational and career goals. All plans should meet high school

graduation requirements, as well as, college entrance requirements as applicable.
HIGHLY Recommended for ALL Manufacturing YA students

English/ Social Math Science Career Pathway Courses Recommended
_ Language Arts Studies Enhancement
= Social (Electives) Electives or
2 Sciences Activities
§ T % 4 required 2 Required 2 Required
T o —
w4 1o 3 Required
9 Oral Technical Math | Physical Science | Manufacturing/Industrial Arts | Skills USA
Communication and Measuring Metals/Machining
(Speech)
10 Chemistry Manufacturing/Industrial Arts | Skills USA
Metals/Machining
Electricity/Electronics
Computer Applications
11 Physics Manufacturing Youth Apprenticeship - Level One —
(Engineering) Computer Aided Drafting (CAD)/Technical Drawings
Industrial Arts/Equipment Operation
Welding
Safety in the Workplace
Employability Skills
12 Calculus Manufacturing Youth Apprenticeship - Level One or Two —
§ (Engineering) Advanced Manufacturing
B Welding
o
o
)
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Post-Secondary Occupational Opportunities

The chart below shows examples of career ladders organized by manufacturing career pathway.

For additional career cluster information, visit www.careerclusters.org

For additional career information on a specific occupation, visit http://wiscareers.wisc.edu/ or http://worknet.wisconsin.gov/worknet/default.aspx

High School Diploma,
On-the-Job Training,
Apprenticeships

Certificate / License
(1 year or less college)

Associate’'s Degree
(2 year college)

Bachelor’'s/Master’s Degree
(4 year college)

Production Process
& Development

Power Plant Operators

Industrial Engineering
Technicians: Lab Technicians /
Process Control Technicians /
Process Improvement Technicians
/ Quality Control Technicians
First-Line Supervisors/Managers
of Production and Operating
Workers

Industrial Engineering
Technicians: Manufacturing
Technicians

Electro-Mechanical Technicians
Engineering Technicians, Except
Drafters

Mechanical Engineering
Technicians

Civil Engineering Technicians

Industrial Engineers:
Manufacturing Engineers

Civil Engineers: Design Engineers
Mechanical Engineers: Design
Engineers

Electronics Engineers, Except
Computer

Electrical Engineers

QC Lab Tech
Instrumentation Technician

Manufacturing Pathways
Quality

Calibration and Instrumentation
Technicians

Industrial Engineering
Technicians: Lab Technicians /
Process Control Technicians /
Quality Control Technicians

Industrial Engineering
Technicians: Lab Technicians /
Process Control Technicians /
Quality Control Technicians

Industrial Engineers: Quality
Engineers

Logisticians: Statistical Process
Control (SPC) Coordinators

Health, Safety, &
Environmental
Awareness

Compliance Officers Except
Agriculture, Construction, Health
and Safety, Transportation:
Environmental Compliance
Inspectors

Environmental Science and
Protection Technicians, Including
Health

Environmental Engineering
Technicians

Environmental Engineers
Health and Safety Engineers,
Except Mining Safety Engineers
and Inspectors

Manufacturing YA — Appendix C
Recommended Related Technical Instruction

Page 3 of 4



http://www.careerclusters.org/
http://wiscareers.wisc.edu/
http://worknet.wisconsin.gov/worknet/default.aspx

High School Diploma, Certificate / License Associate’s Degree Bachelor’'s/Master’s Degree
On-the-Job Training, (1 year or less college) (2 year college) (4 year college)
Apprenticeships

Carpenters Computer-Controlled Machine Industrial Engineering Industrial Production Managers
Engraver Tool Operators: Automated Technicians Technical Education Teacher
Production and Planning Clerk Manufacturing Technician
Production Assembler Electrical and Electronics
Metalworkers Repairers, Commercial and
Foundry Mold/Core makers Industrial Equipment

Tool & Die Makers Extruding, Forming, Pressing, and
Compacting Machine Setters,
Operators, and Tenders
Grinding, Lapping, Polishing, and
Buffing Machine Tool Setters,
Operators, and Tenders, Metal
and Plastic

Hoist and Winch Operators
Machinists: Instrument Makers /
Machine Operators

Milling and Planing Machine
Setters, Operators, and Tenders,
Metal and Plastic

Sheet Metal Workers

Tool and Die Makers

Welders, Cutters, Solderers, and
Brazers

Grinders
Welders, Cutters, Solders, Brazers

Manufacturing Pathways
Production

Control/Valve Repair Medical Equipment Repairers: Computer, Automated Teller, and
Electric Tool Repair Biomedical Equipment Repairers Office Machine Repairers:
Communications / Computer Installers/Repairers /
Telecommunications Equipment Computer Maintenance

Installers and Repairers Except Technicians

Line Installers Electrical and Electronics
Electrical and Electronics Repairers, Commercial and
Repairers, Commercial and Industrial Equipment

Industrial Equipment: Electrical Industrial Engineering Technicians
Equipment Installers/Repairers
Industrial Machinery Mechanics:
Maintenance Repairers
Maintenance and Repair Workers,
General

Electricians: Job/Fixture Designers
/ Facility Electricians

Control and Valve Installers and
Repairers, Except Mechanical
Door: Meter Installers/Repairers
Electric Motor, Power Tool, and
Related Repairers: Major
Appliance Repairer

Manufacturing Pathways
Maintenance

SOURCES: The States’ Career Clusters Initiative, 2007, www.careerclusters.org; The Oklahoma Department of Career & Technology Education, 2007; Waukesha
County Technical College (WCTC), Susan Maresh, Waukesha County School-to-Work, 2007; Wisconsin’s Worknet 2007, http://worknet.wisconsin.gov.
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Appendix D

WISCONSIN INSTRUCTIONAL DESIGN SYSTEM (WIDS)
FORMAT AND YOUTH APPRENTICESHIP PROGRAM GUIDE TERMS

WIDS/YA Program DOCUMENTS:

Course Outcome Summary (COS)
The overview summary of the Manufacturing YA program listing the program
units and their corresponding competencies.

Manufacturing YA Program Guide
Description of the Manufacturing YA Program. The appendices contain program
information; and competencies with their corresponding performance standards
and learning objectives by unit. In WIDS, this information is located in the
Program Outcome Summary (POS)

Skill Standards Checklist
Listing of ALL the competencies in ALL of the industry-wide and industry-specific
skill areas. The checklist provides the overall documentation for DWD of the skill
achievement levels for the competencies in the Specialty Areas

WIDS TERMS:

Competency
The major skill or outcome stated in observable, measurable terms telling
learners what they must be able to do AFTER a learning experience.

Performance Standards
Specifications by which performance of a competency will be evaluated (criteria)
and the circumstances/situation (condition) in which the competency will be
evaluated. This is what the employer should look for when assessing the
student's skills, as applicable to that worksite.

Core Skills
Competencies that address the abilities, values, and attitudes required for
productive and successful employment.

Learning Objectives
The background knowledge that is recommended in order for the student to
master t