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These National Guidelines for Apprenticeship Standards indicate how to develop apprenticeship standards that will comply with 29 CFR Parts 29 and 30 when tailored to a sponsor’s apprenticeship program.  These Standards do not create new legal requirements or change current legal requirements.  The legal requirements related to apprenticeship that apply to registered apprenticeship programs are contained in 29 U.S.C. 50 and 29 CFR Parts 29 and 30.  Every effort has been made to ensure that the information in these Apprenticeship Standards is accurate and up to date. 
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FOREWORD
The purpose of these Apprenticeship Standards is to provide policy and guidance to CVS Pharmacy Stores in developing Standards of Apprenticeship for federal registration. The U.S. Department of Labor, Office of Apprenticeship Training, Employer and Labor Services register these Standards developed by CVS as substantially conforming to the requirements of Title 29, Code of Federal Regulations Parts 29 and 30.  

Through Registered Apprenticeship, CVS management has the opportunity to systematically examine the needs of each store and then address those needs in a structured way that fulfills the needs of each individual store.  Quality and adaptability characterize apprenticeship and thus provides a positive match for the diverse population of each CVS store.

Experience has demonstrated that a practical and sound method of preparing workers for employment in skilled occupations is through a planned registered training concept which provides for employment and training under actual job conditions supervised by skilled professionals and at wages commensurate with the apprentice's skill.  

Registered Apprenticeship has only recently been applied to the health care professions, but it has a well-respected history as an effective training tool.  Registered apprenticeship has evolved as a training system for occupations requiring a wide range of skills and knowledge.  It involves planned, day-to-day learning on the job under proper supervision, combined with related technical instruction.  The Registered Apprenticeship approach to training skilled workers and learning the skills of an occupation can be found throughout recorded history in nearly all areas of the world. 

DEFINITIONS

APPRENTICE:  Any individual employed by CVS meeting the qualifications described in the Standards of Apprenticeship who has signed an Apprenticeship Agreement providing for training and related instruction under these Standards, and who is registered with the Registration Agency.

APPRENTICESHIP AGREEMENT:  The written agreement between the apprentice and the CVS/pharmacy Apprenticeship Advisory Committee (AAC) setting forth the responsibilities and obligations of all parties to the Apprenticeship Agreement with respect to the apprentices employment and training under these Standards.  Each Apprenticeship Agreement must be registered with the Registration Agency.

APPRENTICESHIP ADVISORY COMMITTEE (AAC):  The Apprenticeship Advisory Committee established by CVS under these Standards will be charged with the oversight of the program.

CERTIFICATE OF COMPLETION OF APPRENTICESHIP:  The Certificate of Completion of Apprenticeship issued by the Registration Agency to those registered apprentices certified and documented as successfully completing the apprentice training requirements outlined in these Standards of Apprenticeship.

EMPLOYER:  CVS/pharmacy, Inc. 

EMPLOYEE ACCEPTANCE AGREEMENT: The written agreement between CVS/pharmacy Apprenticeship Advisory Committee and the CVS employee wishing to participate in the apprenticeship program under which these Standards are registered. (See appendix C)

MENTOR:  An individual who has documented sufficient skill and knowledge of an occupation either through formal apprenticeship or through practical on-the-job experience, and formal training.  This individual is recognized by CVS as being fully qualified to perform the work of the occupation.

O*NET-SOC CODE:  The Occupational Information Network (O*NET) codes and titles are based on the new Standard Occupational Classification (SOC) system mandated by the Federal Office of Management and Budget for use in collecting statistical information on occupations.  The O*NET classification, which replaces the DOT, uses an 8-digit O*NET-SOC code.  Use of the SOC classification as a basis for the O*NET codes ensures that O*NET information can be readily linked to labor market information such as occupational employment and wage data at the national, State, and local levels.

ON-THE-JOB LEARNING:  Tasks learned on the job that the apprentice must be proficient before a completion certificate is granted.  The learning must be through structured, supervised work experience.

