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1. General Nature And Organization

What Is Apprenticeship?

Apprenticeship is a unique, voluntary traiming system
through which indniduals acquire trade and craft skills
and knuwledge. Truning combines daily on the job instruc
;ion inmanipulative shills with periodic  Jassroom mnstruc
ton in techmical subjects related to work requirements
The traiming design provides fur learfung all required

. practical and theorencab skills and knowledges for the

chasen skilled occupation Practical aspects of work are
mastered on the job as apprentices are rotated through all

' phases of their particular occupations. Theoretical aspects

of work are mastered during related subjects instruction in
the classroom. Related imstruction continues throughout
the apprenticeship term and provides an opportunity 10
consider, 1n depth, the underlying principles of ]ob
activities This arrangement of on-the-job and classroom
instruction.is a standard part of typical apprenticeship
indenturing agreements. It ensures the individual’s em-
ployabilityand guarantees competent workers for industry
by providing for learning the complete range ofskills and
knowledge during training,

The training system stipulates requirements about the
ume penuwd for apprenme/mmm;, pay, and perfurmange\
expectations For example, the required length of ume for
training generadly ranges from one to six years, depending
upon the specific trade The majonty of programs require

. three 10 four vears of work and study to complete an

apprenticeshup. Sin'e apprentices are full-ume emplovees
of the company in which they are apprenticed, the system
includes a pay schedule for apprentices while they train,
Usually the wage scale begins at about half of a journey-
man's rate and increases progressively with satisfactory
¢ompletion of'work assignments and training segments
Near the end of the apprenuceship term, pay ranges from
90 10 95 percent of the full journeyman rate. The system
.also requires a formal  written agreement between the
.apprentice and the progmm sponsor in which is set forth
expectations, duties and obligations of each party for the
apprenticeship term *Among items typically.incorporated
into the agreement are the proviston for related mstruc
uon, uverime regulanons, mimmum.wage schedule for
«each period 1n the apprenticeship term, and approximate
ume schedule for training in different aspects of .the’
oecupation

n * v
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. Why Is Apprenticeship Important?

Fur centuries apprenticeship has, been a preferred
method uf training., Thousands of workers have been
trained to perform effectjvely in-high skill and technical
vccupations to the advantage of both the individuals and
prugram sponsors. For the apprentice the advantages for
partipating in the training system include the following

1.*Gaining varied skills through instruction and ex-
» penence in all major aspects of a trade or craft;
2. Learningto work in harmony with different types of
trades and crafts people ina work setting;
3. Learming to work within a company or work
. Qrganization;
4. Learming about each skilled worker's part in the
_ productivity plan of the industry or bustness;
5. Receivinga wage with regular increases while learn-
ing a skilled craft or trade;
6. Increasing employabnhty and economic secunty,
* and
7. Receiving recognitionas skilled workers from peers,
joumeymen, employers and union members.

For the program- sponsor, the advantages for partici
pating in the apprenmeshxp training system include the
followmg

-~

1. Developing and ensuring a supply of trained, skilled

- and knowledgeable workers and supervisors for
" their operations; .

2. Increasing worker productivity, overall skill levels
and versatility;

3 Lessening the need for supervmon of employees by
developing initiative, pride in craftmanship, speed
and accuracy 'in work; and

4. Continuing to attract a constant flow of capable men
and women'into the trade or craft.

w >

Which Occupations Are Apprénticeable?

Apprenuceship is a training system for learning any one

uf the more than 700 identified apprenticeable trades or
u‘afts Included in the systegq are occupations such as

maghinist, plumber, fire medlc x ray technician, die
»
- maker, water treatment plam opemlor electrician, mill-
. 1} . .
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wnight and printer Apprenticeable Lecupations generally
are defined by the following

a Skillsare prmanly learned through a combination of
on-the job traming supplemented by retated techm
cal mstruction .

b Training requires at least 2,000 hours of work
experience plus related nstruction

¢ The occupatton nvolves manual, mechanical or
techinical skills and 1s practuiced industry wide as a
recogmzable trade or craft,

d Training for the occupation involves the develop

_ment of a body of skills sufficiently well defined to be
applicable throughout an industry

¢ The occupation d()es not pnmanly involve only
selhn;,, managenal, clencal or professional actuvities

Who Is Involved With
Apprenticeship Programs?

The twou parties most intimately 1 olved withapprenuce
ship programs are indinidual apprentices and program
sponsors Apprentices are adult men and women who are
fullume members of the work force while traning
through work and study t become even more proficient
crafisworkers  As apprentices, they are among a seledt
group of workers Tou be chsen for apprenuceship,
applicants must be able phywically to perform the work.of
the craft or trade, must meet minimum age requirements,
and usually must satisfy the program sponsor by test,
intenview and records that they will profit from the training
expertence For thost trades and crafts, applicants must be
high schoul graduates or must have earned high schoyl
equivalency certficates Formal selection procedures are
established by.the sponsor ind take 1nto account equal
opportunity provisions of federal and state law.

