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Introduction

By following these detailed steps, local governments can develop comprehensive and effective
apprenticeship programs that address their workforce needs while providing valuable
opportunities for career development. These steps can be adapted to your specific
organizational context and regulatory environment.

This comprehensive list of steps and may appear complex and daunting. However, the Institute
of Local Government (ILG) can support local governments with navigating the process and
completing the steps outlined.

Step 1: Needs Assessment and Planning

1. Identify Skill Gaps:
e Analyze your organization's current and future workforce needs.
e Conduct surveys or interviews with department heads to identify critical skill
shortages.
e Review long-term strategic plans to anticipate future skill requirements and
agency priorities.
2. Determine Suitable Positions:
o Evaluate which roles could benefit from a non-traditional apprenticeship model
« Consider positions with high turnover or difficulty in recruitment.
« Identify roles that require a combination of on-the-job training and classroom
instruction.
3. Analyze Human Resources Information System (HRIS) Data:
e Review Human Resources Information System data to identify trends in turnover,
time-to-fill positions, and skill gaps.
« Use this data to support the case for implementing an apprenticeship program.
4. Develop a Workforce Plan:
« Create a comprehensive workforce plan that outlines current staffing levels,
projected retirements, and future staffing needs.
« Incorporate apprenticeship as a strategy within this plan.
« Consider using this Workforce Plan Template (Word Doc) from CalHR:
https://www.calhr.ca.gov/Workforce-Plan-template.2.2025
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e Leverage CalHR’s Workforce Planning Toolkit: https://www.calhr.ca.gov/about-

calhr/divisions-programs/workforce-development-division/statewide-workforce-
planning-and-succession-management/workforce-planning-toolkit

5.  Commit to Hiring:
« Ensure organizational commitment to hiring at least one apprentice during the
initial program period.

« Secure buy-in from leadership, labor unions and relevant departments.

Step 2: Program Design

1. Define Program Structure:
e Determine the duration of the apprenticeship (typically 1-4 years).
« Decide on any rotations between departments or roles.
e Establish the balance between on-the-job training and classroom instruction.
2. Establish Learning Objectives:
« Define clear, measurable learning objectives for each stage of the apprenticeship.
« Align these objectives with the knowledge, skills, and abilities (KSAs) required for
the target roles.
3. Create Occupation Duty Statements:
o Develop detailed duty statements for each apprenticeable occupation.
« Ensure these align with existing job classifications or create new ones as needed.
4. Develop KSA Descriptors:
o Create comprehensive KSA descriptors for each apprenticeable role.
o Use O*NET occupational titles that meet or exceed 50% similarity in KSAs.
5. Design Competency Framework:
e Use tools like Standards Builder to convert KSAs into observable and measurable
competencies/behaviors.
« Ensure these competencies align with both the curriculum and on-the-job training
components.
6. Develop Pay Structure:
o Create a scaffolded pay increase system based on performance and mastery of
skills.
« Ensure this aligns with existing pay scales and union agreements.
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Step 3: Partnerships and Collaboration

1. Identify Educational Partners:

e Research and reach out to local community colleges, universities, or vocational
schools.

« Look for institutions with experience in apprenticeship programs or relevant
coursework.

o Partner with educational institutions to create a relevant curriculum or expand on
an existing curriculum to meet the specific needs of the agency and/or job
classification.

e Ensure the curriculum aligns with industry standards and local government needs.

e Include both technical skills and soft skills in the training program.

2. Establish Contracts:

« Develop and sign contracts with educational partners outlining responsibilities,
costs, and program details in accordance with requirements as defined by
California Department of Industrial Standards, Division of Apprenticeship Standards
(DAS) and/or US Department of Labor (DOL).

o Ensure these contracts comply with local government procurement regulations.

3. Engage Industry Partners:

« Identify and collaborate with industry partners who can provide additional
resources or expertise.

o Consider partnering with other government agencies for shared apprenticeship
programs.

4. Form a Joint Apprenticeship Committee (JAC):

o Establish a JAC or sub-JAC with representation from the employer, union (if
applicable), and educational partners.

« Define the roles and responsibilities of the JAC in program oversight and decision-
making.

5. Engage Labor Unions:

« If your workforce is unionized, engage union representatives early in the process.

e Negotiate any necessary agreements or modifications to existing contracts to
accommodate apprenticeships.
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Step 4: Regulatory Compliance and Registration

1. Research Regulations:
o Familiarize yourself with state and federal apprenticeship regulations.
e Consult resources from the Department of Industrial Relations and the U.S.
Department of Labor.
2. Initiate Involvement with Apprenticeship Agencies:
« Contact the Division of Apprenticeship Standards (DAS) in California.
« Engage with federal apprenticeship agencies if pursuing a nationally recognized
program.
3. Prepare Registration Documents:
e Compile all necessary documentation for program registration working under
guidance of the program sponsor.
o This may include program standards, training outlines, and partnership
agreements.
4. Submit Registration:
e Register your program with the appropriate state or federal agency.
« Be prepared to make adjustments based on agency feedback.
5. Ensure EEO Compliance:
« Develop an Equal Employment Opportunity (EEO) plan for the apprenticeship
program.
e Ensure all aspects of the program comply with EEO regulations.