PROGRAM SPONSOR:  The CVS/pharmacy AAC in whose name these standards will be registered, and which will have the full responsibility for administration and oversight of the apprenticeship program.

REGISTERED APPRENTICESHIP INFORMATION SYSTEM (RAIS):  The Federal system, which provides for the automated collection, retention, updating, retrieval and summarization of information related to apprentices and apprenticeship programs. 

REGISTRATION AGENCY:  United States Department of Labor, Bureau of Apprenticeship Training, or State Apprenticeship Council (SAC).
RELATED INSTRUCTION:  An organized and systematic form of CVS classroom instruction presented by the CVS pharmacy staff support trainer designed to provide the apprentice with knowledge of the theoretical and technical subjects related to his/her function.
STANDARDS OF APPRENTICESHIP:  This entire document including all appendices and attachments hereto, and any future modifications or additions approved by the Registration Agency.

SUPERVISOR OF APPRENTICES:  An individual designated by the CVS/pharmacy AAC to supervise or have charge and direction of an apprentice.

SECTION I - PROGRAM ADMINISTRATION

Structure of the CVS/pharmacy Apprenticeship Advisory Committee (AAC)

In order to ensure continuous activity, progress and success with the operation and maintenance of this apprenticeship program at the local level, the AAC is established.  The AAC, to the extent authorized by the CVS/pharmacy Corporate Office, is the administrative body for overseeing the administration of these Apprenticeship Standards at the local level.

The AAC membership may consist of (but not limited to) the following:
· Regional Healthcare Manager

· Regional Human Resource Business Partner (or their designee)

· Regional Learning Center Manager (only in some markets)

· Training Store Manager

· Apprenticeship Project Coordinator

· Government Programs Manager

· Regional Sales Manager (or their designee) 

Technical Assistance, such as that from the U.S. Department of Labor, Office of Apprenticeship Training, Employer and Labor Services (OATELS), local Bureau of Apprenticeship and Training (BAT) staff, and vocational schools/colleges, may be requested to advise the AAC.


Administrative Procedures:
A. The AAC shall elect a Chairperson and a Secretary, and will determine the time and place of regular meetings that should take place at least quarterly.  

    
B.
The Chairperson and Secretary will have the power to vote on all questions affecting apprenticeship. 

C.
The Chairperson and Secretary of the AAC should rotate among members of the Committee.

Responsibilities of AAC:

A. Encourage store management to have qualified employees participate in the CVS/pharmacy apprenticeship program in accordance with these Standards.

B. Coordinate distribution of information throughout the local market and assist store management in the participation of employees in the apprenticeship program. 

C. Ensure local store management demonstrates an understanding and commitment to the apprenticeship program at all leadership levels. 

D. Ensure that each store’s on-the-job learning process schedule adequately reflects the importance of pharmacists and the administrative requirements of the CVS/pharmacy Corporate Office.

E. Ensure stores applying for participation are excellent venues for training Pharmacy Support Staff.  A part of the Committee’s evaluation shall be consideration of the degree to which the store demonstrates the value of Pharmacy Support in their day-to-day operations. 

F. Keep the Standards under study with respect to their applicability to the changing needs of the pharmacy field and to its effectiveness as a guide, making such recommended changes for improvement as studies indicate.

G. Adopt changes to these Standards, as necessary, subject to the approval of the U.S. Department of Labor, Office of Apprenticeship Training, Employer and Labor Services. 

H. Request technical assistance, as desired, from the Registration Agency and the local educational community to attend AAC meetings in an advisory capacity. 

I. Additional duties and functions of the AAC will be determined by the Committee members within the limits of the authority vested in the Committee by the CVS Pharmacy Corporate Office.
J. Maintain a record of all apprentices, showing their CVS education, experience, and progress in learning the occupation.  

K. Notify the Registration Agency of all new apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, completions and cancellations with explanation of causes and notice of requests for issuance of Certificate of Completion of Apprenticeship.
L. Responsibilities of the Committee (as listed above) may be delegated to the Apprenticeship Project Coordinator with summary reports provided to the Committee.  

