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FOREWORD 

 
 

Apprenticeship training consists of systematic instruction and experience in all the practical 
aspects of work in a skilled vocation offered to persons entering or who are currently in the work 
place. 
 

The communications, space, government, maintenance, building, manufacturing, service, 
transportation, and utility industries are unique in that their work requires mechanical, technical and 
professional knowledge and skills.  Industry must select individuals who have a natural aptitude for 
the trade or occupation and who can and will progress in the work place. 
 

By the nature of the work in these industries, a high degree of personal responsibility is 
expected from the individual journeyworker.  Although supervision is provided on many jobs, the 
worker still finds himself or herself called upon constantly to make decisions regarding the best and 
safest methods to produce given results. 
 

Businesses have become highly complex and faulty work could prove extremely hazardous and 
expensive.  The modern journeyworker takes pride not only in the technical correctness and 
soundness of work but also in its appearance. 
 

The Maryland Apprenticeship and Training Council has dedicated its efforts to developing an 
efficient program of apprenticeship so that the apprentices of today, through a proven systematic 
program of schooling and on-the-job training, may become the qualified, all-around journeyworkers 
of tomorrow.  Success depends in large measure upon the willingness and cooperation of Sponsors 
in this important activity. 
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DEFINITIONS 
 
“Apprentice” means a worker 16 years old or older, who has entered into a voluntary written 
agreement with a sponsor who has agreed to teach the worker a skilled occupation under terms 
defined in Regulations .04 and .05 of Subtitle 12, Chapter 43 of the Code of Maryland 
Regulations. 
 
“Apprenticeship agreement” means a written agreement between an apprentice and the sponsor 
that defines the relationship and is registered with the Maryland Apprenticeship and Training 
Council. 
 
“Apprenticeship Program” means a written plan containing, at a minimum, the standards set 
forth in Regulation .05 of Subtitle 12, Chapter 43 of the Code of Maryland Regulations. 
 
“Cancellation” means the deregistration by the Council of an apprenticeship program at the 
written request of the program sponsor, formal deregistration proceedings when the action is 
involuntary or the termination of an individual Apprenticeship Agreement at the request of the 
apprentice or sponsor. 
 
“Council” means the Maryland Apprenticeship and Training Council. 
 
“Employer” means an individual or organization located or operating in Maryland that employs 
an apprentice on a work site and who has entered into a voluntary written agreement with the 
apprenticeship program sponsor to accept and to abide by the sponsor’s apprenticeship standards. 
 
“Journeyworker” means an individual who has completed a registered apprenticeship in a 
skilled occupation or the equivalent of an apprenticeship in length and content of work 
experience and all other requirements in the apprenticeship standards for a skilled occupation. 
 
“Nonjoint Apprenticeship Sponsor” means an apprenticeship program sponsor in which a bona 
fide collective bargaining agent does not participate.  It includes an “individual nonjoint 
sponsor” which is an apprenticeship program sponsored by one employer without participation 
of a union or a “group nonjoint sponsor” which is an apprenticeship program sponsored by two 
or more employers without the participation of a union. 
 
“On-the-job learning” means that segment of apprenticeship which can be obtained only on the 
job site. 
 
“Probationary period” means the period of time in an apprenticeship contract in which a party 
to the apprenticeship agreement may cancel the contract without cause. 
 
“Registration Agency” means the Maryland Apprenticeship and Training Council. 
 
“Registration of an apprenticeship program” means the acceptance and recording of the 
program and issuance of a certificate of registration by the Council as meeting the basic 
standards and requirements of the Council. 
 
 
“Related instruction” means an organized and systematic form of instruction designed to 
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provide knowledge of the theoretical and technical subjects related to the skilled occupation. 
 
“Secretary” means the Secretary of Labor or a person specifically designated by the Secretary. 
 
“Sponsor” means an individual, association, committee, organization or employer in whose 
name or title the apprenticeship program is or is to be registered. 
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SECTION 1 – STANDARDS OF APPRENTICESHIP 
 
The _Harford County Community College__________ herein after referred to as the “Sponsor” 
hereby adopts and subscribes to the Standards contained within this document and such 
appendices as may be made a part of this agreement, which shall govern the administration and 
operation of the Sponsor’s apprenticeship program. 
 
SECTION 2 – DUTIES OF THE APPRENTICESHIP COMMITTEE 
 
The duties of the Apprenticeship Committee include, but are not limited to: 
 
1. Elect a chairperson, a secretary and other officers as it deems advisable and fix their duties 

and terms of office. 
 
2. Adopt rules and regulations for the conduct of the Committee’s affairs. 
 
3. Hold regular meetings and record the minutes of each meeting. 
 
4. Supervise the administration and enforcement of the Standards. 
 
5. Recruit and select applicants for the apprenticeship program.  The Committee shall recruit 

and select applicants in accordance with the apprenticeship program’s approved selection 
procedures and Affirmative Action Plan. 

 
6. Maintain records for five (5) years of all persons applying for the apprenticeship program 

indicating whether or not the applicant:  a.) completed the application process, b.) met the 
apprenticeship program qualifications, c.) was place on the eligibility list, and was d.) 
registered. 

 
7. Evaluate prior experience and training of qualified applicants to determine advanced credit to 

be granted. 
 
8. Provide each Participating Employer with the program’s Apprenticeship Standards. 
 
9. Enter into an agreement with each Participating Employer, stating that the Participating 

Employer agrees to adhere to the program’s registered Standards and Affirmative Action 
Plan. 

 
10. Submit a copy of the executed Employer Acceptance Agreement and Supplemental Form for 

each Participating Employer to the Council. 
 
11. Refer applicants who have been selected for the apprenticeship program only to employers 

who have signed an agreement with the Committee. 
 