The program sponsur plans adnunisters and pay s for the
program Spunsors can be indnaidual empluyers, groups of
emplovers ur combtnations of employers and unons A
cumbinaton of equal numbers of eraployers and unions 1s

called a juint labor management apprenmeshxp om
mittee The term uften 1s shortenedty Juint Apprenticeship
Committee (JAC) or Juint Apprenticeship and Training
Committee (JATC) The latter term, JATC, applies if the

committee adqunisters 4 journey man training program to

upgrade craftwork skills in addition 10 direcu'ng, an ap
prenticeship program. :

The sponsor sets policy concerning the conduct of the
program Jurisdi¢tion includes selecting and indenturing
apprentices, supervising tratning, establishing training
curriculum and certifyingapprentices as journeymen upon
completion of the program.

Although most directly involved inthe admjnistration of

,
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apprenticeship programs, apprentices, locdl apprentuce
shipcommitteesand, or corporate directors of training are

“not the only entities involved with an apprenticeship

pr()g,mm Other mvolved groups and organizations include
the Bureau of Apprenuiceship and Training (BAT) of the
U'S Depanment of Labor, the Federal Committee on
Apprenticeship (FCA), the State and Territorial Apprentice -
ship Agencies (SAC) and the National Joint Apprenticeship
and Training Committees

The federal role, as authorized by the National Apprentice-
ship Act of 1937, is to promote labor standards that
safeguard the Swelfare of apprenuceships and to guide,
mmprove and assist apprenuceship BAT maintains a field
office in every state and works with employers, unions and
state apprenticeship agencies to develop programs and
devise ways 1o give better training The Bureau approves
and registers programs, provides techmeal assistance 1o
employers on training and searches out new ways 1o
expand apprenticeship BAT also encourages labor and
management to determine future needs for journeymen as
a Rasis for establishing apprenuceship programs. Further,
it encourages development of adequate educational facil
tes and programs, promotes equal opportumty in the
selecuon and employment of apprenties, conducts or
sponsors studies of the system designed to mprove 1ts
efficiency, dl.smbulcj.s information related to apprentice
ship and stimulates active support of effective programs
among all pertinent organizations,

The federal role 1s enhanced by the actiaty of the
Federal Committee on Apprenticeship, one of the oldest
public advisory commuttees 1n the federal government
The Committee 1s composed of 25 persons appointed by
the Secretary of Labor and represents management, labor
and the public FCA advises the Secretary of Labur on
congerns such as expanding apprenuceship and journes
mentraining in all sectors of the econgmy, 1ncreasing the
effectiveness of equal opportunity pz)gr‘unb, promuting
labor standards to protect apprentices, improving relations
and coordination with uther training systems, idenufying
research needs and strengthening covperatnve relanon .
ships with state apprenticeship and traning agencies.

Stite and terntorial apprenuceship agencies have been
established in 32 states and territories. Ideally each
receipes policy guidance from an apprenticeship council
composed of empluyer, labor and public representatives.
Coundils devise and vversee pricedures fur recognizing
apprenticeship programs in the states. A number of SACs
have staff to help employers and unions develop, expand
and improve apprenticeship programs. Their work is y
carried on in covperation with BAT. Each uses the BAT
standards as the minimums for establishing programs but
may add other state requirements in addition to the BAT
specifications. '
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National Joint Apprenticeshipand Tramning Commitees . Plan for Equal Employment Oppuortunity in Apprentice
operite mn 4 number of trades. They are composed of shipadopted pursuant to 29 CFR Part 30 and approved
representatives  of national employer® assocations and by the Department [of Labor], and provistons concemn
mternanonal labor organizauons These commuttees devel- , N8 the following. ‘
op standards for their trades that senve as guidelines for ) 1. The employment and traning of the apprentice in
local apprentc eshxp programs “Also, the committees en . a skilled trade,
courage local affilates to deselop and cortduct programs 2 Atermofapprenticeship, not less than 2,000 hours

L and prowidethem with information on need for dpprenllce ,of work experience consistent with trainingrequire- .
_ship, materals, changes 1n technologies and traihing ments as estabhished by indusiry practice;  *
‘methods . 4 3 An outine of the work processes in which the

