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Appendix D 
 

 

(SAMPLE) 

 

QUALIFICATIONS AND SELECTION 

PROCEDURES 

 

ADOPTED BY 

 

(INSERT SPONSOR NAME)  

 
DEVELOPED IN COOPERATION WITH THE 

U.S. DEPARTMENT OF LABOR 

OFFICE OF APPRENTICESHIP 
 

 

APPROVED BY:  _______________________________________ 

State Director, Region X 

 

DATE APPROVED:  ____________________________________ 

 

 

 

 

 

 

 

 

 

 
 

The certification of this selection procedure is not a determination that, when implemented, it meets 

the requirements of the Uniform Guidelines on Employee Selection Procedures (41 CFR § 60-3) or 29 

CFR § 30.  Note that selection procedures may need to be modified to provide reasonable 

accommodations to qualified individuals with disabilities. 
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SECTION I - MINIMUM QUALIFICATIONS (EXAMPLES) 
 

Applicants will meet the following minimum qualifications.  These qualification standards, and the 

score required on any standard for admission to the applicant pool, must be directly related to job 

performance, as shown by a statistical relationship between the score required for admission to the 

pool and performance in the apprenticeship program:  

 

A. Age  

 

Minimum age qualification required by the sponsor for persons entering the 

apprenticeship program, with an eligible starting age not less than 16 years. 

 

B. Education 

 

A high school diploma, General Educational Development (GED) equivalency or 

other high school equivalency credential is required.  Applicant must provide an 

official transcript(s) for high school and any post–high school education.  

Applicant must submit the GED certificate or other high school equivalency 

credential if applicable. 
 

C. Physical 

 

Applicants will be physically capable of performing the essential functions of the 

apprenticeship program, with or without a reasonable accommodation, and without 

posing a direct threat to the health and safety of the individual or others.  

 

 

SECTION II - APPLICATION PROCEDURES (EXAMPLES) 
 

A. Applicants will be accepted throughout the year.  Every person requesting an 

application will have one made available upon signing the applicant log. 

 

B. All applications will be identical in form and requirements.  The application form will be 

numbered in sequence corresponding with the number appearing on the applicant log 

so that all applications can be accounted for.  Columns will be provided on the applicant 

log to show race, ethnicity, and sex and the progress by dates and final disposition of 

each application. 

 

C. Before completing the application, each applicant will be required to review the 

Apprenticeship Standards and will be provided information about the program.  If the 

applicant has any additional questions on the qualifications or needs additional 

information to complete the application, it will be provided by the sponsor. 

 

D. Receipt of the properly completed application form along with required supporting documents (driver’s license, birth certificate, or other acceptable proof of age; copy of 

high school diploma, GED certificate, or other acceptable documentation of education) 

will constitute receipt of a completed application. 
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E. Completed applications will be checked for minimum qualifications.  Applicants 

deficient in one or more qualifications or requirements or making false statements on 

their applications will be notified in writing of their disqualification and of the appeal 

rights available to them.  No further processing of such applications will be taken. 

 

F. Applicants meeting the minimum qualifications and submitting the required documents 

will be notified where and when to appear for an interview (if applicable). 

 

 

SECTION III - SELECTION PROCEDURES (EXAMPLES) 
 

The sponsor has adopted the following selection procedures, consistent with the requirements set 

forth in 29 CFR § 30.10(b):   

 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

(Add pages to continue) 
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SECTION IV - OFFICIAL ADOPTION OF SELECTION PROCEDURES 

 

 

The (Insert Sponsor Name) hereby officially adopt these selection procedures on this 

___________ day of (Insert Month/Year). 

 
Sponsor(s) may designate the appropriate person(s) to sign the standards on their behalf. 
 

 

 

_____________________________________________ 

Signature of Sponsor (designee)  

 

 

 

____________________________________________ 

Printed Name    

 

 


