
































To Whom It May Concern: 

Enclosed you will please find a copy of the Department of Labor certification that you requested 
recently.

You may also use this letter as verification that 
is indeed signatory to the Chicago Laborers District Council and contributes to the Laborers 
Apprenticeship Fund and their active account is current.

Our Mandatory Apprentice Program has successfully trained and graduated hundreds of 
apprentices providing safe, efficient and hard-working employees for signatory employers. The 
LIUNA Chicagoland Laborers’ District Council Training and Apprenticeship Fund has 
graduated the following number of apprentices within the last five years: 

2023: 190
2022: 125 
2021: 86 
2020: 94 
2019: 77 

Regards,

John Retondo 
Director of Apprenticeship 

Superior Excavating

131 Zapata Lane
Minooka, IL 60447

Superior Excavating

July 15, 2024



Chicagoland Laborers

Carol Stream, IL

For the occupation of CONSTRUCTION CRAFT LABORER

April 12, 1999

IL017990001



STANDARDS OF APPRENTICESHIP

Developed by
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WORK PROCESS SCHEDULE
Construction Craft Laborer

O*NET SOC CODE: RAPIDS CODE: 0661HY

Work Process Schedule for Construction Craft Laborer

APPROXIMATE
HOURS

I General Skills

A. Site/Project Preparation &Maintenance

B. Tools, Equipment and Materials

C. Safety



II. Specific Skills

A. Building Construction

B. Heavy/Highway Construction

C. Underground Construction

D. Environmental

Total Hours

2400
TOTAL MINIMUMHOURS



RELATED INSTRUCTION OUTLINE
Occupation Title

O*NET SOC CODE: RAPIDS CODE: 0661 HY

Related Education Schedule Approximate Hours

First Week of Training:

Total 40 Hours

Total 320 Hours
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CONSTRUCTION CRAFT LABORER 
APPRENTICE PROGRAM

APPRENTICESHIP AGREEMENT

UNION OBLIGATIONS OF THE APPRENTICE

Participation in the apprentice program is contingent upon the apprentice meeting obligations to the 
Local Union to which he/she is assigned.   Any apprentice not in good standing with the Local Union to 
which they were assigned, is not eligible for employment or to attend off-the-job related instruction or 
training.

OFF THE JOB RELATED INSTRUCTION AND TRAINING

All scheduled training classes will be conducted at the LiUNA Chicagoland Laborers' District Council
Training and Apprentice Fund (or “Fund”) in either the Carol Stream or the City of Chicago Training 
Facility, Monday through Friday, 7 am to 3:30 pm.  It is the responsibility of the apprentice to verify 
which location each class will be taught.

ATTENDANCE

Apprentices must attend all off-the-job instruction and training as assigned and scheduled whether 
they are working or not.  Appropriate notice will be given by mail to the apprentice of scheduled 
training dates.  The apprentice must confirm training dates with the training office and give their 
employer notice of the training dates as soon as possible.

Apprentices must be on time for training classes and must be appropriately dressed.  Appropriate 
work clothing includes work pants (no shorts), shirts with sleeves (long or short) and safety-toe boots.  
Apprentices should also dress appropriately for the weather conditions (hot, cold, etc.).  Training will 
be conducted indoors and outdoors.  Once hard hats, gloves and safety glasses are assigned to the 
apprentice they are responsible for bringing them to class each day.
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VIOLATION ASSESSMENTS

An apprentice shall be considered late for training classes if the apprentice arrives 1–10 minutes past 
the starting time of the scheduled class.

An apprentice shall be considered tardy for training classes if the apprentice arrives 11-60 minutes 
past the starting time of the scheduled class.

An apprentice shall be considered absent-unexcused for training classes if the apprentice arrives 
more than 60 minutes past the starting time of the scheduled class; or does not attend a day of 
scheduled training; or leaves class without authorization.

An apprentice shall be considered absent-excused if the apprentice’s absence from scheduled class is 
for personal medical reasons, a death in the immediate family, a court appearance or because of 
military obligations.  Written documentation substantiating the reason for the absence must be 
submitted to the Joint Apprenticeship and Training Committee (JATC) within one week of the 
absence.

Any missed training will require the apprentice to promptly make up the time missed or repeat 
the entire class at the discretion of the Apprenticeship Directorship or Apprentice Coordinator.  
Certificates, training stipends and wage increases cannot be awarded until the apprentice 
completes the required training. 