Local dpprentmeshlp programs may or m1y not "be apprentice will receive supervised-work experi

ence and training on the job, and the allocation of
registerect Registration means formal recognition of a - -
. N , , . . - the approximate ume to be spent in each major .
program bya state apprenticeship agency or by the Federal prOCess;
Bureau of Apprenuceship and Training Progmms'can .b.e 4. Provision of organized, related and supplemental
registered upon request of the sponsors whencertain basic . instruction N techmical subjects related to the
criteny are met ThF benefits of registraton include trade A mipimum of 144 hours for each year of
. “ - - apprenticeship 1s recomménded. instruction
1 Assurince of a quality standardized training ¢com- PP p 15 recommmie Such instruct
’ . . ¥ ) may be given 1n a classroom through trade, indus
. 1 ponent, . [ N tnal” or correspondende courses of equivalent
3 Assunince uf a progressiv ely increasing wage scale, o * value,or other forms of self-study approved by the
3 Assurance ofy speafied term of traihing with clearly . registration/approval agency:
demarcated pornts for and a record of assessment, 5. Apiogressively increasing schedule of wages to be
_promotion, cand, increasing breadth and depth of paid the apprentice consistent with the skill ac -
trarning. ‘ / quired. The entry wage shall not be less than the
' 4 Assurance of non discrimnation, . - minimum wage prescnbed by the Fair Labor
S Assunnce ofa probauonary period wathout penalty; . Standards Act, where applicable, unless a higher. *." =~
6 " Greater job opportunitgs and security; and | ’ wage lns,requxred by O‘her]"PPl'Cab‘ebFe(i?ﬁ* law, ,
Qc} rufication upon completion. . State law, respective regulations, or by collective
. bargairing agreement;
Wi ‘ . . 6 Periodic review and evaluation of (he apprentice’s
at Are The_ Nanfmal Standards . . progress n job performance and related instruc
For Appl(:ntnceshnp Programs? - * uonand the maintendnce of appropriate,progress
. ’ . records :
. Standards that govern the operanon of apprenticeshs oo ’ .
| chre govem ! ft | f)f 2[) i S 7. The numenc ratjo of apprenuces to joumeymen
. rarie are .
andd traiming pmgrams‘ are set forth n .l ? rules an’ cbnsistentwith proper%up;ervmon training, safety, .
regulations of the National Apprenucac.shlp Act ar’1d are conunuity of employment and applicable provi
intended tosafeguard the welfare of apprenuces as well as sions 1 collective bargaining agreements, except
toprescribe polides of registered programs The standards where such ratios are expressly prohibited by the
as set forth in 29 CFR 29. Labor Sandards For The collective bargaining agreements The rauo lan
Regrstration of Apprenticeship Programs, serte as mini- guige shall be specific and clear as wapplication in
mum requirenirents for registered programs and may be terms of jobsite, work force, depanment of plant;
expanded by State Apprenticeship Councils and/or by 8. Aprobationary penod reasonable m relation to the
National Jomt Apprenticeship Comnuttees. The standards . full apprenticeshup; - A
are . 9 Adequate and safe equpment and facilities for ;
’ \ . ‘ ' trapning and supervision, and safety traming for
A The progman isan ofganized, written plan embodying tming and ~Up » and v ) g
. . i apprentices on the job and m related instrugtion;
the terms and conditions of employment, trarning and
"y 10 The minimum quahificauons required by asponsor
supervision Of une or mogeapprentices inthe apprenuce : .
" for persons entering the apprenticeship program,
able oc cupation, as defined in this parttand subscribed . .
) withan eligtble starting age not less than 16 years,
to by a sponsor who has undertaken to carry out the -
’ 11 The placement of an apprenuce under a written *
appre ntice traming program
- apprentic cshlp agreement as required by the State
; B The priogram standards contan the equal opporturity . apprentice taw and regylation, or the Bureau [of £
pledge prescrbed m 29 CFR 30 3(h) and, when Apprenticeship and Tmpm;,],whcrc no such State
applicable, an affirmatvesacuon plan n accordgnee Jaw or regulaton exists The agreement shall
with 29 CFR 304, 2 selecuon method authorized 1n 29 drrectly, ur by refererrce, ancorporate the standards
CIR 30 5. or stmular requirements expressed in a State of the program as part of the agreement, ’
i g 4 ’
v o
Q : - '
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The granung of advanced standing or credn for
previously acquired experience, training, or skills
for all apphcants equally, with commensurate
wages for any progression step so granted,
Transfer of employer's traming obhigauon when
the employer '1s unable to fulfill his obligauon
under the apprentceship agreement to another
employer under the same program with consent of
the apprenticé and apprenuceship committee or
Program sponsor,

The assurance of quahified training personnel and
adequate supeniston on the job,

Regognition for successful completion ofapprentice
ship evidenced by anuappropniate certificate.,
Identificauon of the registrauon agency,

Provision for the registration. ancellauon and
deregistration ofthe program, and requirement for
the prompt submission of any modificauon or
amendment thereto,

Provision for, the registration of apprennccshlp
agréements, modificatons, and amendments,

21.

o
to

’ .
- ,

notice o the registratuon office of persons who-
have suuessfully completed apprenticeshp pro”

grams, and notice of cancellauons. suspensions
and terminations of apprenticeship agreements
and causes therefor,

Authortty for the termination of an apprenuceship
agreement during the probauvnary period by
etther party without stated cause, ‘

A statement that the progfam will be conducted,

operated and admunistered in conformity with
apphcable provisions of 29 CFR Part 30 and
approved by the Department [of Labor),

Name and address of the appropriate authonty
under the program to receive, process and make
disposition of complaints;

Recording and mamtenance of all records concern

ing apprenticeship as may be required by the
Bureau [of Apprenticeship and Traning) or recOg:-
nized State ApprenuceshipAgencyand other applic-
able law »

v
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What Is Related Subjects Instruction?

