New York State Department of Labor
Sponsor Code ___________________
Trade Code(s) ___________________
___________________

Apprentice Training Program Affirmative Action Plan
New Program
Amended
Renewal

To be Administered by: ________________________________________________________________________________________
Sponsor’s Name

Address:

________________________________________________________________________________________
________________________________________________________________________________________
___________________________________________________

Plan is Effective From:

_______________
Date

To:

__________________________________
Zip Code

______________
Date

On behalf of the above named sponsor, I certify that it is our intent to fulfill this Affirmative Action Plan.

Signature of Sponsor: ________________________________________________________________
The above signature must be the employer’s Chief Executive Officer or the
Chair of the Joint Apprenticeship Committee or their authorized representative.

______________________
Date
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_________________________________________________________________________________________

Title:

_________________________________________________________________________________________

Do not write below this line.

Approved by:

_________________________________________________________________
NYS Department of Labor

Title:
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Date

_________________________________________________________________________________________

Page 1 of 8

Part I – Equal Opportunity Standards
A.

Provide a brief description of the nature and extent of the Sponsor’s business, the geographic area or jurisdiction where the
business is performed, and the county or counties where the sponsor will recruit.

B.

Equal Opportunity Pledge
The sponsor recognizes that all qualified persons shall have equal opportunity in apprenticeship training, agrees that the
commitments contained in the Affirmative Action Plan shall not be used for discriminatory purposes, and agrees to adhere to the
following Equal Opportunity Pledge:
The recruitment, selection, employment, and training of apprentices during their apprenticeship, shall be without discrimination
because of race, creed, color, religion, national origin, age, sex, disability, veteran status, marital status or arrest record. The
sponsor will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as
required under Title 29 of the Code of Federal Regulations, Part 30, and Title 12 of the Official Compilation of Codes, Rules and
Regulations of the State of New York, Part 600; and the Americans with Disabilities Act of 1990.

C.

Affirmative Action Policy Statement

/1

Attach a statement of the sponsor’s affirmative action policy. This statement must be the official policy available for public and
internal distribution, be on sponsor letterhead and signed and dated by the Chief Executive Officer or the Chair of the Joint
Apprenticeship Committee.
If responsibility for plan implementation has been delegated to other than the individual signing the Affirmative Action Policy
Statement, that individual must be named in the Policy Statement.

D.

Sexual Harassment Policy Statement

/1

Attach a statement of the sponsor’s sexual harassment policy. This statement must be the official policy available for public and
internal distribution, be on sponsor letterhead and signed and dated by the Chief Executive Officer or the Chair of the Joint
Apprenticeship Committee.

/1 Sponsors needing assistance in developing an Affirmative Action and/or Sexual Harassment Policy Statement should contact
the New York Department of Labor’s Division of Equal Opportunity Development.
AT 603 (02/17)
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Part II – Labor Force Analysis/Utilization Study
A.

The total labor force is ________________ in the following county(counties):

_______________________

________________________

__________________________

_______________________

________________________

__________________________

_______________________

________________________

__________________________

The labor force includes:

/1

Minorities

B.

African American

___________________

__________________ %

Hispanic

___________________

__________________ %

Other Minorities /2 ___________________

__________________ %

Total Minorities

___________________

__________________ %

Women

___________________

__________________ %

The total minority and women staffing goals of this program are the percentage of these groups in the labor force in the county
(counties) of recruitment.

Goal for Total Minorities: ______________%
Goal for Women:

/1
/2

______________%

Data on labor force is supplied by the New York State Department of Labor Research and Statistics Division, Bureau of
Labor Market Information, State Office Bldg. Campus, Bldg. #12, Room 402, Albany, NY 12240, telephone: (518) 457-6657.
Other Minorities: Native Americans; Alaskan Natives; Pacific Islanders; Asians.

AT 603 (02/17)

Page 3 of 8

Part Ill – Current and Projected Staffing and Annual Goals
Title of Trade

A.

B.