12. Enter into an Apprenticeship Agreement clearly stating hours, wage scale, work processes 

and responsibilities of the Committee and the apprentice with each apprentice. 
 

13. Review each Apprenticeship Agreement and submit the original along with three (3) signed 
copies, typed or in ink, to the Council. 
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14. Maintain a registered Apprenticeship Agreement for each apprentice and provide each 

apprentice with a registered Apprenticeship Agreement. 
 
15. Ensure that all apprentices are provided continuous employment insofar as possible. 
 
16. Advise apprentices that if laid-off, they should report to the Committee for re-assignment. 
 
17. Monitor attendance at related instruction, and classroom performance of apprentices and 

instructors. 
 
18. Ensure that all apprentices receive all-around diversified training in all job processes of the 

skilled occupation. 
 
19. Establish and maintain a record system for each apprentice’s work experience (hours worked, 

wages paid) and attendance and performance in related instruction. 
 
20. Investigate the training provided apprentices and take appropriate action if deficiencies are 

found. 
 
21. Determine when apprentices have satisfactorily completed their on-the-job training and 

related instruction. 
 
22. Submit evidence of satisfactory completion of each apprentice to the Council and 

recommend issuance of a State Certificate of Completion of Apprenticeship. 
 
23. Administer appropriate discipline to any apprentice who fails to fulfill his/her obligation on 

the job or in related instruction. 
 
24. Review Apprenticeship Standards periodically and adopt changes subject to the approval of 

the Council. 
 
25. Designate an individual to carry out the day to day activities of the Committee and to 

periodically report to the Committee on his/her activities.  Such individual shall be 
designated as the Apprenticeship Director, Apprentice Coordinator, Apprentice Supervisor, 
etc. 

 
 
SECTION 3 – SUPERVISION OF APPRENTICES 
 
The Committee shall designate a supervisor of apprentices who shall have full day to day 
direction and control of all apprentices, and who shall further: 
 
1. Be responsible for assignment of apprentices under the immediate supervision of qualified 

journeyworkers for instruction. 
 
2. Be responsible for keeping and maintenance of progress records on apprentices to include 

related instruction and ensuring that each apprentice is advanced and rotated through the 
basic work processes and skills of the occupation as stated in the appendices attached hereto. 
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3. Perform or otherwise cause the routine and periodic evaluation of the progress of each 

apprentice. 
 
4. Provide for a safe work environment. 
 
 
SECTION 4 – PARTICIPATING EMPLOYERS 
 
 
Each employer participating in the Sponsor’s group non joint apprenticeship program has the 
responsibility to employ and train apprentices in accordance with the rules, regulations and 
decision of the Apprenticeship Committee as established and operated under the sponsor’s 
Apprenticeship Standards and in conformity with the Maryland State Plan for Equal 
Employment Opportunity in Apprenticeship and Training.  Each employer shall execute an 
Employer Acceptance Agreement and Supplemental Form with the Apprenticeship Committee 
of such forms provided by the Apprenticeship Committee.  The Apprenticeship Committee shall 
submit a copy of the executed Employer Acceptance Agreement and Supplemental Form to the 
Council. 
 
 
SECTION 5 – DUTIES OF THE PARTICIPATING EMPLOYER 
 
 
1. Notify the Apprenticeship Committee of its desire for apprentice. 
 
2. Accept apprentices who have been referred by the Committee for employment. 
 
3. Provide all-around training for each apprentice in all job processes of the skilled occupation. 
 
4. Maintain records of hours, rate of pay and type of on-the-job training for each apprentice. 
 
5. Provide the Committee with monthly reports of hours, pay and on-the-job training for each 

apprentice. 
 
6. Submit information to the Committee as to journeyworkers and apprentice composition and 

the average journeyworkers wage rate to the Committee yearly or as requested by the 
Committee. 

 
7. Refer apprentices who are laid-off, dismissed from the job, or those with disciplinary 

problems to the Committee for appropriate action. 
 
                                                                                                                                                                                                                                                                                                     
SECTION 6 – QUALIFICATIONS FOR APPRENTICESHIP 
 
 
The Sponsor hereby assures that applicants for the apprenticeship program will meet the required 
minimum qualifications provided below and as may be further enumerated within this document 
and as may be set forth in appendices hereto: 
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Age: 18 

 
Education: High School Diploma or GED 

 
Residence: Maryland 

 
Physical Condition: be cleared to work with children through a medical evaluation 

 
Transportation: reliable transportation 

 
Other: ability to pass a background check (fingerprinting and child protective services) 

 
 
 
 
SECTION 7 – RECRUITMENT, SELECTION, EMPLOYMENT, AND TRAINING OF 
APPRENTICES 
 
 
The recruitment, selection, employment and training of apprentices during their apprenticeship 
shall be without discrimination because of political or religious opinion or affiliation, marital 
status, race, color, national origin, sex, or age, unless sex or age constitutes a bona fide 
occupational qualification, or the physical or mental disability of a qualified individual with a 
disability.  The Sponsor will take affirmative action to provide equal opportunity in 
apprenticeship and will conduct and operate the apprenticeship program as required under Title 
29 of the Code of Federal Regulations, Part 30, as amended, and the Maryland State Plan for 
Equal Employment Opportunity in Apprenticeship and Training. 
 
The Sponsor will, prior to the selection and concurrent employment of five (5) or more 
apprentices, submit to the Maryland Apprenticeship and Training Council an Affirmative Action 
Plan for formal approval in accordance with .05 and .06 of the Maryland State Plan for Equal 
Employment Opportunity in Apprenticeship and Training. 
 
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
  SECTION 8 – TERM OF APPRENTICESHIP 
 
 
The term of apprenticeship for each skilled occupation shall be stated in the respective 
appendices to these Standards. 
 
 (a.) The probationary period shall be 25% of the full term of the apprenticeship. 
 