Related subjects instruction is an mlegml part of an
apprenticeship program. It functions to provide each
apprentice with the theoretical and lechmca’l knowledge
_base necessary to becomea s suuessful joumeyman. ltalso
provides additional practice and pmcmal examples forthe

Juse of job-related skills and knowledges.

All registered programs include related subjects instruc-
uon The National Apprenticeship and Training Standards
require thata minimum f 144 hours per year of apprenuce-
ship be provided to each trainee in related and sup-
plementary subjects This period of ume can be increased
by trade and craft standards or by program sponsors if
content warrants the intrease. Some industries require as
muchas 200 10 300 hoursyearlyin related subjects study by
apprentices

The content of related subjects instruction, like the

number of hours required, varies by trade or craft in
general the kind of subjects taught include (a) the theory,
principles and technical knagledge needed on the job;
(b) auxiliary iformation that assists a worker to better
accept and discharge his or her responsibilities, and (¢)
occastonal manipulative skills that are important to the
craft or trade but are not provided conveniently 1n the
apprentice’s on the-job training. Often this means that
related subjects instruction includes the principles, con-
cepts, and information that apprentices must know and use
from subject matter such as mathemaucs, general physical

wiences, safety, basic measurement, and blueprint reading -

in addition to study-of trade-specific matenals and work
processes procedures  Also, related subjects instruction
helps to ensure that workers can communicate effectively
on the job, can work effectively in organizations, and have

-knowledge ofthe apprenuceship system. However, regard-

ERI
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less of the trade, craft or situation, the subject matter 1s
current to job demands, pratical, and directly useful 1n
working in the craft or trade

Related subjects instruction is afi imporant portton of
the apprenuceship training system. Overtime work is not
permuted if 1t would interfere with related nstruction
attendance Mure impuortantly, 1n urder to be certifiedas a
juurmey man, an apprentice must attend and successfully
wmplate the program of pelated instruction. Apprentices,
while not dlways enthustastic about attending in the early
stages uf traning, are encouraged to ke the instruction
seriously Inthose istances when apprentices fail to fulfill
thetr related subjedts responsibilities, sponsors are author
1zed and required to take appropriate disuplinary action

‘

-

s
'

Conversely, apprentice advancement in pay grade and
responsibility is based in part on performance in related
instruction, You as a related subjects.instructor, have an
important role in both types of decisions, by supplying
data on which the decisions are based and offering
recommendations 1o the sponsor.

While some industries have created their own indu,slry-
specific, day-time, paid related subjects instructional pro-
gram, most related instruction 1s provided 1n the evening
through programs that neither pay apprentices for time nor
provide formal school credit. Frequently instruction is
offered 1n conjunction with public education organiza-
nons at either secondary or postsecondary levels. The
nstruction is provided in a variety of setungs incfuding
typical classrooms, shops or laboratories, in the work
place, the library, at the training facility, or in the union
hall. Sometimes, particularly in rural areas, related instruc-
uon s even provided in the apprentice’s home through

independent study arrangements or correspondence .

courses of equivalent value to other courses of study
Regardless of the instructional setting or the specific
content, remember, that related subjects instruction s
cnucal to the succ(@ful training program. Related instruc-
tion is of particular value in that 1t helps to equip
apprenuces with technical knowledge and mampulative
skills, provides a background for promotion, substitutes
for on-the-job training that is too difficult orexpensive, and
contributes to individual self-esteem and acceptance as a
competeht craftsperson. In combination with on-the-job
traning, research findings suggest that it remains the most
efficient means of providing employment training with
better results than either on-the-job traming by uself,
related 1instruction by itself, or other types of training such
as tradittonal education when addressed to preparing for
apprenticeable occupations. 8

. What Is Your Role As A
Related Subjects Instructor?

In urder to get the most benefit from the ume and effort
you and the apprentices 1n your charge snvest in related
instructiun, you must remember and use several basic facts
dbout your role as a raner 1n related subjects First,
remember that yuu have been selected as an apprentice
ship instrictor because uf your qualific ations and abilities
Your qualifications and abilities include your skalls as 4
trades ur craftsperson, your technical expertise, your
leadership capabulities, your ability to communicate and