____________________________________

Current Staffing in the Above Trade

Total

African
American
No.
%

Hispanic
No.
%

Active
Journeyworkers

____

____

____

____

____

____

____

____

____

Registered
Apprentices

____

____

____

____

____

____

____

____

____

Projected Number of Apprentice Indentures

Year

C.

Other
Minority
No.
%

Women
No.
%

/1

20 ____

____

____

____

____

Totals

New Positions

____

____

____

____

____

____

Vacancies from
Turnover /2

____

____

____

____

____

____

Total Indentures

____

____

____

____

____

All Years ____

Annual Goals
Based on the data and projections above, the sponsor’s annual goals are to indenture minorities and women in apprentice
programs as follows: /1

Year

____

____

____

____

____

Totals

African American

____

____

____

____

____

____

Hispanic

____

____

____

____

____

____

Other Minority

____

____

____

____

____

____

Women

____

____

____

____

____

____

Total Indentures

____

____

____

____

____

All Years ____

20

The sponsor’s good faith efforts to meet these annual goals will be evaluated based on whether the sponsor is
following the Affirmative Action Plan. The sponsor understands that if the annual goals are not being met, it may
be necessary to re-evaluate and change the Affirmative Action Plan in order to increase its effectiveness.

/1

Where no apprentice indentures are planned for a particular group or year, enter “0”.

/2

Includes program graduates and non-graduates, (e.g. voluntary quits, dismissals prior to completion).

AT 603 (02/17)
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Part IV – Action Plans and Requirements
A.

Outreach and Positive Recruitment Plan
Detail all the specific activities the sponsor will undertake to expand the opportunities for minority and female participation
in the apprenticeship program. (Attach additional sheets if necessary.) The extent of outreach and recruitment activities
may vary with the size and type of program and its resources. Refer to Equal Employment Opportunity in Apprenticeship
Training Regulations Section 600.5 (c) for examples of outreach and positive recruitment.

Outreach and Recruitment Activities:

Direct Entry Provider(s): (See https://www.labor.ny.gov/apprenticeship/direct-entry.shtm.)

AT 603 (02/17)
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Part IV – Action Plans and Requirements (continued)
B.

Recruitment
It is agreed that the sponsor will recruit applicants for apprenticeship by (Check One):
1.

Requesting the NYS Department of Labor’s approval to conduct an area-wide public
recruitment in accordance with the Department Regulations on Equal Employment
Opportunity in Apprenticeship Training (Part 600).
An area-wide public recruitment will publicize the following information:

C.

a.

Estimated number of apprentice job openings to be filled.

b.

Eligibility requirements.

c.

Where and when applications may be obtained.

d.

When applications are to be submitted.

e.

Affirmative Action policy of the sponsor.

2.

Listing all apprentice openings including minimum qualifications and selection standards
with the NYS Job Bank (www.newyork.us.jobs/) for a minimum of five full working days before any
selections are made.

3.

Limiting recruitment to present employees of the sponsor and/or present members of the
union sponsoring the apprenticeship program. Employees must have been hired and/or
union members have been admitted without discrimination based on race, creed, color,
religion, national origin, age, sex, disability, veteran status, marital status or arrest record.
Sponsors are encouraged to list all resulting vacancies with the NYS Job Bank (www.newyork.us.jobs/).

4.

Recruiting apprentices by methods other than those in B 1, 2, or 3 above. A detailed
statement of the recruitment method to be used must be attached to be submitted
to the Commissioner of Labor for review and approval prior to being used. /1

Methods for Selection of Apprentices
Selection of apprentices will be made under one of the following four methods. (Check One):
1.

/1

AT 603 (02/17)

Selection on basis of rank from a candidate list (only available for area-wide public
recruitments). Composed of those eligible applicants who meet the minimum qualifications and
complete the selection process.
a. When this method is used; (1) the qualifications of each eligible applicant will be evaluated and
scored on each of the selection standards used; (2) the scores will be added to obtain a total score
for each applicant; (3) each applicant who completes the evaluation process will be placed on a list
of candidates for apprenticeship in order of rank based on the total score. Seniority of employment
and/or seniority of union membership may be one of the selection standards.
b. The list of candidates will remain valid for a minimum period of two years, or until the list is
exhausted.
c. At least 10 days prior to the time when each eligible applicant is first required to demonstrate his/her
qualifications, each eligible applicant will be notified in writing of the qualifications on which he/she
will be evaluated, the time and place for submitting evidence of qualifications, and the time and
place for testing and/or interview.