ASSESSMENT OF POINTS FOR RULE VIOLATIONS

POINTS VIOLATION

1 Late hour reports (received after the 10th of the month)

5 Late for scheduled class

10 Tardy for scheduled class

15 Absent-unexcused for scheduled class

10 Violation of JATC rule

10 Violation of CLTAF rule. 

An apprentice will be placed on probation if 20 or more points are accumulated during a period of 
apprenticeship.  An apprentice will be terminated from the apprenticeship program if 31 or more 
points are accumulated during a period of apprenticeship.   

The first 500 hours of employment for all entering apprentices shall constitute a probationary period, 
which shall be a part of the term of apprenticeship.  During the probationary period the 
Apprenticeship Agreement may be terminated by the JATC or apprentice without stating a cause or 
hearing.  After the probationary period, the agreement may be cancelled with good cause by the JATC.
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PERIODS OF APPRENTICESHIP

An apprentice begins their two year term as an apprentice at 60% of Journeyworker wages.

They are required to complete 40 hours of initial training and:

In order to advance to the next level, first year, second 6 months (70%) the apprentice needs to 
have completed:

600 hours of on-the-job learning (OJL)
6 months from their acceptance date into the program
And an additional 80 hours of instruction 
And must attend one Union meeting per quarter

In order to advance to the second year, first 6 months (80%) the apprentice needs to have 
completed:

A total of 1200 hours (cumulative) of OJL
6 months from their last level increase
And an additional 80 hours of instruction  
And must attend one Union meeting per quarter

    
In order to advance to the second year, second 6 months (90%) the apprentice needs to have 
completed:

A total of 1800 hours (cumulative) of OJL
6 months from their last level increase
And an additional 80 hours of instruction       
And must attend one Union meeting per quarter

In order to complete the apprentice program and advance to 100% Journeyworker rate, the 
apprentice needs to have completed:

A total of 2400 hours (cumulative) OJL
6 months from their last level increase
And their last 80 hours of instruction
And must attend one Union meeting per quarter
Introduction to Labor History I
Introduction to Labor History II
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RESPONSIBILITIES OF AN APPRENTICE

Apprentices, having read these standards formulated by the sponsor, agree to all the terms and 
conditions contained herein and agree to abide by the sponsor’s rules and policies, including any 
amendments, and to serve such time, perform such manual training, and study such subjects as the 
sponsor may deem necessary to become a skilled journeyworker.

In signing the Apprenticeship Agreement, apprentices assume the following responsibilities and 
obligations under the apprenticeship program:

A. Maintain and make available such records of work experience and training received on the 
job and in related instruction as may be required by the sponsor.

B. Develop and practice safe working habits and work in such a manner as to assure his/her 
personal safety and that of fellow workers.

C. Work for the employer to whom the apprentice is assigned for the duration of the 
apprenticeship, unless the apprentice is reassigned to another employer or the 
Apprenticeship Agreement is terminated by the sponsor.

D. Perform diligently and faithfully the work of the trade and other pertinent duties as 
assigned by the employer.

E. Respect the property of the employer and abide by the working rules and regulations of the 
employer and the Committee.

F. Get along with other apprentices and journeyworkers and carry out the instruction given 
by supervisors. 

G. Attend regularly and complete satisfactorily the required hours of instruction and/or home 
study as stipulated in the standards.

H. Conduct oneself at all times in a creditable, ethical and moral manner striving to enhance 
the dignity and craft worker status of the Construction Craft Laborer.

Failure to demonstrate willingness or ability to acquire the knowledge and skills of this craft, or failure 
to meet the apprentice responsibilities and obligations as outlined in these Standards and in the rules 
and regulations of the Committee, may result in cancellation of the Apprenticeship Agreement.

*Affirmative action statement, work process schedule statement, training allowance and apprentice 
related instructional hour statement can be referenced in the Apprenticeship Standards for LiUNA
Chicagoland Laborers’ District Council Training & Apprentice Fund.
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MISCELLANEOUS RULES

Apprentices shall immediately notify the LiUNA Chicagoland Laborers’ District Council Training &
Apprentice Fund by mail, in person or by calling 1-630-653-0006 of any change in address or 
telephone number.

If an apprentice fails to notify the Fund of a change of address and, as a result, does not attend 
scheduled classes because of not receiving notification to attend, that apprentice’s absence from those 
classes shall be considered absent-unexcused.       

An apprentice may not quit a job with a contractor, nor change contractors without approval from the
Directorship of Apprenticeship.  