-~
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vour personahity Youwill use cach ot these talentsinyour
rolé as a related subjedts mstructor as youhpidge the gap
between trade knowledge and trade shills for gpprentices
second, as a related subjects mstuctor, geinember that
vou have legal and moral responsibilities to the sponsor
and the apprentice You have been hired by a sponsor to
teach a number of apprentices and you must follow
caretully the'terms of that contract with particular attention
to providing the sponsor with attendance and progress
reports for each apprentice You also must meet the
contractual requirements of ume and subject matter tor
nstruction spedified e the apprentice agreement signed
by the emplover and the indinrdual apprentice nadds
_on i most states youare legally responsible asa teacher
for the aafets and welfare "of the trumnee m vour charge
dunng mstrucnon This responsibiliy extends not onlv o
#classroom actnvates, butalso to field tips and to instruc
to” vou nught provide m other places such as the
wotkplace Of particular concern are use of proper pro

cedures and safety devices when demonstratung uses of

tools While most programs carry lability insurance that
protects the mstructor agamst neghgence resulting 1o
acadents, vou must tape reasonable precautions and give
the trinees satetv instruction along with every skill taught
Further. vou must exercise continuous supersisian with
apprentces during training

Third, remember that groups of apprentices are made
up of idividuas, cach with different needs, aspirations,
backgrounds, abilities and learning styles Yo must-not
assume that apprentices are, by reason of being adults,
proficient leamers Instead, attend to the following char
actentstics that pertain to adult learners like apprentices

+ Adules need o feel ownership of knowledge andd
shills 10 order to commit the informagon o the
indnaduwal's working repertore,

+ Adults must visualize, apply, and practce shills and
knowledges

« Adults prefer to work with materials that are explia,

concrete, and related o practical, Pcr.sun;tl expert

ence . L

-« Adults tend ® leam relatnely less effecnely in
amdous and stresstul sitwations

+ Adults usually attempt to relate new imformatton and
skills to prior learning and expernience

« " Adults prefer to work with materniabs that are dearand
offer certaunty about the points under consideration

- Adults respond posgtively to dear goals, expecta
tions. feedback and remnforcement .

+ Adults are not necessanly proficent leamers and
usualhy differ dramatically 1n abilities and prior
experiences -

+ Adults are more proficient in remembening visual
stimuh as compared with written word stimuli

-
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+ Adults*process verbal information better than any
other form of communication i order to form
concepts, subject only o the effeds o‘t prior job
expertence

 Adults preferto work with relans ely smaller units of
material at one time . :

The charactersics of adult learners fall mto three
categories, each of whach s a need. Take these needs into
account as you provide related mstruction The needs are
(1) the need to be comtortable with a learning sitwatton,
(2) the need to feel ownership of mformaton and skalls,
and (3) the need to dc.ll with explicit, concrete
formation

« . Need To Be Com fortable With >~
A Learning Situation

Adults prefer to learn in rélauvely less stressful and
anxwus situatons Stressoften s introduced unknowingly
into the learmng setting through factors sue h as Tack of
clear or exphent expectatons or materials of mappropriate
length and difficulty. Remember, adult learners are even
more different as individual s than vounger learners due to
different hife expernences .

If you are awure of the potential problems ansing from
learning characteristics assoctated with the need to be
comforable with learning sttuanions, you can use strat
egies to make the learning situationt more comfortable for |
apprenuces For example, you can ehminate uncertamnty
by wniting out and discussing with trarnees performance
objectuves that express the expected outcomes of instrue
uon You will reduce anxiety and confusion furtherif vou
consistently provide troductory informacon and direc
trons that describe what will*occur during igstruction in
terms of ume use, reso urces required, use of materials and
eguipment, sequence of activaties, and evaluation

Asecond way to reduce stress is to provide mstruction so
that the [FAUNCES CAPETICICE SUCLESs while learning the
informanon. Ifyou prepare oruse materrals macompetency
based format vou will increase the probability of this type
of success weeurrng The matenals deseribed in this
module have beenwnitten as competency based matertaly

The most impotant single way to 1educe stress s to
prepage and use instructional materials that are wrtten at
the appropriate level of difficulty for adult learners On the
average, adults can work effectively with 6 to ™ items of
néw informaton atany one time Further, ability to work
with information 1s linited by the attention span and
reading level of the reader, the sheer volume of words to
be read and the ume it takes to comnut informatiog 1n
one's long term memory. Given these factors, you should
limit structional materials to written segments of 5 to 10
nyped pages per major pointan the lesson Additionally,

- '
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vou should never exceed 6 o ™ major poimts m am one

T lessonand usually will be more eftectnve 1f you deal with
only tive (3) Futher, 1t at all possible, vou should adapt
nuitenals such thatthey become selt paced materrals This
dllowstor ditferences mreading abilin both speed and
comprehension As importantdy, the self paced aspect
altows nme tor the apprentice to proxess the informatton
Apd comnmutit tomemory Taken together, these strategres
provide theadultlearner with a sense ofcontrol over use of
the materials Further, they help to reduce the possibility of
feeling overw helmed by farge amounts of new materrals,
The matenals described i this senes of booklets conform
t these speditications tor assisting adults to be comfon
able m learning situanions

» N »