A sponsor using this method of recruitment should contact their Apprentice Training Representative for technical
assistance.
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Part IV – Action Plans and Requirements (continued)
C.

Methods for Selection of Apprentices (continued)
2.

Selection on basis of rank from a candidate list (available for non area-wide public
recruitments). Composed of those eligible applicants who meet the minimum
qualifications and complete the selection process.
a.

b.

3.

Selection on a random basis. From a candidate list composed of applicants who meet the
minimum qualifications and complete the selection process.
a.
b.
c.
d.
e.
f.

4.

When this method is used, the applicants will be evaluated and ranked on the basis of
predetermined minimum qualifications and selection standards. These qualifications and standards
are to be included in all notices regarding apprentice openings.
The list of candidates will remain valid for a minimum period of two months or until the list is
exhausted, unless otherwise specified by the collective bargaining agreement. /1

The method of random selection shall be subject to approval by the Commissioner of Labor.
Supervision of the random selection process shall be by an impartial person or persons, selected by
the sponsor, not associated with the administration of the apprenticeship program.
The expected time and place of the selection shall be indicated in the recruitment notice.
The place of the selection shall be open for all applicants and the public.
The names of candidates drawn by this method shall be placed on a list of candidates for
apprenticeship in the order drawn.
The list of candidates will remain valid for a minimum period of two (2) years, or until it is exhausted.

Alternative selection methods. /2
If apprentices are to be selected by other methods than in C 1, 2 or 3 above, a detailed
statement of the selection method to be used must be attached and submitted to the
Commissioner of Labor for review and approval prior to being used.

D.

Minimum Selection Standards and Evaluation.
It is agreed that the minimum qualifications and selection standards utilized will be those listed on Form AT 505,
Apprentice Training Recruitment Notification and Minimum Qualifications, and/or on Form AT 508, Selection Standards
and Evaluations, attached.

/1

Sponsors are advised to keep all applications for a minimum of one year.

/2

A sponsor using this method of selection should contact their Apprentice Training Representative for technical
assistance.

AT 603 (02/17)
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Part IV – Action Plans and Requirements (continued)
E.

Notification and Appointment of Candidates for Apprenticeship.
It is agreed that whether selection is made from a certified list established by rank, random selection, list of current
employees or union members, or alternative methods, the following notification procedure will prevail:
1.

Each candidate who met the requirements for admission to the eligibility pool shall be notified in writing. This
notification shall include a copy of the Complaint Procedure, Part 600.12.

2.

Each candidate who did not meet the requirements for admission to the eligibility pool shall be notified in writing of
the reasons for rejection and of the requirements for admission to the eligibility pool. This notification shall include a
copy of the Complaint Procedure, Part 600.12.

3.

Each qualified candidate selected for appointment shall be notified in writing at least 10 days prior to the
commencement of the apprenticeship term. Such notification shall be sent by certified mail, return receipt requested.

4.

After the commencement of the term of an apprenticeship program, the program sponsors may appoint available
additional or replacement apprentices from the list in the order of their ranking thereon. Notice of such appointment
will be in writing and shall be sent by certified mail return receipt requested. No candidate on the list may be deleted
from the list because of unavailability unless the candidate’s unavailability extends seven days after delivery of notice.

Part V – Discrimination Complaint Procedure
It is agreed that complaints will be filed in accordance with Part 600.12, Complaint Procedures, as defined under
Equal Employment Opportunity in Apprenticeship Training Regulations.

Part VI – Distribution
Send the original Affirmative Action Plan to your Apprentice Training Representative.

AT 603 (02/17)
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