An apprentice may be discharged from employment because of unsatisfactory work, improper 
conduct, indifference to rules and regulations or insubordination.  During the apprentice’s 
probationary period, such discharge will automatically result in termination from the apprentice 
program.

Apprentices laid off by their employer due to lack of work or reduction in workforce shall immediately 
notify the Director of Apprenticeship and their Local of such lay off.

Apprentices called back to work by the employer shall immediately notify the Apprentice Coordinator 
and their Local.

Apprentices shall complete monthly employment work reports and submit them by the 10th day of the 
following month to the Joint Apprenticeship Training Committee.

Apprentices must abide by all rules, regulations and conditions of application of the Fund.

Apprentices must abide by all requirements of the Apprenticeship Standards for Construction Craft 
Laborer (DOL #869-463-580).

Apprentices who fail to fulfill their mandatory quarterly union meeting attendance obligation will be 
assessed 10 violation points per quarter and will not receive any corresponding training stipends. 
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STATEMENT OF UNDERSTANDING

I have read these rules and been given an opportunity to ask questions regarding further 

classifications.  I understand that a copy of these rules will be given to me and a signed copy placed in 

my apprenticeship file.  I have received, understand and accept the rules, regulations and conditions of 

the LiUNA Chicagoland Laborers’ District Council Training & Apprentice Fund and Apprenticeship 

Standards.  I understand that violation of these rules, regulations, conditions or standards is just cause 

for me to be terminated from the apprenticeship program.

Date of Birth: ______________________________ Social Security Number (optional)   _______-____-______

Apprentice Signature: _______________________________________________________   Date_______________

Program Sponsor Signature: ________________________________________________   Date_______________

Program Sponsor:

LiUNA Chicagoland Laborers’ District Council Training & Apprentice Fund
Paul Hoetzer
Director of Apprenticeship
1200 Old Gary Avenue
Carol Stream, Illinois  60188
630-653-0006 ext. 235
paul.hoetzer@chicagolaborers.org

Registration Agency:

United States Department of Labor Office of Apprenticeship
Marlene Budge
USDOL/OA/ATR
230 South Dearborn St.
Chicago, Illinois  60604
312-596-5504
budge.marlene@dol.gov
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              U. S. DEPARTMENT OF LABOR 
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SECTION I - INTRODUCTION 

The JATC enters this Affirmative Action Plan (AAP) with good faith for the purpose of promoting 
equality of opportunity into its Registered Apprenticeship Program.  The JATC seeks to increase the 
recruitment of qualified women and/or minorities for possible selection into the apprenticeship program 
in the event women and/or minorities are underutilized in the apprenticeship program. The JATC hereby 
adopts the following nondiscriminatory pledge and the AAP.

This AAP is a supplement to the Apprenticeship Standards.  Any changes made by the JATC will 
become part of this written AAP, once approved by the Registration Agency. 

SECTION II - EQUAL OPPORTUNITY PLEDGE  

The JATC commits to the following Equal Opportunity Pledge: 

LiUNA Chicagoland Laborers’ District Council Training & Apprenticeship Fund 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.  LiUNA Chicagoland Laborers’ District Council Training & Apprenticeship Fund 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, Section 5 (c)(1). 

SECTION III - UTILIZATION AND ANALYSIS, GOALS AND TIMETABLES 

In order to allow positive recruitment and full utilization of minorities and women in the 
apprenticeship program, the JATC pledges to identify outreach efforts under Section IV which will 
be undertaken.  The purpose of the analysis is to determine the minority and women’s labor force 
in the JATC’s labor market area.  Once the labor force is determined, the JATC can determine if 
deficiencies exist in terms of underutilization of minorities and/or women in the occupations 
registered with the Registration Agency.  (See attached Affirmative Action Plan Workforce Analysis 
Worksheet.) 

SECTION IV - OUTREACH AND POSITIVE RECRUITMENT 

The JATC’s AAP includes the following “checked” outreach and positive recruitment efforts that 
would reasonably be expected to increase minority and women’s participation in apprenticeship by 
expanding the opportunity of minorities and women to become eligible for apprenticeship 
selection.  Once those efforts have been checked, the JATC will set forth the specific steps they 
intend to take under each identified effort.  The JATC will identify a significant number of 
activities in order to enable it to meet its obligation under Title 29, CFR part 30.4(c).  

