
 

 

 

Edmonds Community College 

Starting a  
Non-Traditional  
Apprenticeship  
Program 
White Paper – paid for with Perkins Innovation funds. 

 

 

Pam Foust 
 
and  
 
Darren Linker 
 
6/10/2018 
 

 

  



1 

Table of Contents 

 
Introduction……………………………………………………………………………………………………………………………….2 

Apprenticeship Programs………………………………………………………………………………………………………….. 2 

Non-Traditional Apprenticeship………………………………………………………………………………………………….2 

Making the Decision………………………………………………………………………………………………………. 3 

Defining the Line…………………………………………………………………………………………………………….3 

Apprenticeship Committee……………………………………………………………………………………………………….. 3 

College Processes……………………………………………………………………………………………………………………... 4 

Tuition & Fees……………………………………………………………………………………………………………….. 4 

Apprentice Status………………………………………………………………………………………………………….. 4 

Coding…………………………………………………………………………………………………………………………... 4 

Tracking Students………………………………………………………………………………………………………….. 5 

On the Job/Prior Learning Assessment..………………………………………………………………………….. 5 

Lessons Learned………………………………………………………………………………………………………………………...5 

Cultivating Training Agents……………………………………………………………………………………………..5 

Recruiting students……………………………………………………………………………………………………….. 6 

Make good matches………………………………………………………………………………………………………. 6 

Apprentice Support……………………………………………………………………………………………………….. 6 

Appendix A……………………………………………………………………………………………………………………………….. 7 

Appendix B - Resources…………………………………………………………………………………………………………….. 8 

 

  



2 

Introduction 
With low unemployment, a growing skills gap, and a more technologically advanced workplace many 

individuals lack the skills to obtain a living wage job.  Employers struggle to find applicants to fill open 

positions.  In response to these factors, then President Barack Obama passed the Expanding 

Apprenticeships in America Executive Order in June, 2017.  “In today’s rapidly changing economy, it is 

more important than ever to prepare workers to fill both existing and newly created jobs and to 

prepare workers for the jobs of the future.” 

Providing these programs where workers learn on the job and receive related college instruction has 

become a preferred strategy in Federal and State Workforce funding models.  The construction 

industry and many labor organizations have relied on apprenticeship programs for many years, other 

careers, employers and industries are beginning to explore apprenticeship programs.   

In Fall 2017 Certified Safety Specialist (CSS) apprenticeship program, the Nation’s first of its kind in the 

field of Occupational Safety & Health (OSH) began at Edmonds Community College (EdCC).  Getting an 

apprenticeship program approved and running takes time.  This white paper is intended to provide 

resources and guidance to other community colleges interested in pursuing an apprenticeship 

programs in non-traditional fields.  

Apprenticeship Programs 
Creating a registered apprenticeship program in Washington State requires an application to the 

Washington State Department of Labor and Industries.  Required partners in creating and running an 

apprenticeship program include: 

1. Sponsor:  the sponsor provides program oversight and administration. 

2. Training Agents:  Employers who hire apprentices and provide on-the job training  

3. Related Instruction Provider:  Community or Technical College (for purposes of this paper) 

4. Apprenticeship Committee: A committee that is separate from the college’s program advisory 

committees provides apprenticeship program oversight.  

Non-Traditional Apprenticeship 
The Certified Safety Specialist Apprenticeship program at Edmonds Community College is considered a 

non-traditional apprentice program as it is not affiliated with the trades, a  labor organization or a 

training trust.  In addition, the Related Supplemental Instruction (RSI) that is completed by the 

apprentice is not aligned in a linear fashion with the apprenticeship standards as is typical in most 

apprenticeship programs.  

Typically the Related Supplemental Instruction of an apprenticeship program is developed and 

designed to align with the on the job training.  However when this apprenticeship was developed the 

Related Supplementary Instruction already existed as a traditional college curriculum.  Courses are 
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taught as specialized subjects that will apply to the different skills the apprentice will use on the job 

throughout their employment as an apprentice.  The CSS apprenticeship standards were created in a 

progression of entry level experience, progressing to more advanced understanding and application.  

The RSI courses do not align in a linear manner to the on-the-job skills progression.  

Making the Decision 

The process of starting an apprenticeship program involves multiple parties, planning, approvals, and 

coordination.  Collaborating with a sponsor to create and implement an apprenticeship program 

requires a significant effort and the process takes time.  When developing a new apprenticeship, 

ensure that you create a realistic timeline.  The sponsor needs to have adequate financial resources to 

maintain the effort until obtaining a sufficient number of apprentices employed by active training 

agents to meet the funding model predictions.   

The funding model supporting the new apprenticeship program is an essential piece in in the 

development of the apprenticeship application.  A clear funding model for operations is needed.  The 

funding of an apprentice program primarily comes from employer contributions or in rare cases 

alternative funding sources such as grants.  Alternative sources are typically short-term and will not 

sustain the apprenticeship program.  Employer commitments should be obtained in advance with a 

clear explanation and understanding of the actual cost and commitment needed as a training agent.  