SECTION II - EQUAL OPPORTUNITY PLEDGE  



The recruitment, selection, employment, and training of apprentices during their apprenticeship, will be without discrimination because of race, color, religion, national origin, disability, or sex.  The AAC will take affirmative action to provide equal opportunity in apprenticeship and will operate the apprenticeship program as required under CVS Policies and Procedures. These policies and procedures are in accordance with Title 29 of the Code of Federal Regulations, Part 30.


As per CVS corporate official language:

“CVS is an Equal Opportunity/Affirmative Action employer. Our

continued success depends on the full participation of all qualified

persons regardless of age, gender, marital status, sexual orientation,

race, color, religion, national origin, veteran status, disability or any

other characteristic protected by federal, state or local law.

It is our policy to recruit, hire, train, develop and promote the best

people available, based solely upon job-related qualifications.

This policy applies to everyone. CVS intends that all matters related

to employment — recruiting, hiring, training, compensation, benefits,

promotions, transfers and treatment on the job — be free of

discrimination and harassment, which are prohibited by law.

We are committed to a work environment free of all types of

discrimination. On a personal level, this means that you must treat

people equally. No matter what your own beliefs or background, as a

CVS employee you cannot treat someone differently because their

heritage or beliefs are not the same as yours. That’s discrimination; it

isn’t right and it’s not legal.

If you ever feel you are being discriminated against for any reason,

contact your supervisor or the Human Resources Manager for your

area. Every claim of discrimination will be considered valid and

treated seriously. All complaints of discrimination will be promptly

and thoroughly investigated by the Human Resources Manager and/or

the respective department manager.”
SECTION III - QUALIFICATIONS FOR APPRENTICESHIP   



In addition to completing the CVS application and interview process, applicants will meet the following minimum qualifications: 

A. Age 


The AAC will establish qualifications regarding minimum age limits. (Applicant must provide evidence of minimum age respecting any applicable state laws or regulations.)  Apprentices must not be less than 16 years of age.

         

B.
Education


A high school diploma or GED equivalency is required.  Applicant must provide all GED records and an official transcript(s) for high school and post high school education and training. 

Applicants must submit a DD-214 to verify military training and/or experience if they are a veteran and wish to receive consideration for such training/experience.


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. 


D.
Miscellaneous


· Previous experience preferred

· Typing 25 –30 words per minute/data entry
· Ability to read

· Good people skills (sales/customer service)

· Dependable



SECTION IV. - SELECTION OF APPRENTICES 



Selection into the apprenticeship program will be in accordance with the selection procedures and affirmative action policies made a part of these Standards (Appendices C and D). Selection procedures are to include the professional judgment of the store manager and pharmacist. 

SECTION V - APPRENTICESHIP AGREEMENT  



After an applicant for apprenticeship has been selected, but before employment as an apprentice or enrollment in related instruction, the apprentice shall be covered by a written Apprenticeship Agreement (Appendix B) signed by the AAC and/or the Apprenticeship Project Coordinator and the apprentice and submitted for approval to the Registration Agency.  Such agreement shall contain a statement making the terms and conditions of these Standards a part of the agreement as though expressly written therein.  A copy of each Apprenticeship Agreement will be furnished to the apprentice, the Registration Agency, and CVS.


An additional copy of this Apprenticeship Agreement will be provided to the Veteran’s State Approving Agency for those veteran apprentices desiring access to any benefits to which they are entitled. 



Prior to signing the Apprenticeship Agreement, each selected applicant shall be given an opportunity to read and review these Standards and the Apprenticeship Agreement.



The Registration Agency will be advised promptly of the execution of each Apprenticeship Agreement and will be given all the information required for registering the apprentice.



SECTION VI - RATIO OF APPRENTICES TO MENTORS  



Consistent with proper supervision, training, safety, and continuity of employment throughout the apprenticeship, the ratio of apprentices to a mentor is established by the AAC.  This ratio will provide the number of Pharmacy Support Staff necessary for the needs of CVS. 