 
  (1.) During the probationary period the Apprenticeship Agreement may be  
        terminated without cause by either party to the agreement upon written notice 
        to the Registration Agency. 
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  (2.) Following the probationary period, the Apprenticeship Agreement may be 
        suspended, canceled or terminated for good cause with due notice to the 
        apprentice providing reasonable opportunity for corrective action and with 
        written notice jointly to the apprentice and the Registration Agency of the 
        final action taken. 
 
 (b.) Upon a showing of satisfactory evidence, advanced standing or credit may be granted 
        for up to 50 percent of the on-the-job training or the related instruction or both for 
        previously acquired experience, training, skills, or aptitude, with commensurate 
        wages for any progression step.  In order for a specific apprentice to obtain credit for 
        more than 50 percent of these requirements, the Sponsor shall: 
 
  (1.) Send a written request to the Council detailing why the credit should be 
        granted; and 
 
  (2.) Obtain the explicit written approval of the Council to grant credit to the 
         apprentice. 
 
 Actual hours of credit for each major work experience will be stated on the appendix to 
 the Apprenticeship Agreement. 
 
 
SECTION 9 – HOURS OF WORK FOR APPRENTICES 
 
 
The hours of work for apprentices shall be the same as for journeyworkers in the occupation and 
apprentices shall be subject to the same call for overtime. However, to the maximum extent 
practicable, overtime shall not interfere with apprentices’ attendance in related instruction 
classes. 
 
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
SECTION 10 – SCHEDULE OF MAJOR WORK PROCESSES 
 
 
Apprentices shall be provided training and work experience in the occupation in which 
indentured under these Standards and in accordance with the schedule of major work experiences 
as outlined in the respective appendix to the occupation. 
 
 
SECTION 11 – APPRENTICE WAGES 
 
 
A progressively increasing schedule of wages to be paid apprentices on satisfactory progress 
shall be included in the appendices for each occupation.  The apprentice wage rate shall be 
expressed in percentages of the journeyworker hourly wage rate.  The journeyworker hourly rate 
for each occupation included in this program shall be the average journeyworker hourly rate 
and shall be stated in dollars and cents. 
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 (a.) Nothing in this program shall be construed nor interpreted as preventing the  
       employer from granting reasonable advancement in wages ahead of schedule to 
       apprentices who have demonstrated unusual progress. 
 
 (b.) The employer should ascertain if any of its activities are covered by the Fair Labor 
       Standards Act.  Employees in covered activities, including apprentices, must be paid 
       time and one half for all hours worked over 40 hours per week. 
 
 (c.) Modification of journeyworker wages or the apprentice wage progression shall be 
       promptly submitted to the Council for its approval. 
 
 
SECTION 12 – RATIO OF APPRENTICES TO JOURNEYWORKER 
 
 
No more apprentices will be employed than can be properly trained and afforded reasonable 
opportunity for future employment in the occupation. 
 
 (a.) To ensure proper training, the number of apprentices shall not exceed one (1)  
       apprentice to each journeyworker regularly employed in the occupation. 
 
Further, a Sponsor may not have registered more apprentices than permitted in the Sponsor’s 
approved and registered Standards of Apprenticeship.  Apprentices deployed on the Sponsor’s 
premises and at each individual job site away from the Sponsor’s premises shall be deployed in 
accordance with the Sponsor’s approved ratio of apprentices to journeyworkers provided that the 
first apprentice may be deployed at a job site immediately after the first journeyworker at a job 
site. 
                                                                                                                                                                                                                                                                                                        
SECTION 13 – APPRENTICESHIP AGREEMENT 
 
 
Immediately upon employing an apprentice, the Sponsor shall prepare a minimum of one (1) 
original and three (3) copies of an individual Apprenticeship Agreement using forms approved 
by the Council and also submit an apprenticeship agreement through the Registered 
Apprenticeship Partners Information Data System, using the Apprentice Electronic Registration 
process by the sponsor and the apprentice and approved by and registered with the Registration 
Agency.  
 
 (a.) Each Apprenticeship Agreement shall be signed in ink by an authorized  
       representative of the Sponsor and by the apprentice (and if a minor, by the  
       apprentice’s parent or guardian) and forwarded to the Council for registration. 
 
 (b.) The Council shall retain the original and shall return all other registered copies to 
       the Sponsor.  The Sponsor shall retain one (1) copy, provide one (1) copy to the 
       apprentice and provide one (1) copy to the apprentice’s Participating Employer. 
 
No person shall be considered a bona fide apprentice until they are registered with the Council.  
Registered apprentices shall constitute the only class of workers employed to learn the 
occupations covered under these Standards. 
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SECTION 14 – RESPONSIBILITIES OF APPRENTICES 
 
 
The Apprenticeship Committee shall impress upon an indentured apprentice that, in signing the 
Apprenticeship Agreement, they have voluntarily agreed to abide by the provisions of these 
Standards.  The Committee shall inform the apprentice about the responsibilities and obligations 
under this apprenticeship program including those to the Sponsor and to the Participating 
Employer: 
 
1. To perform diligently and faithfully in the work of the skilled occupation in which they are 

registered in accordance with the provisions of the Sponsor’s registered Standards of 
Apprenticeship. 

 
2. To respect the property of the Sponsor and their Participating Employer and to abide by the 

rules and regulations of the Sponsor and the employer. 
 
3. To attend regularly and complete satisfactorily the required hours of instruction in subjects 

related to the occupation as provided within these Standards, or as may be modified in the 
future. 

 
4. To submit such records of work experience and training received on the job as may be 

required by the Apprenticeship Committee. 
 
5. To develop work habits and procedures to assure a safe work environment. 
 
6. To work for the Participating Employer to which assigned until completion of 

apprenticeship, unless reassigned to another Participating Employer by the Apprenticeship 
Committee or until the Apprenticeship Agreement is terminated. 