\
Need For Ownership Of iformation
And Skills

Adules Tearn best when they ;\.crn ene that they own or
possess indmadually the mtonﬁ‘qtmn and skills under
consideranon This need is expréssed in three primary
wavs First when adults consider rules, coneepts and
prindples, they process the mtnn‘i}:umn in their own
words dunng and after mstruction This enables them o
derne the meaning and to commuit the information to
memop Second, when working with tems, direcuons,
and swills. adults actvely imagine sitwations m which they
mentlly whe the tole of u person using wr reacting to the
mtormation or shill As they visualizeethe sitwation, be
Chavier and consequences of action, they commit the shall
or know ledge toworking memone In this regard. tnal and
erton through practice permits more realistic and vivad
wtormuation processing Thied, adults usually attempt o
dealwith pew imtormation mionadly by tnang to compare or
assodate the new intormation with prior tearning

Facli of the wavs for expiressing this need has mmplica
nonstor Youds aninstiuctor For example, youmust ke
sute that the mstructonal maternals are wntten at the
cortect level of difficulty and 1u the vocabulary of the
dpprentic ¢ You must pn)\ldc ‘ltlt‘qlulc dmounts ot exam
plés and practice siuations to permmt ranees 1O process
the intormation and skills under consideration by magin
mg themselves inospeaific Slll’kllluns Further, you must

“presentation techniques that utihze adult strengths w
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compadre old and new infurmation so trinees will recog
nize the difference betw een the tvo, will better learn each,
and will build on the older set of informatton.

Need For Explicit, Concrete Information

This need 1s expressed in the types of intormation and
types of presentattons which result m the most effective
and efficient adult tearning As an mstructor you should
meet this need by

‘1 mcluding examples and pnﬂ‘tuc SILONS ds d
regular part of every lesson,

astng questions that require learners 1o, transfer

mstruction and skills to new situations in order to

answer (uestions; )

3 presenting information i a combmation of oral and -
written narrative and visual forms,

4 sequencing informauon so itbullds onand s related
to other mnformaton,

S emphasizihg major pornts and facts throughout the
lesson .

tv

~

Related Teaching Skills

For you as & related subjects mstructor, these charac
tersties of adult learners indluding apprenuces mean that
vou must develop and use instructional matenals gind

llrilc
mimmizing hmitittons As o related instructor, you must
shuw the same respect for apprentices that will be
decorded you as atradesperson. You must be assertnve,
confidentand responsine o each teaching, learning situa
ton Youare responsible for the mstrucional actnaty and
quality. Onhy you can credte the learming enmvitopment,
provide the learnmg resources and guide the tramee
through the subject matter In order to perform these
duties stk cessfully, yod must uttlize teaching Or pedagog
cal shills such as thuse imvolved with presenung informa
ton, developmg mstructional adtnaties, plannimg instruc
ton. and managimg . learnmg actvity Thas booklet s one
of a4 set of msttucuondal matenals for related subjects
instructors that have been designed o teach you o
shatpen vou shills inthe core pedagogical aeas necessan
o provide successtul related subgects instwction




ERIC

Aruitoxt provided by Eic:

i

What Are The f)csign And Content
Of The Instructional Materials?

Pl

The instructor traiming matertals aré an inStructonal
system’tor preservice and msenvice staft development of
related subjects instructors For a tradesperson or craft
worker t be an effective trainer, he or she must not only
know their rade skill, but alsothey must use teaching skalls
appropriate tor conveying that infarmatton o apprentices
This senies of materials as wntten to trun related subjects
tstructorsy i the antical waching skills necessary to
pertorm their jobs effectnely The utles of the booklets in
the senes are

I Introduction ‘to Related Subyects Instruction and
Mnservice Trammg Materials N

Planning the Apprenticesinp Program
Planning Related Subjects Instruction -
Developmg Instructional Materials for Apprentices
Presenting Information (o Apprentices

O Durecting Learmng Actinties for Instruction

~ Providewg for Induidual Learter Needs

8 & Controllmg Instructional Settings

9 Lraluanng Apprentice Performance
10 Commumcating With Apprentices

.

.
IRV &

The first booklet introduces the series, describes the
content of each booklet, and provides an overview of
apprenticeship and of adult learners The seco
deseribes how to plan an apprenticeship prggfamand may
be used by related instructors, sponsorsOr service agen-

cies. Each of the other eight booklety/deals with a set of |

traming skils judged by a nationally’representative panel
of expents of apprenticeship to pe crincal to working
effecuvely as a related subjects instructor The exact
relauonship ofthe booklets and skills 13 depicted m Figure
I Therr order conforms not only to the logical flow of
instructional acuvities, but also to the way mastery of the
skalls contributes to mastery of other skills

What Must You Do To Complete
Your Work In The Booklets?

Working your way through this series of booklets will
require you to read the texts, to answer the questions,
perfurm the exercises, and to complete the pre and post
assessment instruments Expect to spend from two 1o six

- 3, The Instructional System

N
hours workmg through the materials, depending upon the
booklet The only resources vou need to complete yout
work 1n any booklet are (1) a copy of the booklet; (2) a
pencil or pen, (3) several hours of time, and (+4) recollec-
uon of past rel.llcd instruction cx;)cncnws

The matenalsare written in aself instruc tional, program-
med format Youmay work throughthetext, examples and
questions at your own pace and leisure, you need not
complete your work in any booklet at’one sitting,

Each chapterin each booklet 1s devoted to a single skill
The general format of the chaptery 1 similar, with the
following parts . &

1. An z'ntrothﬁi(m describing the skill and the instrue

tional obgectives for that skill.