 A.  X An announcement of specific apprenticeship openings must be disseminated thirty 
(30) days in advance of the earliest date for application at each interval to the following
agencies/organizations:
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- Registration Agency 
- Women’s Organizations/Centers 
- Local Schools 
- Employment Service Centers 
- One Stop Centers 
- Vocational Education Schools 
- Other Organizations/Centers (which can effectively reach minorities and women) 
- Newspapers (which are circulated in the minority community and among women) 

 
  The announcement will include the nature of the apprenticeship, requirements for admission 

to apprenticeship, availability of apprenticeship opportunities, sources of apprenticeship 
applications, and the JATC’s equal opportunity policy.   The period for accepting applications as 
established by the JATC is: ________________ 

B. X Participation in annual workshops conducted by employment service agencies for the 
purpose of familiarizing school, employment service and other appropriate personnel 
with the apprenticeship program and current opportunities.

C. � Cooperation with school boards and vocational educational systems to develop 
programs for preparing students to meet the standards and criteria required to qualify 
for entry into the apprenticeship program.

D. X Internal communication of the JATC’s equal opportunity policy should be conducted 
in such a manner to foster understanding, acceptance, and support among the JATC’s 
various officers, supervisors, employees, and members,  and to encourage such 
persons to take the necessary action to aid in meeting its obligation under Title 29, 
CFR part 30.

E. X Engaging in programs such as outreach for the positive recruitment and preparation 
of potential applicants for apprenticeships; where appropriate and feasible, such 
programs will provide for pre-testing experience and training.  In initiating and 
conducting these programs, the JATC may be required to work with other JATCs 
and appropriate community organizations.  The JATC will also initiate programs to 
prepare women and encourage women to enter traditionally male programs. 

F. � Encouraging the establishment and utilization of programs of pre-apprenticeship, 
preparatory trade training, or others designed to afford related work experience or 
prepare candidates for apprenticeship.  The JATC will make appropriate provisions 
in its AAP to assure that those who complete such programs are afforded full and 
equal opportunity for admission into the apprenticeship program.

G. � Utilizing journeyworkers to assist in the implementation of affirmative action in the 
apprenticeship program.

H. X Granting advance standing or credit on the basis of previously acquired experience, 
training, skills, or aptitude for all applicants equally.
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I. � Other appropriate action to ensure that the recruitment, selection, employment, and 
training of apprentices during their apprenticeship will be without discrimination 
because of race, color, religion, national origin, or sex (e.g., general publication of 
apprenticeship opportunities and advantages in advertisements, industry reports, 
articles, etc., use of present minority and women apprentices and journeyworkers as 
recruiters; career counseling; development of reasonable procedures to ensure 
employment opportunity, including reporting systems, on-site reviews, briefing 
sessions).

The Sponsor shall: 
 

1) Participate in workshops for school and employment service counselors. 
2) Cooperate and counsel with secondary and vocational school administrators concerning needs 

of the industry and how transition of female and minority group students from school to 
apprenticeship can best be accomplished. 

3) Disseminate information within the industry to acquaint all involved with the goals of the 
apprenticeship program and to effect cooperation. 

4) Cooperate with concerned minority and female organizations.  They shall disseminate 
information to the general public detailing procedures for applying for admission to 
apprenticeship and how to respond. 

5) Run newspaper advertisements in major newspapers and minority newspapers in all areas of 
jurisdiction, bi-annually. 

6) Attempt to secure on public service time on radio and/or TV commonly identified with the 
minority community.   

7) Adopt other acts deemed necessary by the sponsor to accomplish the goals desired. 
  

 
 SECTION V - ANNUAL REVIEW OF AFFIRMATIVE ACTION PLAN 

The JATC will make an annual review of its current AAP and its overall effectiveness and institute any 
revisions or modifications warranted.  The review will analyze (independently and collectively) the 
affirmative action steps taken by the JATC for evaluating the positive impact, as well as the adverse impact 
in the areas of outreach and recruitment, selection, employment, and training.  They will work diligently to 
identify the cause and affect that result from their affirmative action measures.  The JATC will continually 
monitor these processes in order to identify the need for a new affirmative action effort and/or deletion of 
ineffective existing activities.  All changes to the AAP must be submitted to the Registration Agency for 
approval.  The JATC will continually monitor the participation rates of minorities and women in the 
apprenticeship program in an effort to identify any type of underutilization. If underutilization exists, 
corrective action will be immediately implemented.  The goals and timetables also will be reviewed 
periodically as determined by the Registration Agency and updated where necessary.
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AFFIRMATIVE ACTION PLAN
WORKFORCE ANALYSIS WORKSHEET