The college is a partner with the apprenticeship sponsor.  The responsibility for implementation, 

administration of the apprenticeship, training agent outreach, and apprenticeship committee 

coordination lies with the sponsor.  It is important that the sponsor fully understands the timeline and 

hours that it will take to reach scale.  See appendix A for more detailed information of a suggested 

timeline for the process.  Both the sponsor and the college will need to work concurrently throughout 

the development and approval process. Multiple tasks may be in process at the same time.  

Defining the Line 

There are three distinct roles between the college, sponsor and training agent.  Each partner has 

separate responsibilities.  Integrated planning is important; however the college should limit itself to 

accountability for the implementation of the Related Supplemental Instruction.  Apprenticeship 

administrative processes, tracking, and job performance are the responsibility of the sponsor and 

apprenticeship committee.  While difficult to separate, the college should not get involved with the 

employer/apprenticeship/sponsor tasks or the apprenticeship committee.. 

Apprenticeship Committee 
The college program advisory committee must be involved in determining if an apprenticeship is 

appropriate for the college.  Once the college commits to an apprenticeship program, they will need to 

get support and formal approval by the college program advisory committee.  This approval must be 

documented in the program advisory committee minutes.  
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A separate apprenticeship committee will also need to be formed by the sponsor.  The college will 

likely be asked to participate as a non-voting member (ex officio).  It is the apprenticeship committee 

that will serve as the approving body for the sponsor administering the program. 

Choosing strategic industry employers and employees for the committee is critical to the long-term 

success of the apprenticeship program.  Apprenticeship committee members need to be equity 

partners, committing their advocacy, being a training agent, or other contribution of equity.  Equity 

partners can help sustain the program until it is fully operational.  

College Processes 

Tuition & Fees 

Registered apprentices are eligible for a waiver of 50 % off of tuition for the specific college courses 

that are outlined as required in the Related Supplemental Instruction document of the apprenticeship 

standards.  Fee waivers are optional for the college.  For this purpose an apprentice must be enrolled 

in the college academic program and be attending classes. The apprentice also has to have already 

been formally accepted into the apprenticeship program by the program sponsor. For the state to 

officially consider them as a registered apprentice, the apprentice must also be entered into the state 

registered apprentice database.  A student is not a registered apprentice until they have begun classes 

and been accepted by the sponsor and registered with the state.  Throughout the apprenticeship 

program students must maintain status at the college and with the apprentice sponsor to continue to 

receive the 50% tuition.  

Apprentice Status 

Potential apprentices may come from students who are already enrolled in the college academic 

program, or they may come externally  from the sponsor.  It is recommended that a shared cloud file 

should be kept between the sponsor and the college, which contains information on all the active 

apprentices currently enrolled in the apprenticeship. This file needs to be kept up to date with new 

apprentice names added by the sponsor as they have been accepted into the apprenticeship. This file 

should also include information on their progress towards completing each milestone.  

Coding 

Apprentices are tracked and reported separately for data reporting purposes.  Apprenticeship students 

will have a different fee pay status, student intent code, and all apprenticeship courses will need to 

have a different section.  Following this curriculum model, a second section will have to be created for 

every course in the Related Supplementary Instruction each quarter.  Following this curriculum/RSI 

model both apprenticeship students and program students who are not enrolled in apprenticeship are 

in a shared course.  To prevent non-apprenticeship students from accidentally enrolling the 

apprenticeship section of a course, a registration code is required to enroll in any of the apprenticeship 

class sections. The college also keeps the apprenticeship section of the class hidden in the college 
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quarterly class schedule to prevent regular students enrolled in the academic program from enrolling 

in the wrong section of the course. This course entry code allows the apprentice to register for the 

apprenticeship section of the course.  Once the special coding and processes have been established, a 

specific designated apprenticeship advisor is recommended for the program in order to give proper 

enrollment information to apprentices versus non apprentice program students. This individual must 

be familiar with the apprenticeship process and the apprenticeship program standards for the 

apprenticeship. At Edmonds Community College, the program director meets with each student each 

semester to give them a registration code as well as the item number for the apprentice section of the 

courses.  This allows them to register for a separate item number, same class content but with lowered 

tuition and provides data tracking.   Contact SBCTC Data Services for more details.   

Tracking Students  

Registered apprentices must maintain dual status with both the related instruction provided by the 

college and the sponsor/administrative agent.  A communication plan to monitor and keep both 

entities informed of student progress is needed.  A designated person at the college, in our case the 

program director, will need to monitor students’ progress each quarter so that the sponsor is aware of 

their academic progress.  

Immediate notification should be given to the sponsor if a student does not enroll in the next quarter, 

if a student drops the class, or if the student will not pass a class.  Immediate notification should be 

given to the college if the apprentice has stopped working. 