What 18, when and why to use the skl

Step by-step diredtions for how to perform the skill.

An example of how the skill 1s used in related
instruction

5 Additonal sources Of information,

6 A self testexerase 10 apply the information about the
« skl

+ WLt

Each booklet concludes with anappendix that contains
the answersto the self test exercises from each chapter and
the posttest.

* Your actnaties in working through each booklet should
inc¢lude, in order, the following things.

+ Complete the self assessment and score it using the
key;

+ Retd and consider 1n detail the introduction and
objectives for each skill; '

+ Read and study the text, examples and illustrations
provided for each skill; -

+ Completethe self-test exerc ise for each chapter and
COMPAre your answers with those provided in the
appendix; '

« If you complete the self-test exercise as directed,

~tontinue your work in the booklet. If you fail 10
answer the questions correctly, repeat your work in
the chapter- under consideration; and
- At the conclusion of each booklet, complete the
posttest for the unit. Check your answers against
those provided. If you exceed the criteria, continue
your work in the next bgoklet, if you fail to
demonstrate mastery, repeat pogtions of the booklet
as needed.
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Figure 1. The Related Instructional System ﬁ"‘
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Content Of The Training Materials

The most cntical shalls and areas of instructional respdn
sibihitiés were denved  through -a ratung  process  that
ncluded .1ppro‘<umlcl\ three hundred pedagogical skalls
and eighteen areas of iistructional responstbility, each of
which 15 important 10 teaching adults mn occupational
educatuon and tramning  Raters yvere a nattional sample of
SIXtY persunschuse,n because ot therr speaial expertise m
allaspects of apprenticeship and training Raters ancluded
IStrutors. program digectors. materials developers, state
program acdmuinstrators. emplover sponsors ang unior
Sponsors

The content of the entire set of training m.ucrmi
tollows tor cach booklet, the information and skdjs
addressed within that buoklet, together with the bafic®
purpuse dand expedted oucomes from completng the
materials s listed

1. Introduction to Related Subjects‘lnstruction nd

Q
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Inservice Training Materials

" The aformation and skills addressed in Instrfictor
Traming'™Module #1 are:

1 General nature And urganizauon of apprenticgship.
2 Related instrucuon: and
3 The instructional system.

The purpose of the first module, 15,0 provide wforma.”
tion about the set uf matenals to putential users aywell as
touffer 4 general description of apprenticeshipand related
instruction. After reading the booklet, you should be able
10 make arr informed decision about the usefulnéss of the
tramning materials to your needs

2. Planning the Apprenticeship Program .

The . information and skills addressed in Jinstructor
Traming Module #2 are:

1 Conduct uccupanonal analyses to determitne needs
for, support fot, and general content of the program,

_ 2 Establish goals and objectves furthe appfenticeship
program; and

3. Incorporate ideas that facilitate upgrading of pro:
gram to keep_current with new techrology, new
training ideas and changes occurring infthe occupa
tion.

The purpose of this module is t provideibackground
information about apprgnticeship and proggm develop-
ment tu potential spunsors, representativgs of service
organizations and related subjects instructorp. After work
1ng through the buoklet, you, should undegstand several
techniques useful for planning and updating apbyemice
ship programs. L

3. Planning Related Subjects Instruction

Training Module #3 are

" Training Module #5 are:

'
. -

The informauon and skills addressed in Instructor

1 -Idenufy specific knowledges, skills and attitudes for
inclusion in related subjects instruction;

2 Develop and specify performancé objectives for
related subjects,

3. Retermine standards of performance; and
Provide for appropriate use and vanely of instruc-
tional time, activities and materials.

The purpose of this module 1s to train you in several
basic instructional planning skills By using these skills you
will sqv ¢ ume and make the expedations for activiies and
outcomes clearer for hoth vourself and the apprentices irr
vour charge After working through this module, you will.
be able to develop a Plan for Instruction (PF1) for your
course. ll will include specnﬁcauon ofperformanceob;ec
tnes, resource needs, schedules, actnity sequence and
preliminary evaluation requirements.

4. Develop Instructional Materials for Apprentices

. The nformation and skills, addressed in Instructor
Tmmmg Module #4 are.