A. SPONSOR INFORMATION
Program Number: IL017990001
Name of Sponsor: Chicagoland Laborers Training & Apprentice Fund
Address: 1200 Old Gary Ave
City/State/Zip Code: Carol Stream, IL 60188
Contact Person: Paul Hoetzer
Phone Number:  630-653-0006  Ext. 235 FAX Number:  630-653-2762
E-Mail Address: paul.hoetzer@chicagolaborers.org

B. OCCUPATIONAL INFORMATION
Occupational Title: * Construction Craft  Laborer
RAPIDS Code:0661 O*NET/SOC Code: 47-2061.00
Type of selection method used:  Employer Referral
Labor Market Area description: All 9 Counties in the Northeastern corner of Illinois

C. LABOR MARKET AREA & OCCUPATIONAL PARTICIPATION DATA
C.1 Total Labor Force in Labor Market Area * 4,451,902

Number of Women: 2,048,014 23 % of labor force
Number of Minorities: 1,848,591 42 % of labor force

C.2 Working Age Population in Labor Market Area *
Number of Women: % of labor force

Number of Minorities: % of labor force

C.3 Apprentice Participation in Craft/Occupation in National Apprenticeship System **
Number of Women: 31 16 % of apprentices

Number of Minorities: 81 42 % of apprentices
C.4 The General Availability of Minorities and Women with the Present or Potential 
Capacity for Apprenticeship in Program Sponsor’s Labor Market Area. ***

Number of Women:
Number of Minorities:

Resources for obtaining labor market information.
* http://www.census.gov/hhes/www/eeoindex/page_c.html
 
** RAPIDS Data available from Registration Agency.

*** Program Sponsors may use any reasonable method for determining the general availability 
of minorities and women with the present or potential capacity for apprenticeship, including 
relying on the data recorded in Section C.1 for “Total Labor Force”, C.2 for “Working Age 
Population”, and C.3 “Apprentice Participation in Particular Craft/Occupation” to propose 
the entries for “The General Availability of Minorities and Women.” 
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D. SPONSOR’S WORKFORCE DATA
D.1   Total Number of Journey/Craft Workers Employed: 10,000

Number of Women: % of work force
Number of Minorities: % of work force

D.2   Total Percentage of Apprentices or of Applicant Pool (depending on selection method used)
Numerical percentage of Women apprentices or 
women in applicant pool: %
Numerical percentage of Minority apprentices or 
minorities in applicant pool: %

E. ADDITIONAL RESOURCE DATA FOR CONSIDERATION IN ESTABLISHING GOALS

Industry Source Data
Minority rate of 

participation
Female rate of 
participation

E.1    Registered Apprenticeship Partners Information 
Data System (RAPIDS):   *

E.2    EEOC Occupational Employment Data: **
* Data available from Registration Agency
** http://www.eeoc.gov/stats/jobpat/jobpat.html

F. DETERMINATION OF UTILIZATION
Analysis Yes No

Minority Underutilization:
Female Underutilization:

G. SPONSOR’S GOALS:
The program sponsor proposes and agrees to make a good faith effort to attain the goal of 
selecting 31 % minorities and 24% women during the next EEO Review cycle.  These goals will not 
be used to discriminate against any qualified applicant on the basis or race, color, religion, national 
origin or sex.

The number of new apprentices to be hired during the next year (or selection period) is estimated 
to be: 60
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QUALIFICATIONS AND SELECTION 
PROCEDURES 

 
ADOPTED BY 

 
LiUNA Chicagoland Laborers’ District Council 

Training & Apprentice Fund and Board of Trustees 
 
 

Chicago District Council, Laborers International 
Union of North America 

 
DEVELOPED IN COOPERATION WITH THE 

U. S. DEPARTMENT OF LABOR  
OFFICE OF APPRENTICESHIP 

The certification of this selection procedure is not a determination that, when implemented, it 
meets the requirements of the Uniform Guidelines on Employee Selection Procedures (41 CFR, part 

60-3) or 29 CFR part 30. Note that selection procedures may need to be modified to provide 
reasonable accommodations to qualified individuals with disabilities. 
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SECTION I. - MINIMUM QUALIFICATIONS 
 
Applicants seeking acceptance into the Apprentice Program of the LiUNA Chicagoland Laborers’ 
District Council Training & Apprentice Fund (the “Fund”) must meet the following minimum 
qualifications:  
 
A. Age 
  

Applicants must be 18 years of age or older.  
 
