Apprentice Program Guidelines
Management and Labor realize the State is experiencing a skill gap in many occupations as
well as an aging workforce that is retirement eligible coupled with a lack of qualified workers
to fill these future vacancies. Management and Labor have agreed to establish this
Apprentice Program in order to help meet these staffing and skill shortages.
The Apprentice Program is established to meet the staffing needs within the Executive
Branch of Montana State Government through a formal Apprentice Program for nontraditional occupations. Examples of apprenticeable occupations include, but are not
limited to Computer Programmer, Accounting Technician, Correction Officer, Counselor,
Architectural Drafter, Fish & Game Warden, Laboratory Technician, Legal Secretary, and
LPN.
An apprenticeship occupation follows these state and federal guidelines:
1. Is typically learned through a structured program of supervised on-the-job training.
2. Is clearly defined and recognized throughout an industry.
3. Involves special skills and knowledge that requires a minimum of 2,000 hours experience.
4. Requires related instruction directly related to the occupation to supplement on-the-job
training.
Montana Registered Apprenticeship is an employer designed training program, consisting of
not less than 2000 hours (1 year) of On-the-Job Training (OJT), and not less than 144 hours
of related college level coursework per 2000 hours of OJT.
Apprenticeship is full-time employment from the start. It is an on-the-job training model that
produces good-paying, sustainable jobs and highly skilled workers to meet workforce
demands.
Apprenticeship promotes earn – while-you-learn quality training by combining hands-on skills
learning alongside a mentor – with related, technical instruction in a classroom and/or
online.
The training program is typically two to four years to completion, depending on the
occupation. Once completed an apprentice receives a nationally recognized
certificate/credential.
Apprenticeship ratios are set at a maximum of 20% of permanent staff unless an
exception is approved by a majority vote of the Apprentice Board
For more information about apprenticeships in general please visit:
http://dev.apprenticeship.mt.gov/faq

Steps to Setting-Up a Registered Apprentice Program
1. Read the State of Montana Apprentice Program MOU.
2. Select an apprenticeship trade/occupation..
3. Decide on minimum qualifications – High School Diploma or GED is always required.
4. Identify a Mentor to provide the 2000 minimum hours of on-the-job training. Close
supervision is required.
5. Outline the specific on-the-job training and assign hours to each skill, duty, or task
(totaling at least 2000 hours). Be specific about what the Apprentice needs to learn and
how much time it will take to master each skill, duty, or task. (See attached example below)
6. Identify college classroom or on-line training to meet the minimum 144 hours of
instruction. The hiring agency must cover the cost of the college classroom or online training.
7. Contact the Union (if applicable) to negotiate terms of employment. Apprentices
must be paid at least 80% of the starting wage for that occupation as determined by the
agency's pay plan. Apprentices must receive incremental wage increases.
8. Contact the Apprentice Board for assistance with finalizing the Apprentice Contract.
9. Advertise for the Apprentice vacancy.
10. Get final approval from the Apprentice Board.
11. Keep records of all provided training and associated hours.
12. Report to the Apprentice Board on a quarterly basis.