1 Prémre written matenials for adult learners such as”

apprentices,

Construct useful performance related examples, prub

lems and practice situations,

3 Develop competency based, dtterion referenced
materials;’ -

4 Construct advanced orgariiz_ers and summaries; and

5. Preparesself-instructional, individualized materials

to

The purpose of this module is to heljs you develop or
adapt instEj#ional materials to use in your course. When
you have completed your work in this booKlet, youwill be
able te crinque, select, adapt and revise instructional

materiafs for userin your course. Further, you should be .
able t prepare materials like examples, written text and

summaries that are effective with adul[s

S\R'esennng Informatxon to Apprentices

The- information and skills addressed in Instructor

'

1. Plan to present information in the related sut;jécts
experience; .

2. Introduce lesson and provide clear expectations and
directions fur apprentice a4ctiyity and outcomes,

3. Vary methods for presenting infurmation,

+ ,Use instructional aids in presenting information, and

5 Modify instruction based on learner feedback.




/ v
This mudule provides training 1n important aspects of
tn class actfity such as giving directions and méthods of
cumveving information to trunees The informaton should
serve as guidelines or a refresher for you to help you vary
_the ways you present information to trainees. After com-
pleting your work in the booklet, you should feel fairly
confident about your course presentations

N

6. Directing Learning Activities for Instruction

The nformauon and skills addressed 1n lnslruuor
Training Module #$ are-

o 1 Establish po.?me learning atmusphere of interest,
enthusiasm, fespect, and positive interaction;
Motivate appremtjces to learn; -

Reinfurce apprentice learning and attitudes,

L AN

and apply informatign and skills,

Order lessons and activities so each builds on
previous lessons, and .

Organize class for smooth transition across time,
matenals, content and activities,

O\ e W

These may be the most cn,t’ncal of all pedagogcal skalls.
They directly dffect apprenuce learning and, in large
measure, determine vour degree of success ds an in-
structor When vou have completed your‘ work 1n this
booklet, you should be able t© manage instructional
activities, encourage and motivate apprentice activity, and

uuhzc;gr‘cg)k\;ﬁ:)urceﬁ like time and interest.
7 Providing forAndividual Learner Need's

The informauon and skills addressed in Instructor
Training Module #7 are.

I Determine needs, intgrests and abilities of each
apprentice,

2 Develop mdnidual apprentice reh[ed ihstruction
plans, and

3. Use prinaples of mdmdual dxffc.renccs in the learn-
INg Process. .

The purpose of this module 15 to help vou deal with the

many differences and abilities you:will find within any
group of adult learners. When you have completed your
work in this booklet, vou should have additional tools and
msight into working with each individual apprentice in
vour charge.

8. Controlling Instructional Settings

The information and skills addressed “in Instructor
Training Module #8 are-

v

. 1. Estabhish and explain expectations and rules for
. L4

-
.
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Provide opportunity for each appreptice to practice
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[

‘behavior and maintin cumrol in an almosphere
conducive to learning, and

Handle distuptise behaviorand conflict am\ely and
appropriately. ‘

to

The purpose of this module is to provide you with an
entire range of skills and options to deal with difficult
classroom situations. When vou have completed your
work in this booklet, you should be ableto deal effectively .
with almost any behavioral situation by choosing one or ¢

*'more of the available strategies Further, you should be
ableto fit the strategy to the particular situation so that your
behavior is reasonablé, logical and understandable.

9. Evaluating Apprentice Performance - .

. . .
The information and skills addiessed.in Instructor
Training Module #9 are:

1. Assess apprentice knowledge and skill; -

2. Assess work-related attitucies and values;

3. Discuss inchvidual evaluation results with apprentice
learners; and . .

4. Develop instrumentation to certify skills apd knowl-
edges upon completion of program or course.

. The purpose of this module is to provide you with
testing and evaluation skills. You will learn abour test and -
item development. When you have completed your work

in this booklet,you should be comfortable performing the o
testing, evaluation and reporting function for your course. -

10. Communicating with Apprentices .

The informatton ‘and skills addressed in Instructor
Training Module # 10 are:

.
'

1. Identify aspects of good interpersonal communica-
tion;

2. Develop attending and responding skills; and

3. Develop personalizing and initiating skills. .

In working through this module you willsharpen your

communication skills so that you.can use everyday com-

munication withapprentices to motivate their learning and

fo meet program needs. Also, completion of the materials

should make you more comfortable inthe related subjects
setting.

What Are The Benefits Of . ' .
Using The Training Materials

The materials can be used to provide initial training for
new related eubjects instructors or can be used to sharpen
certain skills of veteran ms[ruuUrs Further, they can be «
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i used i structured, formal mseryice or presenice training 3 Better trained apprentices due to incredsing num
orinnformal mdinidualized trammg efforts. The benefits bers of instructogs that possess and use critical
- in any ¢ase should be similarand include- * rteaching skills; and . . .
. cof . 4. Flexible materials that ¢an be adapted to dffering
1 Exposure to and mastery of the most cntical basic . . o .
: . : needs and training opportunities of related subjects .
teaching skills needed to function,effecuvely in the
. y INSIUCors.
related subjects setting by related studies tramners, L ’
2 Increased mstructor confidence in ther ability 1o, - i . Co
@funcuon effeCuvely inthe related studies setting; - " * .
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