SECTION VII - TERM OF APPRENTICESHIP  



The term of the apprenticeship shall be competency-based with an on-the-job learning attainment supplemented by the required hours of related instruction as stated on the Sample Work Processes and Related CVS Instruction Outlines (Appendix A).  





SECTION VIII – Probationary Period (Coaching and Counseling)   

The purpose of employee coaching and counseling is to encourage good performance and positive employee relations’ practices.  This helps CVS in meeting its goals for productivity, profitability and customer service.  Performance standards and expectations need to be clarified; good performance needs to be reinforced for it to continue; and, poor performance or misconduct needs to be addressed so that it can be corrected.  Documentation that is timely and accurate supports management decisions regarding performance and presents a clear picture of employee performance history in the event of subsequent unemployment claims, compliance investigations, discrimination charges, and other similar situations.
During the initial three-month period of the apprenticeship, either the apprentice or the AAC may terminate the Apprenticeship Agreement, without stated cause, by notifying the other party in writing.  The records for each apprentice shall be reviewed prior to the end of the initial three-month period.  Records may consist of periodic reports regarding progression made in both the On-the-Job Learning and CVS related instruction, and any disciplinary action taken during this initial period.  In such cases, the Apprenticeship Project Coordinator, under the authority of the AAC, will provide written notice to the apprentice and to the Registration Agency of the final action taken.



SECTION IX - HOURS OF WORK



Apprentices will be scheduled to work based on business and learning needs with access during those hours to a mentor.  No apprentice shall be allowed to work overtime if it interferes with participation in CVS related instruction.

Apprentices who do not complete the required hours of On-the-Job Learning during a given segment will have the term of that segment extended until the required numbers of hours of training are accrued unless they can demonstrate competency in the required skills.



SECTION X - APPRENTICE WAGE PROGRESSION  



Apprentices shall be paid in accordance with the CVS wage guidelines. Before an apprentice is advanced to the next segment of training, the Apprenticeship Project Coordinator, under the direction of the AAC, will evaluate all progress to determine whether advancement has been earned by satisfactory performance in their On-the-Job Learning and in related CVS instruction courses.  In determining whether satisfactory progress has been made, the Apprenticeship Project Coordinator shall be guided by the work experience and Pharmacy Training Management Reports on Apollo.



SECTION XI - CREDIT FOR PREVIOUS EXPERIENCE   



The AAC may grant credit towards the term of apprenticeship to new apprentices who demonstrate previous acquisition of skills or knowledge equivalent to that which would be received under these Standards.



Apprentice applicants seeking credit for previous experience gained outside the supervision of the AAC must submit the request at the time of application and furnish such records, affidavits, and other documents to substantiate the claim.  



The granting of advanced standing will be uniformly applied to all apprentices. In regards to wages, typically, store management will hire an experienced person at a higher wage, based on the skill level and the CVS wage guidelines.



SECTION XII – WORK EXPERIENCE  



During the apprenticeship, the apprentice will receive such On-the-Job Learning and CVS related instruction in all phases of the occupation necessary to develop the skills and competence detailed in the apprentice Work Processes Outline.  The On-the-Job Learning will be under the direction and guidance of the store pharmacist supervisor/mentor of the apprentice(s). 


SECTION XIII - RELATED INSTRUCTION  



During each segment of training, each apprentice is required to participate in CVS course work related to the job as outlined in Appendix A.  When applicable, the AAC will inform each apprentice of the availability of college credits.  

                        The AAC will monitor the apprentice’s progress in CVS related instruction classes. Any apprentice who is absent from the CVS related instruction classes, unless officially excused, will satisfactorily complete all course work missed before being advanced to the next period of training.  In cases of failure of an apprentice to fulfill the obligations regarding CVS related instruction without due cause, the AAC will recommend the appropriate performance counseling and may terminate the Apprenticeship Agreement after due notice to the apprentice and opportunity for corrective action.