 
7. To perform at all times in a credible ethical and moral manner, realizing that much time, 

money, and effort will be spent in affording this opportunity to learn a skilled occupation. 
 
 
SECTION 15 – CANCELLATION OR TERMINATION OF APPRENTICESHIP 
AGREEMENTS 
 
 
The Sponsor shall immediately and in all instances notify the Council, in writing, stating 
reasons for cancellation of an Apprenticeship Agreement. 
 
 
SECTION 16 – ADJUSTING DIFFERENCES 
 
Either the Sponsor or the apprentice may consult with the representative of the Maryland 
Apprenticeship and Training Council should differences of opinion arise in the interpretation of 
any provision of these Standards. 
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SECTION 17 – CERTIFICATE OF COMPLETION OF APPRENTICESHIP 
 
In order to be eligible to be awarded a Certificate of Completion of Apprenticeship, an 
apprentice must successfully complete both the required related instruction and on-the-job 
training while in the employ of and under the supervision of a registered apprenticeship program 
Sponsor. 
 
Upon completion of the term of apprenticeship, the Sponsor shall advise the Council, in writing, 
attesting to the satisfactory completion of the apprenticeship in accordance with the Standards 
and the date upon which it was completed, and request that a Certificate of Completion of 
Apprenticeship be issued by the Council for award to the apprentice. 
 
Whenever Federal, State or local licensure or certification is required to work or practice in an 
occupation, the Sponsor shall provide the Council written evidence that the apprentice has 
attained license or certification prior to the completion of apprenticeship. 
 
                                                                                                                                                            
SECTION 18 – LAY-OFF OF APPRENTICES 
 
When necessary to lay-off apprentices, such lay-off shall be in accordance with seniority, 
provided any apprentice laid-off shall be given the opportunity of reinstatement in seniority order 
before any new apprentice may be employed. 
 
Where warranted, efforts will be made by the Sponsor to transfer obligation to another Sponsor 
and provide credit to the apprentice for satisfactory time and training earned. 
 
SECTION 19 – RELATED INSTRUCTION 
 
Successful completion of a minimum of 144 hours per year of classroom instruction in the 
theoretical and technical subjects related to the occupation or the number of hours necessary to 
cover related courses recommended by the Sponsor and approved by the Council, is required for 
each apprentice. 
 
 (a.) Where classes in public schools are not available, other organized trade, industrial 
       or correspondence courses of equivalent value may be substituted. 
 
 (b.) Attendance at related instruction shall not be considered as hours worked when given 
       outside of regular working hours. 
 
 
SECTION 20 – MODIFICATION 
 
 
Standards will be registered with the Maryland Apprenticeship and Training Council and may be 
modified by the Sponsor upon approval by the Council.  Modifications shall not alter 
Apprenticeship Agreements in effect without the consent of all parties concerned.  The Council 
will be given the name and address of the appropriate authority designated by the Sponsor to 
receive, process and effect disposition of complaints. 
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SECTION 21 – ACCIDENT PREVENTION AND SAFETY 
 
 
Safety and Health Training:  The Sponsor shall instruct apprentices in safe and healthful work 
practices and shall ensure that apprentices are trained in facilities and other environments that are 
in compliance with either the occupational safety and health standards promulgated by the 
Secretary of Labor under Public Law 91-596 dated December 29, 1970 or State standards that 
have been found to be at least as effective as the Federal standards.  Such instruction shall be 
coordinated with the actual work performed on the job and to include appropriate tools and 
equipment. 
 
 
 
SECTION 22 – LAWS AND REGULATIONS 
 
 
Provisions of this program shall not be construed nor interpreted as permitting the violation of 
any State or Federal law or regulation. 
 
The Sponsor agrees and commits to the full recording and maintenance of all records concerning 
apprentices as required by the Maryland Apprenticeship and Training Council and other 
applicable laws. 
 
 
SECTION 23 – INACTIVE PROGRAM STATUS 
 
 
If a registered apprenticeship program Sponsor has no registered apprentice involved in an on-
the-job training or related instruction activity for a 1-year period, the Council shall place the 
program in inactive status and notify the Sponsor of the inactive status. 
 
 (a.) A Sponsor may reactivate an inactive program within a 1-year period after placement 
        in inactive status by registering a new apprentice. 
 
 (b.) After 1 year in inactive status, the program may be reactivated by the Council only 
      after a review of the Standards, work processes, and related instruction to ensure that 
      they are current with industry practices. 
 
 
SECTION 24 - REGISTRATION AGENCY 
 
 
The Maryland Apprenticeship and Training Council, Department of Labor , is recognized by the 
U.S. Department of Labor, Employment and Training Administration, Office of Apprenticeship 
as the appropriate Registration Agency, for Federal purposes, for apprenticeship programs in the 
State of Maryland. 
 



 

15 

 

 
                                                                                                                                                                                                                                                                                                                        
SECTION 25 – RIGHT TO VISIT 
 
 
Any Council member, the Director of Apprenticeship and Training, or designee shall have the 
right to visit any job site where apprentices are employed and apprentice related instruction 
classes are in session in order to determine compliance with Apprenticeship Standards. 
 
 
_____________________________________    _______________ 
Signature of Sponsor        Date 
 
_____________________________________ 
Typed or Printed Name 
 
_____________________________________ 
Title 
 
 
 
 
Program registered incorporating the basic Standards established by the Maryland 
Apprenticeship and Training Council 
 
 
By __________________________________, Secretary  ____________________ 
Maryland Apprenticeship and Training Council   Date 
 
_____________________________________ 
Typed or Printed Name 
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APPENDIX A 
 
 
 

CHILD CARE PROFESSIONAL 
SCHEDULE OF ON-THE-JOB TRAINING WORK PROCESSES 

 
This schedule is attached to and a part of these Standards for the above identified occupation. 
Entry level Child Care Professionals assist lead teachers in providing developmentally 
appropriate instruction, ensuring children’s health and safety, and creating supportive 
environments. Throughout this apprenticeship, participants will learn to adhere to regulations set 
for by the Office of Child Care. They will learn to support the development of children by 
fostering appropriate behavior, creating enriching environments, building relationships with 
families, and planning developmentally appropriate lessons. Apprentices will further learn the 
administrative skills necessary to take a leadership role in an early childhood program. 
 