Step 5: Recruitment and Selection

1. Develop Recruitment Strategy:
« Create a targeted recruitment plan to attract diverse candidates.
o Consider partnering with local schools, community organizations, and workforce
development boards.
2. Create Marketing Materials:
o Develop brochures, website content, and social media campaigns to promote the
apprenticeship opportunity.
« Highlight the benefits of the program, including earn-while-you-learn model and
career progression.

Bridge How to Design & Implement a RAP: A Step-by-Step Guide | 5



3. Design Selection Process:
« Create a fair and transparent selection process that complies with civil service
rules.
« Consider implementing aptitude tests, interviews, and assessments of soft skills.
4. Implement Pre-Apprenticeship Programs:
« Consider developing pre-apprenticeship programs to prepare candidates for the
full apprenticeship.
e Use these programs as a pipeline for recruiting diverse talent.
5. Screen and Hire Applicants:
e Conduct thorough screening of applicants based on predefined criteria.
o Ensure the hiring process complies with all relevant laws and regulations.

Step 6: Implementation

1. Onboarding:
« Develop a comprehensive onboarding program for apprentices.
« Include orientation to the organization, introduction to mentors, and overview of
program expectations.
2. Assign Mentors:
« Select and train experienced employees to serve as mentors.
« Establish clear expectations and guidelines for the mentorship relationship.
3. Coordinate On-the-Job Training:
o Develop a structured on-the-job training program that aligns with the
apprenticeship curriculum.
e Ensure supervisors and mentors are prepared to deliver and document this
training.
4. Facilitate Classroom Instruction:
« Coordinate with educational partners to deliver relevant classroom instruction.
« Ensure apprentices have the necessary time and resources to attend classes.
5. Implement Support Systems:
o Establish support mechanisms for apprentices, including regular check-ins,
counseling services, and peer support groups.
6. Manage Documentation:
« Implement systems to track apprentice progress, hours worked, and skills acquired.
e Ensure all documentation meets regulatory requirements.
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Step 7: Monitoring and Evaluation

1. Regular Assessments:
« Conduct regular assessments of apprentice progress against established
competencies.
« Use a combination of supervisor evaluations, skills tests, and project-based
assessments.
2. Gather Feedback:
e Regularly collect feedback from apprentices, mentors, supervisors, and
educational partners.
« Use surveys, focus groups, and one-on-one meetings to gather comprehensive
feedback.
3. Track Program Metrics:
« Monitor key performance indicators such as completion rates, diversity metrics,
and post-program retention.
« Use technology for efficient data tracking and reporting.
4. Continuous Improvement:
« Regularly review program performance and stakeholder feedback.
e Make data-driven adjustments to improve program effectiveness.
5. Report to Stakeholders:
e Prepare regular reports for leadership, JAC, and regulatory bodies.
« Highlight successes, challenges, and plans for improvement.

Step 8: Program Completion and Transition

1. Develop Transition Plan:
« Create a clear plan for transitioning apprentices to full-time employment upon
program completion.
« Ensure this plan aligns with civil service rules and union agreements.
2. Conduct Final Assessments:
e Perform comprehensive final assessments to ensure apprentices have met all
program requirements.
» Issue appropriate certifications or qualifications upon successful completion.
3. Celebrate Achievements:
« Organize events or ceremonies to recognize apprentice achievements.
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« Use these events to also promote the program to future potential apprentices.
4. Facilitate Job Placement:
e For programs not guaranteeing employment, assist apprentices in finding
permanent positions within the organization or partner agencies.
« Provide support for job applications and interviews if necessary.
5. Long-term Follow-up:
e Implement a system for long-term follow-up with program graduates.
e Use this data to assess the long-term impact of the apprenticeship program on
hiring, career progression, and retention.
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About the Institute for Local Government (ILG)

The Institute for Local Government (ILG) is a nonpartisan nonprofit that inspires, educates,
and supports local governments. Through practical resources, training, and collaborative
programs, ILG helps cities, counties, and special districts across California address
community challenges, strengthen public trust, and foster equitable, sustainable solutions.
Learn more by visiting the ILG website at www.ca-ilg.org.

About Bridge

Bridge Public Sector Apprenticeships is a new initiative designed to support California’s public
sector in recruiting and attracting workers through Registered Apprenticeships in high-demand
fields like accounting, human resources, IT, health and human services and more. Bridge was
created to help support California public sector agencies experiencing workforce recruitment
and retention challenges that result in disruptive job vacancies. Bridge is open to cities, counties,
K-12 school districts, and special districts (such as transit districts, utility districts, as well as park
and recreation districts and others). ILG founded Bridge and, together with its statewide
partners, is spearheading the effort. The initiative will provide public sector employers with
resources, support and guidance to develop and implement nontraditional apprenticeship
programs that meet their unique and evolving workforce needs.

BridgeApprenticeships.org
Visit and bookmark the Bridge website: www.BridgeApprenticeships.org.

This site will house a digital resource library of tools, templates,
research, useful information, and more, specific to public sector
apprenticeships. It will also serve as a platform for the cohort of pilot
RAPs to create a community of practice for peer learning and
communication.
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