SECTION II. - APPLICATION PROCEDURES
A. Applicants will be accepted between January - March. All persons requesting an
application will have one made available upon signing the applicant log.

B. All applications will be identical in form and requirements. The application form will be
numbered in sequence corresponding 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/ethnic and sex identification and the progress by dates and final disposition of
each application.

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

D. Receipt of the properly completed application form, along with required supporting
documents (proof of age, driver’s license, birth certificate or other acceptable
documentation; copy of high school diploma, GED Certificate or other acceptable
documentation) will constitute the 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 application
will be notified in writing of their disqualification. The applicant will also be notified of the
appeal rights available to them. No further processing of the application will be taken.

F. Applicants meeting the minimum qualifications and submitting the required documents
will be notified where and when to appear for an aptitude test and oral interview.

G. Applicants who qualify by having met all required prerequisites, including a 75% passing
grade on the aptitude test, will be interviewed by the Joint Apprenticeship Committee. The
interview shall cover such factors as educational record, attitude towards work and
apprenticeship, sense of responsibility, previous work experience, related or unrelated to
the trade, reasons for interest in the trade, hobbies. Interviews will be scheduled after the
testing date on an annual basis.

SECTION Ill. - SELECTION PROCEDURES

A. The JATC will schedule the interview (if applicable) and evaluation session. All applicants
who have met the minimum qualifications and have submitted the required documents must
be notified of the date, time, and place to appear.

B. The interviewer(s) will rate each applicant during the interview on each of the factors on
the applicant rating form taking into account the information on the application and required
documents, if applicable. The interviewer will record the questions asked and the general
nature of the applicant’s answers. The interviewer will then prepare a written summary of
his/her judgment of the applicant derived from the interview.

C. After completing the interview and evaluation of the applicants, the individual rating
scores of the interviewer(s) will be added together and averaged to determine the



applicant’s final rating (understanding that allocated points will be given to designated
programs as listed in Section IV, A - D.

D. Applicants will be placed on a “Ranking List” according to their scores at the evaluation
session, with the applicant having the highest score being at the top of the list, and all
applicants then listed in descending order based on score.

E. As openings for the registration of new apprentices occur, the highest ranked applicant
will be notified of selection by telephone. It will be the responsibility of the applicant to keep
the JATC informed of their current mailing address and telephone number.

F. If applicants cannot be reached by telephone/letter, their names will be passed and
notice sent to their address by “Certified Mail-Return Receipt Requested” to determine if the
applicants are still interested. If no response is received in fifteen (15) working days from
the written notice, the applicant’s name will be removed from the list. Only one certified
notice will be mailed.

G. Qualified applicants remaining on a preceding ranking list will automatically be carried
forward on the new ranking list and slotted in wherever their rating score placed them for a
period of two (2) years, unless the applicant has been removed from the list by their own
written request or following failure to respond to an apprentice opening. Applicants who
were not placed during the two (2)- year period that were on the ranking list, will be required
to reapply.

H. During the two (2)-year period, applicants who feel that their qualifications have improved since
their original rating may submit documented evidence of such additional experience or training and
request reevaluation and rating at the next regular processing cycle.