Our data system does not notify the program director of new pathway students.  Therefore all program 

students are referred to the program director to receive an apprentice code that allows them to 

register for the apprentice section of each class.   

On-the-job / Prior Learning Assessment 

Edmonds Community College is considering offering credit for one or two classes based on the 

competency assessments through the apprenticeship progression process. At this time, EdCC is in the 

process of modifying all program and course learning outcomes, and may consider offering prior 

learning credits once the modifications are completed. While the apprentice may be getting on-the-job 

experience for certain tasks covered the academic classes, it is important to consider if they may not 

be receiving the academic theory from the training agent. If not, they may want to stay enrolled in the 

course. If credit is granted  for on-the-job learning, it is important that it is transcripted to match the 

courses that are listed in the RSI for the apprenticeship. 

Lessons Learned 

Cultivating Training Agents 

Apprenticeship programs have broad based support in industries that commonly work with skilled 

trades, such as in the construction industry, aerospace, and manufacturing.  Employers in other 

https://www.sbctc.edu/colleges-staff/data-services/default.aspx
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industries that do not typically work with skilled trades or where apprenticeship programs have never 

existed will likely not be as familiar with apprenticeship programs and their requirements,  and will 

need more information showing return on investment (ROI).  The sponsor will need to take this into 

account when designing a recruitment plan for employers/training agents.   

Recruiting Students 

Keeping the balance between prospective training agents and prospective apprentices is important.  If 

there are more of one or the other, those waiting for matches may lose interest or may not be able to 

participate in the apprenticeship without the potential income that they would be earning as a paid 

apprentice. 

Make Good Matches 

In the early stages of operation, there may be a small number of training agents and apprentices.  With 

limited choices it is still important to evaluate the interests, skills and competencies of the apprentice 

and ensure a good match with the employer expectations, needs, and schedule.  

Apprentice Support 

The sponsor is responsible for creating an apprentice handbook with information that outlines the 

responsibilities of the apprentices and any employment related policies and procedures.  This 

handbook will include the apprenticeship standards, how to track the hours worked towards meeting 

each standard outlined in the apprenticeship standards document.  Other items in the handbook may 

include, but are not limited to grievance procedures, disciplinary processes, and assessments for wage 

progression.  

Edmonds CC also created a handbook for apprentice support at the college.  This college apprentice 

handbook emphasizes the need to meet requirements to maintain dual status with the college and the 

sponsor, specific enrollment procedures the apprentices will need to follow to be enrolled in the 

correct classes, as well as the range of college services available to support the apprentice in 

completing their Related Supplemental Instruction.  Nearly all of the RSI classes for the CSS 

apprenticeship are online, so there are also resources to support online learning.   
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Appendix A - Registered Apprenticeship Timeline 
 

Task College  Sponsor 

6 Months Viability Research,  
Labor Market Information,  

 Viability Research 
Training agent commitment,  
Labor Market Information, Funding Model, 
Identify employer ROI message  

2 months Academic Program Advisory 
Committee input & approval 

 Form preliminary apprenticeship advisory 
committee with Equity partners 

4-6 
months 

Conduct DACUM for developing apprenticeship standards and alignment or modification 
of curriculum  
Develop standards & Curriculum development as needed 

1 month Create new certificate 
 

 Apprenticeship Committee finalized 
Submit application 
Create Employer/training agent recruitment 
message 

4 months Gain approval for new certificate 
and apprenticeship from curriculum 
committee, SBCTC and NWCCU 

 Gain approval for apprenticeship program from 
L&I 

2 months Add apprenticeship to program 
inventory 

 Recruit Training Agents, Finalize job descriptions 
for each site, confirm employer payment 
process 

2 months Refer existing students to sponsor 
 

 Finalize recruitment and marketing tools 
Recruit and register apprentices 

Create a communication plan for college and sponsor to track and monitor application status and 
quarterly progress.  

 1 month Develop internal student, class, and 
funding codes 
Communicate codes and processes 
with all campus services 

  

Ongoing Enroll students 
Determine waiver eligibility, assign 
coding 

 Interview, select and register apprentices 
Match training agents and apprentices 

Quarterly Quarterly review of student 
progress – report instructional hours 
and status to sponsor 
 

 Quarterly review of student progress, training 
evaluations – communicate any changes to 
college 
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Appendix B - Resources 
 

 Aerospace Joint Apprenticeship Committee (AJAC) While AJAC receives state funding, and therefore 

has a more extensive program with significant funding, they do have excellent resources on the return 

on investment for employers. Training 

Washington State Department of Labor & Industries 

SBCTC Apprenticeship Resources 

https://www.ajactraining.org/aviation-employers/
https://www.lni.wa.gov/TradesLicensing/Apprenticeship/
https://www.sbctc.edu/colleges-staff/programs-services/apprenticeship/