B. Education 
 

Applicants must have at least a tenth grade education or higher or a GED or other high 
school equivalency.  
  

C. Physical  

  Applicants must physically be able to perform the work of the trade. 
 

D.       Communication 
 

Applicants must have a reading, understanding, writing and communicating ability that 
would enable the applicant to perform the tasks of the Construction Craft Laborer in a safe 
manner and would allow the applicant to comprehend the subject matter taught, in English 
only, in related instruction. 

 
E.       Driver’s License 
 

Applicants must have a valid driver’s license. 
 

F.       Substance Abuse Testing 
 

Applicants must pass a substance abuse test to be accepted into the Program. 
 
G.       Legally Eligible 
 

Applicants must legally be eligible to work in the United States. 
 

 
 
 
 
 
 
 
 
SECTION II. - APPLICATION and SELECTION PROCEDURES 
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An employer must refer newly hired employees for selection into the Apprenticeship Program 
consistent with the Collective Bargaining Agreement. Any employees referred to the Apprenticeship 
Program must meet the minimum qualifications identified above.   
 
An employer may refer more than one new employee to the Apprenticeship Program provided that 
they do not exceed the specified ratio of six journeyworkers to one apprentice.  The JATC may 
accept into the Program an individual who has been referred by an employer provided the 
employer has agreed to employ the individual and the employer further agrees to provide the on-
the-job learning required by the Apprenticeship Program.  An employee who is referred to the 
Apprenticeship Program and is accepted into the program must participate in an initial one-week 
safety training orientation at the first opportunity offered by the Apprenticeship Program. The 
offering of safety training orientation to new apprentices does not substitute for an employer’s 
ordinary obligation to provide safe working conditions and appropriate direction to apprentices 
and journeyworkers in order to minimize the chance of injury. 
 
Sponsoring employers must submit to the Fund the following documentation for all applicants 
prior to the date the applicant completes the Fund’s application and submits to a substance abuse 
test: 
 

1. Valid driver’s license 
2. Social Security card 
3. Transcripts from high school showing completion of tenth grade or higher or, if applicable, 

other documentation demonstrating completion of a GED or other high school equivalency 
4. Sponsorship letter from signatory employer 

 
Applications will be accepted at locations within the jurisdiction of the Program as determined by 
the JATC. All applicants will be required to complete an application form.  After completion of the 
application, the applicant will submit to a substance abuse test.  After the applicant has taken the 
substance abuse test and completed the application and accompanying documentation, the Fund 
staff will review all the documentation and test results to determine whether the applicant satisfies 
the minimum qualifications set forth in Section I.  Applicants who do not meet such qualifications or 
who cannot provide substantiating evidence for meeting such qualifications will be rejected from 
the Apprentice Program.  A notice will be provided to the employer and the applicant if the 
applicant is rejected from the Program. 
 
Applicants who are military veterans and who wish to receive credit for military training or 
experience must submit a form DD-214 to verify such military training and/or experience. 
 
SECTION  III. – NON-DISCRIMINATION POLICY, NON-HARASSMENT POLICY AND COMPLAINT 
PROCEDURES 
 
A. Non-Discrimination Policy 

 
The Fund 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 Fund will take affirmative 
action to provide equal opportunity in apprenticeship and will operate the 
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Apprenticeship Program as required under Title 29 of the Code of Federal 
Regulations, part 30, Section 5 (c)(1).  Any applicant or apprentice who feels the Fund 
discriminated against him or her may file a complaint under the procedures outlined below. 

 
B. Non-Harassment Policy   

 
The Fund will work to promote an environment in which all apprentices (1) feel safe, 
welcomed and treated fairly, (2) are not harassed because of their race, color, religion, 
national origin, sex (including pregnancy and gender identify), sexual orientation, age (40 
or older), genetic information, or disability and (3) are free from intimidation and 
retaliation. To that end, harassing conduct shall not be tolerated.  Harassing conduct is 
unwelcome conduct that is based on race, color, religion, sex (including pregnancy and 
gender identity), national origin, age (40 or older), disability or genetic information. 
Harassment becomes unlawful where 1) enduring the offensive conduct becomes a 
condition of continued employment or apprenticeship, or 2) the conduct is severe or 
pervasive enough to create an environment that a reasonable person would consider 
intimidating, hostile, or abusive. Offensive conduct may include, but is not limited to, 
offensive jokes, slurs, epithets or name calling, physical assaults or threats, intimidation, 
ridicule or mockery, insults or put-downs, offensive objects or pictures, and interference 
with work performance. Any apprentice who is harassed, intimidated or retaliated against 
because of their protected status may file a complaint under the procedures outlined below. 

