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Apprenticeship Kit Portfolio

• Multi-part packages containing complete guidance and support for 
designing, developing, and implementing full-scale OJT-driven 
training.

• Designed for maximum flexibility, kits support any level of 
implementation from Registered Apprenticeship to single-skill 
upskilling.

• All kits are built to the same design, with common formats, features, 
policies, and processes.

• Each kit comes with seven documents:
• Program Design Work Process
• Program Management Guide
• Program Logistics Guide
• Trainers’ Guide
• OJT Competency Verification Checklists
• OJT/RTI Unit Snapshots
• Apprentice & Family Guide



Apprenticeship Kit Portfolio

Design Features

• Flexibility/Customizability – Kits provide complete customization 
guidance.  All kits are delivered as unprotected Word documents to 
facilitate easy configuration. 

• Internal Consistency – All kits share the same structure, formats, and 
procedures, making it easier to develop and deliver multiple programs. 

• Modularity – OJT and RTI units can stand alone to teach specific skill 
areas, combine to build certificate programs, or work in total for a full 
training program or Registered Apprenticeship.

• Completeness – Designs and resources are significantly more complete 
and detailed than typical off-the-shelf training for the trades. 

• 360° Coverage – Kits provide guidance, resources, forms, and templates 
for all stakeholders at all stages of the process.



Detailed Program Design
• OJT/RTI Work Processes

• Competency Model
• OJT/RTI/Competency 

Crosswalk

Who it’s For
• Employers

• Sponsors
• Intermediaries
• Learning Providers

• Supported by:
• Program Logistics Guide
• Program Management 

Guide
• OJT Competency Verification 

Checklists

Apprenticeship Kit Portfolio – 
Program Design Work Process
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OJT Work Process
• Representative Tasks

• Proficiency Indicators
• Estimated completion times
• Design Notes



RTI Schedule
• Subtopics

• Learning Objectives
• Proficiency Indicators
• Estimated completion times

Who it’s For
• Employers

• Sponsors
• Intermediaries
• Learning Providers

• Supported by:
• Program Logistics Guide
• Program Management 

Guide
• OJT Competency Verification 

Checklists
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Competency Model
• Journey Worker Competencies

• Target for Program Completion
• Behavioral Indicators

Who it’s For
• Employers

• Sponsors
• Intermediaries
• Learning Providers

• Supported by:
• Program Logistics Guide
• Program Management 

Guide
• OJT Competency Verification 

Checklists
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Competency Crosswalk
• Supports instructional 

alignment and completeness
• References specific OJT 

Domains and RTI Modules to 

specific competencies

Who it’s For
• Employers

• Sponsors
• Intermediaries
• Learning Providers

• Supported by:
• Program Logistics Guide
• Program Management 

Guide
• OJT Competency Verification 

Checklists
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Apprenticeship Kit Portfolio – 
Program Management Guide

What it Does
• Detailed guidance for managing 

the program:
• Development
• Administration

• Implementation
• Policy
• Registration

• Detailed customization guidance 
(100% customizable)

• Contains full suite of worksheets 

for program documentation

Who it’s For
• Program Designers 

• Program Administrators
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User Journeys
• Interactive program use cases

• Walkthrough of configuration 
options

• Supports customization

• Users identify configuration 
based on their needs

Apprenticeship Kit Portfolio – 
Program Management Guide

Who it’s For
• Program Designers 

• Program Administrators



Standalone Units
• Supports program administration 

and registration
• Program Roles 
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• Program Administrators



Policy Worksheets
• Supports program administration 

and registration
• Identify program roles 
• Develop and list program policies

• Track and record apprentice 
progress

• Consolidate planning & policy for 

Registered Apprenticeships
• Postable work process for 

registration
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Apprenticeship Kit Portfolio – 
Program Logistics Guide

What it Does
• Provides detailed job title- 

specific program guidance
• Specifies tools, equipment, 

facilities requirements

• Identifies and special safety 
considerations

• Summarizes regulatory and 

licensing considerations

Who it’s For
• Program Designers 

• Program Administrators
• Learning Providers
• Trainers
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Apprenticeship Kit Portfolio – 
Program Logistics Guide