I. TYPE OF OCCUPATION: Time Based 
II. TERM OF APPRENTICESHIP: 

Individuals who join the apprenticeship with no previous child care education will 
complete an 18-month apprenticeship consisting of 3,000 hours. Individuals who 
have already obtained their 90-hour Preschool Certificate (awarded through the Early 
Childhood Programs in local high schools) will complete a 12-month apprenticeship 
consisting of 2,000 hours. Hours of labor shall be the same as established for other 
skilled employees in the occupation. 

III. RATIO OF APPRENTICES TO JOURNEYWORKERS 
Consistent with proper supervision, training, safety, and continuity of employment 
throughout the apprenticeship, the ratio of apprentices to journeyworkers is 
established as 1(one) to 1(one). For the purpose of this apprenticeship, a child care 
journeyworker is defined as an individual who is approved by the Office of Child 
Care as a lead teacher. 
 

FIRST 1,000 HOURS 
COMPETENCY HOURS 
With prompting and assistance, support the safety of children and staff 

• Follow universal precautions 
• Properly clean classroom materials 
• Check materials and equipment for safety hazards 
• Provide children with sufficient supervision 

300 

Build warm relationships with children and support their social-emotional 
development 

• Engage in serve and return interactions with children 
• Use positive language when talking to children 

300 

Promote children’s learning 
• Use questions to promote learning 
• Play interactively with children 
• Integrate academic activities throughout the day 

400 
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FINAL 2,000 HOURS (COMPLETED BY EVERYONE) 
COMPETENCY HOURS 
Ensure the safety of children and staff 

• Follow universal precautions 
• Properly clean classroom materials 
• Complete daily health checks of children 
• Check materials and equipment for safety hazards 
• Follow licensing regulations regarding health and safety 
• Provide children with sufficient supervision 

250 

Build warm relationships with children and support their social-emotional 
development 

• Engage in serve and return interactions with children 
• Use positive language when talking to children 
• Support the development of prosocial behavior 
• Implement effective strategies for reducing challenging behavior 

500 

Build collaborative relationships with families and coworkers 
• Regularly share positive feedback with families 
• Appropriately share incidents and concerns with families 
• Communicate effectively both verbally and in writing 
• Work collaboratively with program staff 

250 

Promote children’s learning 
• Write and implement developmentally appropriate lesson plans 
• Integrate opportunities for learning into play 
• Assess children’s learning and development 
• Create unit plans targeting standards 

600 

Complete administrative tasks 
• Complete forms and incident reporting as required by Office of Child 

Care 
• Maintain required staff:children ratios 
• Develop appropriate solutions to conflicts involving children, staff, 

and/or families 
• Adhere to mandates regarding mandatory reporting of suspected child 

abuse and neglect 

400 
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                                                                                                                                  APPENDIX  B 
 
 

RELATED INSTRUCTION SPECIFIC INFORMATION 
 
 
 
 
 

Related instruction hours to be given per year: 90 hours for first six months, 167 hours for 

next twelve months 

Provider: Harford Community College 

Location: courses will be online with the exception of CPR, first aid, and medication 

administration   

Days of the week classes will be held: classes will be asynchronous with the exception of CPR, 

first aid, and medication administration which will be on Saturdays 

Time: varies 

 
 
 

Outline of Related Instruction Curriculum 
 

Related instruction – teaches apprentices the theory and pedagogy behind their daily duties. 
The related instruction comprises 257 hours for the 18-month apprenticeship program. 
 
 HOURS 
The Young Child (only in 18-month apprenticeship) 45 
Materials & Curriculum for Early Childhood (only in 18-month apprenticeship) 45 
CPR & First Aid 5 
Including All Children and the Americans with Disabilities Act 3 
Communication Skills for Child Care Providers 9 
Positive Discipline Techniques for Early Childhood Professionals 3 
Basic Health & Safety 3 
Infant & Toddler Curriculum 45 
Supporting Children with Challenging Behavior 3 
Medication Administration 6 
School-Age Child Care 45 
Introduction to Child Care Administration 45 
TOTAL HOURS 257 
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COURSE DESCRIPTIONS 
 
The Young Child 45 hours 
This course is designed to provide students with knowledge of child development from birth to 
age twelve. Emphasis is placed on development and learning theories, factors which influence 
the development of young children, and the identification of children who are at risk for 
developmental delays. Other important issues related to the development of young children are 
also addressed including: school readiness, developmental assessment, families, developmentally 
appropriate practices and current trends in the field. Additional Information Required by State 
Regulations **Child Care Credentialing Information: This course includes 45 hours in core of 
knowledge training including 3 hours in Child Development: Introduction to Observation and 
Assessment of Children; 24 hours in additional core of knowledge training in Child 
Development; 3 hours in Curriculum: Developmentally Appropriate Practice (including children 
with special needs); 3 hours in additional core of knowledge training in Curriculum; 3 hours in 
Health, Safety & Nutrition: Nutrition & Active Learning; 3 hours in Special Needs; 3 hours in 
Community: Anti-bias/Cultural Competence; and 3 hours in Community: Family & Community 
Partnerships. 
 
