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SUBJECT: Recruitment Fees

PURPOSE: This notice will provide clarification to sponsors of Apprenticeship Training Programs
regarding the use of testing and/or application fees associated with apprentice recruitments.

POLICY: Programs may charge testing and/or application fees when conducting recruitments as
outlined below. Both the type of fee(s) and the amount of fee(s) must be identified on the Apprentice
Training Recruitment Notification and Minimum Qualifications (Form AT 505) for Department approval.
This form must subsequently be updated if a sponsor’s costs decrease or the sponsor proposes a change in
either the type of fee(s) or the amount of the fee(s). Please see the following requirements regarding fees:

Testing Fees

e Cannot exceed $25.00 per applicant.

e Sponsors must retain documentation to substantiate the costs associated with the testing fee, such
as the name and contact information of the testing provider, actual cost per exam to be
administered, in-house costs associated with administering the test, etc.

e Costs associated with the test cannot exceed the sponsor’s actual cost per applicant.

Application or Similarly Named Fees

e Cannot exceed $25.00 per applicant.
e Must be an allowable expense as follows:

o Cost is above and beyond the normal cost of the sponsor’s standard operational costs, €.g.
postage and mailing supplies.

o Cost for rental of space solely to distribute applications.

o Additional clerical expenses associated with the recruitment process including maintaining
lists (not the normal cost of staff already on the payroll, e.g. hiring temporary employees or
providing overtime for current employees).

o Website hosting fees and reasonable website development costs related solely to online
recruitment.

e Sponsors must retain documentation of the expenses incurred and proof that the fees do not
exceed the sponsor’s actual cost per applicant.

o Current programs should base their fee on the number of applications distributed during their
last recruitment, and maintain documentation of prior expenses. Prior expenses may be
updated to reflect current costs (e.g. an increase in postage costs).

o New programs should base their fee on projected recruitment numbers and projected costs,
and will need to submit an updated AT 505 Form reflecting actual costs with their next
recruitment.

Waivers for Testing and/or Application Fees

e All sponsors must provide waivers of fees to applicants who provide proof of financial need.

e The following language must be included on the AT 505 Form: “Please note: You may request
that this fee be waived. Fee waivers will be approved upon a showing of verifiable proof of
financial need.”
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¢ Financial need includes, but is not limited to: receipt of Unemployment Insurance, Temporary
Assistance, Medicaid, or Food Stamps.

ACTION: Programs wishing to charge testing and/or application fees must complete a new AT 505
Form and receive Department approval prior to the next recruitment. For those recruitments which have
been submitted to the Department prior to this policy directive or are currently taking place, the program
must comply with this directive for their next recruitment. In preparation for the next monitoring visit,
programs will need to have the documents indicated above on site and available for Department review.

INQUIRIES: If you have any questions regarding this Policy Directive, please contact your local
Apprentice Training Representative.