Design Overview
• Summarizes program structure 

& duration
• Provides sequencing guidance
• Provides apprentice 

progression models

Who it’s For
• Program Designers 

• Program Administrators
• Learning Providers
• Trainers



Apprenticeship Kit Portfolio – 
Program Logistics Guide

Safety & Compliance
• Provides general safety 

guidance
• Identifies potential hazards 

specific to the job title

• Summarizes federal, state, & 
local regulatory and licensing 
considerations

Who it’s For
• Program Designers 

• Program Administrators
• Learning Providers
• Trainers



Apprenticeship Kit Portfolio – 
Program Logistics Guide

Equipment & Learning 
Environment
• Specifies tools, equipment, 

facilities requirements
• Identifies needs for both OJT 

and RTI

• Identifies and special safety 
considerations

• Provides list of tools keyed to 

OJT Domains

Who it’s For
• Program Designers 

• Program Administrators
• Learning Providers
• Trainers
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Apprenticeship Kit Portfolio – 
Trainers’ Guide

What it Does
• Supports OJT Trainer/Mentors 

in ongoing OJT activity
• Trainer/Mentor role
• Coordinating OJT with RTI

• Scheduling & sequencing
• Evaluating progress
• Training tips

Who it’s For
• OJT Trainer/Mentors



Apprenticeship Kit Portfolio – 
Trainers’ Guide

What it Does
• Supports OJT Trainer/Mentors 

in ongoing OJT activity
• Trainer/Mentor role
• Coordinating OJT with RTI

• Scheduling & sequencing
• Evaluating progress
• Training tips

Who it’s For
• OJT Trainer/Mentors



Apprenticeship Kit Portfolio – 
Trainers’ Guide

What it Does
• Supports OJT Trainer/Mentors 

in ongoing OJT activity
• Trainer/Mentor role
• Coordinating OJT with RTI

• Scheduling & sequencing
• Evaluating progress
• Training tips

Who it’s For
• OJT Trainer/Mentors



Apprenticeship Kit Portfolio – 
Trainers’ Guide

What it Does
• Supports OJT Trainer/Mentors 

in ongoing OJT activity
• Trainer/Mentor role
• Coordinating OJT with RTI

• Scheduling & sequencing
• Evaluating progress
• Training tips

Who it’s For
• OJT Trainer/Mentors



Apprenticeship Kit Portfolio – 
Trainers’ Guide

What it Does
• Supports OJT Trainer/Mentors 

in ongoing OJT activity
• Trainer/Mentor role
• Coordinating OJT with RTI

• Scheduling & sequencing
• Evaluating progress
• Training tips

Who it’s For
• OJT Trainer/Mentors



Apprenticeship Kit Portfolio – 
OJT Competency Verification Checklists 

What it Does
• Detailed framework for 

evaluating & documenting 
competency

• Separate evaluation form for 

each OJT Domain

Who it’s For
• OJT Trainer/Mentors

• Apprentices/Trainees (for info)
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Apprenticeship Kit Portfolio – 
OJT/RTI Unit Snapshots

What it Does
• Summary of each OJT Domain and 

RTI Module
• Purpose & instructional intent
• Completion time estimates

• Representative tasks (OJT)
• Subtopics (RTI)
• Learning objectives (RTI)

• Proficiency indicators (OJT & RTI)
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prospects
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Apprenticeship Kit Portfolio – 
SME Validation Guide

What it Does
• Provides guidance for SME’s 

validating the program
• Overall program 

effectiveness

• Evaluation of each individual 
OJT Domain & RTI Module

• Time estimates

• One-time use document for 
validation – not part of the kit 
download

Who it’s For
• Subject Matter Experts (SME) 

validating the program
• Job title incumbents
• Supervisors of the title

• Others with direct expertise
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Job Titles in Tranche 1 
(All Complete)

Primary Users by Document

In the Mix for Tranche 2
(Expected start July 2026)

• Wind Technician

• Solar/Battery Technician
• Welder
• Geothermal Technician

• Carpenter
• Plumber/Pipefitter
• EV Mechanic

• Nuclear Technician
• Intern/Pre-Apprenticeship Support
• Small Business Entrepreneurship

• Other?
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