Materials and Curriculum for Early Childhood 45 hours 
This course will explore best practices in the field of early childhood education. Emphasis will 
be placed on fostering development of the whole child through developmentally appropriate 
practices. Other issues pertinent to the education of young children will be addressed including: 
family partnerships, diversity, relationships, brain development, and current trends in early 
childhood education. Student who complete both The Young Child and Materials and 
Curriculum are eligible for the 90-hour Preschool Certificate required by the Maryland State 
Department of Education, Office of Child Care. **CHILD CARE CREDENTIALING 
INFORMATION: This course includes 45 hours in core of knowledge training including 3 hours 
in child Development: Introduction to Observation and Assessment of Children; 3 hours of 
Curriculum: Resources that Guide Daily Planning; 3 hours in Curriculum: Developmentally 
Appropriate Practice (including children with special needs); 3 hours in Curriculum: Taking 
Learning Outside; 15 additional hours in Curriculum; 3 hours in Special Needs: Supporting 
Children with Disabilities, Delays, or Special Health Care Needs; 3 hours in Professionalism: 
Environmental Rating Scales; 3 hours in Professionalism: The Child Care Provider as 
Professional; 3 additional hours in Professionalism; 3 hours in Community: Antibias/Cultural 
Competence; and 3 hours in Community: Family & Community Partnerships. 
 
CPR 5 hours 
This class is designed for the healthcare provider, following the American Heart Association 
Guidelines. Instruction includes basic life support applications for both in-facility and prehospital 
settings, including one & two rescuer, high quality CPR, AED, relief of choking, bag valve 
masks and pocket masks for adult, child and infant. Ability to kneel on the floor is mandatory. 
 
Including All Children and the Americans with Disabilities Act 3 hours 
This course will provide information, strategies, and resources on how to develop and implement 
an early childhood environment that is inclusive to all children and families. Successful 
completion of this course results in receipt of the three-hour certificate required by Maryland 
State Department of Education, Office of Child Care. 
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Communication Skills for Child Care Professionals 9 hours 
This course is designed for childcare professionals as an introduction to the basic concepts of 
developing strong communication skills when working in a child care center. Topics include: 
speaking, writing, interpersonal communication strategies, and critical techniques, with a focus 
on communication with parents and co-workers, and communication issues within a typical child 
care day. 
 
Positive Discipline Techniques for Early Childhood Professionals 3 hours 
This course will help early childhood professionals understand the “whys” behind children’s 
behavior. Participants will learn how to create an environment that supports the development of 
social skills and appropriate behavior. Ways to respond positively when difficult behaviors do 
arise are also shared. Successful completion of this course will result in the receipt of a 3-hour 
Core of Knowledge training certificate in child development. 
 
Infant and Toddler Curriculum 45 hours 
This course will explore best practices for the care of infants and toddlers. The importance of 
nurturing relationships will be discussed, along with how to turn caregiving routines into 
learning opportunities. Attention will be given to how partnerships can be formed with families 
and children, including those from diverse backgrounds. Issues important to the effective care of 
very young children will be addressed including: special needs, breastfeeding, SIDs prevention, 
effective environments, and equity. Students who complete both The Young Child and Infant 
and Toddler Curriculum are eligible for the 90-hour Infant and Toddler Certificate required by 
the Maryland State Department of Education, Office of Child Care. **Child Care Credentialing 
Information: This course includes 45 hours Core of Knowledge training including: 3 hours in 
Child Development: Introduction to Observation and Assessment of Children; 3 additional hours 
in child development; 3 hours in Curriculum: Resources the Guide Daily Planning; 3 hours in 
Curriculum: Developmentally Appropriate Practice (including children with special needs); 3 
hours in Curriculum: Taking Learning Outside; 12 additional hours in Curriculum; 3 hours in 
Health Safety and Nutrition: Special Considerations for Infants including supporting 
breastfeeding and SIDs prevention; 3 hours in Special Needs: Supporting Children with 
Disabilities, Delays, or Special Health Care Needs; 3 hours in Professionalism: Environmental 
Rating Scales; 3 hours in Professionalism: The Child Care Provider as Professional; 3 hours in 
Community: Anti-bias/Cultural Competence; and 3 hours in Community: Family & Community 
Partnerships. 
 
Supporting Children with Challenging Behavior 3 hours 
This course will assist child care providers in developing the skills necessary to support children 
with challenging behaviors that don't respond to basic classroom management techniques. 
Participants will learn to collect data documenting trends in children's behavior, identify 
common reasons why children behave inappropriately, and develop interventions designed to 
reduce challenging behavior. Individuals who successfully complete this course will receive a 
certificate for three Core of Knowledge training hours in Special Needs. 
 
Medication Administration 6 hours 
This course is designed to provide childcare professionals with an overview of medication 
administration procedures in childcare facilities. Topics include common types of medications, 
care and storage of medication, requirements to administer medications, and how to prevent 
medication errors. Technical standards apply. 
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School-Age Child Care 45 hours 
This course presents best practices in the care of children from ages five through twelve. Topics 
covered include development and learning theories, effective environments, the importance of 
relationships, curriculum development, selection of age-appropriate materials, forming 
partnerships with families, and current trends in the field of school-age child care. 
Considerations when caring for children from diverse backgrounds, including children with 
disabilities, will be discussed. Students who complete both The Young Child and School-Age 
Child Care are eligible for the 90-hour School-Age Certificate required by the Maryland State 
Department of Education, Office of Child Care. **CHILD CARE CREDENTIALING 
INFORMATION: This course includes 45 hours in core of knowledge training including 3 hours 
in child Development: Introduction to Observation and Assessment of Children; 3 hours of 
Curriculum: Resources that Guide Daily Planning; 3 hours in Curriculum: Developmentally 
Appropriate Practice (including children with special needs); 3 hours in Curriculum: Taking 
Learning Outside; 15 additional hours in Curriculum; 3 hours in Special Needs: Supporting 
Children with Disabilities, Delays, or Special Health Care Needs; 3 hours in Professionalism: 
Environmental Rating Scales; 3 hours in Professionalism: The Child Care Provider as 
Professional; 3 additional hours in Professionalism; 3 hours in Community: Anti-bias/Cultural 
Competence; and 3 hours in Community: Family & Community Partnerships. 
 