 
C. Complaint Procedure 

 
The Fund has established the following procedure for lodging a complaint of harassment, 
discrimination or retaliation. The Fund will treat all aspects of the procedure confidentially 
to the extent reasonably possible. 
 
1. An apprentice who feels harassed or intimidated or discriminated against based on 

race, color, religion, national origin, sex (including pregnancy and gender identity), 
sexual orientation, age (40 or older), genetic information, or disability may initiate 
the complaint process by filing a complaint in writing with the Director of 
Apprenticeship. This complaint process is also available to any apprentice who feels 
he or she has been intimidated, threatened, coerced, retaliated against or 
discriminated against because he or she has (a) filed a complaint alleging a violation 
of Part  30 of Title 29 , Subtitle A of the Federal Regulations (“Part 30”), (b) opposed a 
practice prohibited by the provisions of Part 30 or any other Federal or State equal 
opportunity law, (c) furnished information to, or assisted or participated in any 
manner, in any investigation, compliance review, proceeding, or hearing under Part 
30 or any Federal or State equal opportunity law; or (d) otherwise exercised any 
rights and privileges under the provisions of Part 30. (The provisions of Part 30 shall 
be available upon request. Part 30 is the part of the Federal Regulations dealing with 
equal employment opportunity in Apprenticeship.) 

 
2. No formal action will be taken against any person under this policy unless the 

Director of Apprenticeship has received a written and signed complaint containing 
sufficient details to determine if the policy may have been violated. If an instructor or 
other Fund staff becomes aware that harassment or discrimination is occurring, 
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either from personal observation or as a result of an apprentice’s coming forward, 
the instructor should immediately report it to the Director of Apprenticeship. 

 
3. Upon receiving a complaint or being advised by an instructor or other Fund staff that 

a violation of this policy may be occurring, the Director of Apprenticeship will notify 
the Fund and review the complaint with Fund counsel. 

 
4. Within five working days of receiving the complaint, the Director of Apprenticeship 

will notify the person(s) charged [hereafter referred to as “respondent(s)”] of a 
complaint and initiate the investigation to determine whether there is a reasonable 
basis for believing that the alleged violation of this policy occurred. 

 
5. During the investigation, the Director of Apprenticeship, together with Fund counsel 

or other Fund employees, will interview the complainant, the respondent and any 
witnesses to determine whether the alleged conduct occurred. 

 
6. Within 15 business days of the complaint being filed (or the matter being referred to 

the Director of Apprenticeship), the Director of Apprenticeship or other person 
conducting the investigation will conclude the investigation and submit a written 
report of his or her findings to the Executive Director. 

 
7. If it is determined that harassment or discrimination in violation of this policy has 

occurred, the Executive Director will recommend appropriate disciplinary action. 
The appropriate action will depend on the following factors: a) the severity, 
frequency and pervasiveness of the conduct; b) prior complaints made by the 
complainant; c) prior complaints made against the respondent; and d) the quality of 
the evidence (e.g., first-hand knowledge, credible corroboration). 

 
8. If the investigation is inconclusive or if it is determined that there has been no 

violation of policy but potentially problematic conduct may have occurred, the 
Director of Apprenticeship may recommend appropriate preventive action. 

 
9. Within five days after the investigation is concluded, the Director of Apprenticeship 

will meet with the complainant and the respondent separately, notify them of the 
findings of the investigation, and inform them of the action being recommended. 

 
10. The complainant and the respondent may submit statements to the Director of 

Apprenticeship challenging the factual basis of the findings. Any such statement must 
be submitted no later than five working days after the meeting with the Director of 
Apprenticeship in which the findings of the investigation are discussed. 

 
11. Within 10 days from the date the Director of Apprenticeship meets with the 

complainant and respondent, the Executive Director will review the investigative 
report and any statements submitted by the complainant or respondent, discuss 
results of the investigation with the Director of Apprenticeship and/or other Fund 
staff as may be appropriate, and decide what action, if any, will be taken. The Director 
of Apprenticeship will report the Executive Director’s decision to the complainant, 
the respondent and the instructors of the complainant and respondent. The 
Executive Director’s decision will be in writing and will include findings of fact and a 



 Appendix D - 7

statement for or against disciplinary action. If disciplinary action is to be taken, the 
respondent will be informed of the nature of the discipline and how it will be 
executed. 