Introduction to Child Care Administration 45 hours 
This course addresses the management skills necessary when functioning as a site manager in a 
child care facility. Students are introduced to training of staff, accounting for funds, purchasing, 
recruiting, staffing, budgeting, communicating with parents, fundraising, locating community 
resources and making positive referrals. **CHILD CARE CREDENTIALING 
INFORMATION: This course includes 30 hours in core of knowledge training including 3 hours 
in Child Development: Introduction to Observation and Assessment of Children; 3 hours in 
additional core of knowledge training in Child Development; 3 hours in Curriculum: 
Developmentally Appropriate Practice (including children with special needs); 3 hours in 
additional core of knowledge training in Health, Safety & Nutrition; 3 hours in Professionalism: 
Environmental Rating Scales; 3 hours in Professionalism: Child Care Provider as a Professional; 
3 hours in Professionalism: Conflict Resolution Strategies; and 9 hours in additional core of 
knowledge training in Professionalism. 
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                                                                                                                           APPENDIX C                    
                                                                                                                                  
                                                                                                                                   

HARFORD COUNTY COMMUNITY COLLEGE 
 

 
401 Thomas Run Road 

 
 
 

                 Bel Air                                                   MD                                               21015                                                                                                                                                                      
    City                    State            ZIP Code 
 
 
 

 
APPRENTICE WAGE SCHEDULE 

 
 
Name of Occupation Child Care          
 
Journeyworkers Rate $15.95 based on average salary reported by interested employers 
 
Type of Program   Time Based   
 
 The progressive wage schedule in this occupation will be as follows: (please 
 indicate percentages of journeyworkers rate in hours, steps, levels, grades or months 
 for each period.  
 
 
1st period:   0 hours 85% 

2nd period: 1,000 hours 88% 

3rd period: 2,000 hours 97% 

4th period: 3,000 hours 100% 

 

NOTE: This apprenticeship is designed to be the first step in a pathway towards a college degree 

and a higher paying position. Harford Community College’s Teacher Education Program 

Coordinator will facilitate the application of apprentices for the Maryland Child Care 

Credentialing Program which provides stipends and financial assistance for training. The 

Program Coordinator will also facilitate the application of apprentices to the Child Care Career 

and Professional Development Fund. This grant covers 100% of tuition, fees, and books for 

qualified child care providers (individuals with at least a year of experience in a regularly 

scheduled position in child care and who are Child Care Credentialing level two or higher) who 
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are seeking a degree in early childhood or elementary education. Apprentices should fulfil the 

requirements for this grant by the end of their apprenticeship. Once accepted into the CCCPDF 

grant, apprentices can articulate their apprenticeship into 21 college credits that fulfill degree 

requirements in Harford Community College’s Early Childhood Education program (for 

individuals interested in being child care directors) or 6 college credits that fulfill degree 

requirements in Harford Community College’s Early Childhood Education/Early Childhood 

Special Education program (for individuals interested in teacher certification for grades pre-K 

through 3). According to Salary.com, the average salary for a child care director in Maryland is 

$81,601. According to Salary.com, the average salary for public school teachers in Maryland is 

$62,462 for a 10-month position. As of July 1, 2019, the minimum starting salary for a teacher in 

Harford County Public Schools was $53,851 for a 10-month position. In addition, teacher 

certification in early childhood education has been identified as a critical shortage area in 

Maryland for both the 2021-22 and 2022-23 school year. Thus, this apprenticeship is part of a 

pathway which allows apprentices to obtain a relatively high-paying job in an area of critical 

need without the apprentices having to pay for their education. 
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                                                                                                                 APPENDIX D 
 
 

AFFIRATIVE ACTION PLAN 
UNDER MARYLAND RULES AND REGULATIONS – TITLE 09.12.42 

EQUAL EMPLOYMENT OPPORTUNITY IN APPRENTICESHIP AND TRAINING 
BY AUTHORITY OF THE LABOR AND EMPLOYMENT ARTICLE, 

SECTION 11-405 OF THE ANNOTATED CODE OF MARYLAND 
 
SPONSOR Harford County Community College 
 
ADDRESS 410 Thomas Run Road   Bel Air, Maryland 21015 
 
hereby adopts the following Equal Employment Opportunity pledge 
 
 EEO PLEDGE 
 
 The recruitment, selection, employment and training of apprentices during their  
 apprenticeship shall be without discrimination based upon political or religious opinion 
 or affiliation, marital status, race, color, creed, national origin, sex or age, unless sex or 
 age constitutes a bona fide occupational qualification, or the physical or mental disability 
 of a qualified individual with a disability.  The sponsor will take affirmative action to 
 provide equal opportunity in apprenticeship and will operate the apprenticeship program 
 as required under Maryland Regulation 09.12.42 and 29 CFR 30. 
 
In order to fulfill this pledge, the sponsor will engage in the following affirmative actions to 
assure as far as possible maintenance of minority and female participation equal to that of the 
minority and female composition in the work force area. 
 
1. When sponsor accepts applications only at specific intervals, such information shall be 

disseminated at least 30 days in advance of the earliest date of application at each interval.  
When sponsor receives applications year around, such information shall be regularly 
disseminated but not less than semi-annually.  Such information shall be given to the 
Department, local schools, employment services offices, women’s centers, outreach 
programs and community organizations which can effectively reach minorities and women, 
and shall be published in newspapers which are circulated in the minority community and 
among women as well as in the general areas in which the sponsor operates.  Such 
information shall include qualification requirement(s), opening and closing dates during 
which applications will be issued and/or received, and specific address(s) where applications 
will be issued and/or received.  Such informational notices will contain the statement that the 
sponsor is an equal opportunity employer. 

 
2. Sponsor will participate in annual workshops conducted by employment service agencies for 

the purpose of familiarizing school, employment service and other appropriate personnel 
with the apprenticeship system and current opportunities therein. 
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3. Sponsor will cooperate with local school boards and vocational education systems to develop 
programs preparing students to meet the standards and criteria to qualify for entry into 
apprenticeship programs. 

 
4. Internal communication of sponsor’s equal opportunity policy in such a manner as to foster 

understanding, acceptance, and support among the sponsor’s various officers, supervisors, 
employees and members; and to encourage such persons to take necessary action to aid 
sponsor in meeting its obligations under this part. 

 
5. Sponsor will engage in such programs as outreach for the positive recruitment and 

preparation of potential applicants for apprenticeship. 
 
6. To encourage the establishment and utilization of pre-apprenticeship, preparatory trade 

training, or others designed to afford related work experience or to prepare candidates for 
apprenticeship, sponsor will assure that those who complete such programs are afforded full 
and equal opportunity for admission into the apprenticeship program. 

 
7. Sponsor will utilize journeyworkers to assist in implementation of this affirmative action 

program. 
 
8. Sponsor will grant advanced standing or credit on the basis of previously acquired 

experience, training, skills or aptitude for all applicants equally. 
 
9. Other appropriate action to ensure that the recruitment, selection, employment and training of 

apprentices during the apprenticeship shall be without discrimination because of political or 
religious opinion or affiliation, marital status, race, color, creed, national origin, sex or age, 
unless sex or age constitutes a bona fide occupational qualification, or the physical or mental 
disability of a qualified individual with a disability (e.g. general publication of apprenticeship 
opportunities and advantages in advertisements, industry reports, etc.; use of present minority 
and female apprentices and journeyworkers as recruiters; or career counseling). 
 

 
 

SELECTION PROCEDURE 
 
Apprentices shall be selected on the basis of objective and specific qualification standards.  
Examples of such standards are fair aptitude tests, school diplomas or equivalent, occupationally 
essential health requirements, fair interviews, school grades and previous work experience.  
Where interviews are used, adequate records shall be kept including a brief summary of each 
interview and the conclusions on each of the specific factors (e.g. motivation, ambitions and 
willingness to accept direction which are part of the total judgement). 
 
Copy of the sponsor’s current selection procedure is attached. 
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GOALS AND TIMETABLES 
 
A good faith effort must be made to bring the total percentages for the utilization of minority 
apprentices and female apprentices (minority and non-minority) into equivalence with the 
applicable statistical analysis.  A single goal for women in their entering class shall not be less 
than 50% of the percentage of women in the work force and shall be set for the first year’s 
participation.  A separate goal for minorities shall be set in accordance with the applicable 
statistical analysis. 
 
See attached Work Force Analysis sheet for goals. 
 

 
MAINTENANCE OF RECORDS 

 
Sponsor shall 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 records pertaining to 
interviews of applicants, the original application for each applicant, information relative to the 
operation of the apprenticeship program; including but not limited to job assignment, promotion, 
demotion, lay-off or termination, rates of pay or other forms of compensation or conditions of 
work, on-the-job training hours, and hours of related instruction provided; and any other records 
pertinent to a determination of compliance with these regulations.  The records pertaining to 
individual applicants, selected or rejected, shall be maintained in such a manner to permit 
identification of minority and female (minority and non-minority) participants. 
 
These records required by this part and any other information relevant to compliance with these 
regulations shall be maintained five (5) years and made available upon request to the Department 
or other authorized representative. 
 
 
 
 
           
NAME OF SPONSOR’S AUTHORIZED OFFICIAL (Print or Type) 
 
           
SIGNATURE OF OFFICIAL 
 
        
TITLE 
 
        
DATE 
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APPENDIX E 
 
 

APPRENTICE SELECTION PROCEDURES 
 
 
 
 
 
 
 
 
 

[INSERT YOUR APPRENTICE SELECTION PROCEDURES HERE] 
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                                                                        WORKFORCE ANALYSIS                                        APPENDIX F       

IN 
APPRENTICESHIP TRAINING 

IN ACCORDANCE WITH TITLE 29 CFR - PART 30 REVISED 

SPONSOR  

ADDRESS  PHONE NUMBER  

CITY  STATE  ZIP CODE  

Labor Force Statistics for the STATE OF MARYLAND 

Total Workforce 2,451,125 =  ( A ) 100%  

Total Minority Workforce    901,754 =  ( B ) 36.8 %  ( of A ) 

Total Female Workforce  1,253,083 =  ( C ) 51.1 %  ( of A ) 

Minority     INA Non-Minority INA 

The Sponsor employed the following number of Journeyworkers and Apprentices as of:  

Total Journeyworkers   Total Apprentices  =  ( D ) 100%  

Minority   Minority  =  ( E )  % ( of  D ) 

Female   Female  =  ( F )  % ( of  D ) 

Minority Female   Minority Female  non-minority female  

Utilization of minorities and females has been achieved when: 

Minorities Females 

( E )  % is equal to or exceeds ( B )  %  ( F )  % is equal to or exceeds ( C )  % 

OR WHEN OR WHEN 

( E )  % is less than ( B )  % underutilization  ( F )  % is less than ( C )  % underutilization 

exists and the goal to achieve expected representation is  exists and the goal to achieve expected representation is 

  

   50% of ( C ).  50% X  =  which is the goal 

 for the first year. 

   
SPONSOR’S SIGNATURE  APPROVED BY: 

   
TITLE  REGISTRATION AGENCY 
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