 
 
D. Alternative legal remedies 

 
Nothing in this policy may prevent the complainant or the respondent from pursuing formal 
legal remedies or resolution through local, state or federal agencies or the courts, including 
the Office of Apprenticeship of the DOL as described below. 

 
E. Right to Equal Opportunity 

 
It is against the law for a sponsor of an Apprenticeship Program registered for Federal 
purposes to discriminate against an apprenticeship applicant or apprentice based on race, 
color, religion, national origin, sex, sexual orientation, age (40 years or older), genetic 
information, or disability. The sponsor must ensure equal opportunity with regard to all 
terms, conditions, and privileges associated with apprenticeship. If applicant or apprentice 
thinks that he or she has been subjected to discrimination, he or she may file a complaint 
within 300 days from the date of the alleged discrimination or failure to follow the equal 
opportunity standards with the US Department of Labor Office of Apprenticeship. 
 
By Mail: 
U.S. Department of Labor Office of Apprenticeship 200 Constitution Ave., NW Washington, 
DC 20210  
Att'n: Apprenticeship EEO Complaints 
  
Or 
 
Scan it and email it to ApprenticeshipEEOcomplaints@dol.gov. 
 
Complainants may also contact the following individual: 
Dean Guido 
Acting State Director 
USDOL/ETA/OA 
230 South Dearborn Street, Rm. 656 
Chicago, IL 60604 
Telephone: 312-596-5500 
FAX: 312-596-5501 
E-Mail: Guido.Dean@dol.gov 
 
Complainants may also be able to file complaints directly with the EEOC, or State fair 
employment practices agency. If those offices have jurisdiction over the sponsor/employer, 
their contact information is listed below.  
 
The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-669-4000 
(toll-free) or 1-800-669-6820 (toll-free TTY number for individuals with hearing 
impairments). EEOC field office information is available at www.eeoc.gov or 
in most telephone directories in the U.S. Government or Federal Government 
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section. Additional information about EEOC, including information about charge 
filing, is available at www.eeoc.gov. 
 
Each complaint filed must be made in writing and include the following information: 
 
1. Complainant's name, address and telephone number, or other means for contacting the 

complainant; 
 

2. The identity of the respondent (i.e. the name, address, and telephone number of the 
individual or entity that the complainant alleges is responsible for the discrimination); 
 

3. A short description of the events that the complainant believes were discriminatory, 
including but not limited to when the events took place, what occurred, and why the 
complainant believes the actions were discriminatory (for example, because of his/her 
race, color, religion, sex, sexual orientation, national origin, age (40 or older), genetic 
information, or disability); 

 
4. The complainant's signature or the signature of the complainant's authorized 

representative. 
 
Who may file a complaint: Any individual who believes that he or she has been or is being 
discriminated against on the basis of race, color, religion, national origin, sex, sexual 
orientation, age (40 or older), genetic information, or disability with regard to 
apprenticeship, or who believes he or she has been retaliated against as described in  29 
CFR § 30.17, may, personally or through an authorized representative, file a written 
complaint as described above.   

 
 
 
SECTION IV. - MAINTENANCE OF RECORDS 
 
The JATC will keep adequate records including a summary of the qualifications of each applicant, 
the basis for evaluation and for selection or rejection of each applicant, the original application for 
each applicant, information relative to the operation of the Apprenticeship Program, including, but 
not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other 
forms of compensation or conditions of work, hours including hours of work and, separately, hours 
of training provided, and any other records pertinent to a determination of compliance with the 
regulations at Title 29, CFR part 30, as may be required by the U.S. Department of Labor.  
Sponsoring employers shall maintain employment-related records of applicants and apprentices as 
required by law.  The records pertaining to individual applicants, selected or rejected, will be 
maintained by the JATC in such manner as to permit the identification of minority and women 
(minority and non-minority) participants. 
 
Each JATC must retain a statement of its AAP for the prompt achievement of full and equal 
opportunity in apprenticeship, including all data and analysis made pursuant to the requirements 
of Title 29, CFR part 30.4.  Each JATC also must maintain evidence that its qualification standards 
have been validated in accordance with the requirements set forth in Title 29, CFR part 30.5(b).  
 
Records related to each applicant and apprentice will be maintained for five (5) years from the date 
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of last action and made available upon request to the U.S. Department of Labor or other authorized 
representative.
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