SECTION XIV - SAFETY AND HEALTH TRAINING  



All apprentices will receive instruction in safe and healthful work practices both on-the-job and in CVS related instruction classes that are in compliance with the Occupational Safety and Health Standards, or local state standards, whichever are higher. Apprentices will be taught that accident prevention is very largely a matter of education, vigilance, and cooperation and that they should strive at all times to conduct themselves in their work to ensure their own safety and that of their fellow workers.



SECTION XV - SUPERVISION OF APPRENTICES 


CVS will be responsible for the training of the apprentice on the job.  Apprentices will be under the general supervision of the mentor at their work site. The supervisor of the apprentice(s) designated by the AAC will, with the advice and assistance of the AAC, be responsible for monitoring the apprentice’s work assignments and ensuring the apprentice is working under the supervision of a skilled mentor, evaluation of work performance, and completion and submittal of progress reports to the AAC. 



No apprentice will be allowed to work without mentor supervision.



SECTION XVI - RECORDS AND EXAMINATIONS 



Each apprentice may be responsible for maintaining a record of his/her work experience/training on-the-job and in CVS related instruction and for having this record verified by his/her supervisor at the end of each week.  


Before each period of advancement, or at any other time when conditions warrant, the AAC (or designee) will evaluate the apprentice’s record to determine whether he/she has made satisfactory progress.  If an apprentice’s CVS related instruction or on-the-job progress is found to be unsatisfactory, the AAC may determine whether the apprentice will continue in training or require the apprentice to repeat a process or series of processes before advancing to the next classification.  In such cases, the AAC will request the store manager initiate a performance improvement plan with the apprentice. 


Should it be found that the apprentice does not have the ability or desire to continue the training to become a Pharmacy Technician, the AAC will, after the apprentice has been given adequate assistance and opportunity for corrective action, terminate the Apprenticeship Agreement. 



SECTION XVII - MAINTENANCE OF RECORDS 



The AAC will maintain for a period of five  (5) years from the date of last action, all records relating to apprentice applications (whether selected or not), the employment and training of apprentices, and any other information relevant to the operation of the program.  This includes, but is not limited to, records on the recruitment, application and selection of apprentices, and records on the apprentice’s job assignments, promotions, demotions, layoffs, terminations, rate of pay, or other forms of compensation, hours of work and training, evaluations, and other relevant data. 



SECTION XVIII - CERTIFICATE OF COMPLETION OF APPRENTICESHIP 


Upon satisfactory completion of the requirements of the apprenticeship program as established in these Standards, the AAC, or their designee, shall so certify in writing to the Registration Agency and request that a Certificate of Completion of Apprenticeship be awarded to the completing apprentice(s).  Such requests shall be accompanied by the requested documentation for both the On-the-Job and the CVS related instruction.



SECTION XIX - NOTICE TO REGISTRATION AGENCY 


The Registration Agency will be notified promptly of all new apprentices to be registered, credit granted, suspensions for any reason, reinstatements, extensions, modifications, completions, cancellations, and terminations of Apprenticeship Agreements and causes.



SECTION XX - CANCELLATION AND DEREGISTRATION 


These Standards will, upon adoption by the AAC, be submitted to the Registration Agency for approval.  Such approval will be acquired before implementation of the program.



CVS reserves the right to discontinue at any time the apprenticeship program set forth herein.  The Registration Agency will be notified promptly in writing of any decision to cancel the program.



Deregistration of these Standards may be initiated by the Registration Agency for failure of the AAC to abide by the provisions herein.  Such deregistration will be in accordance with the Registration Agency’s regulations and procedures.



Within fifteen (15) days of cancellation of the apprenticeship program (whether voluntary or involuntary), the AAC will notify each apprentice of the cancellation. 



SECTION XXI - AMENDMENTS OR MODIFICATIONS 

These Standards may be amended or modified at any time by the sponsor provided that no amendment or modification adopted shall alter any Apprenticeship Agreement in force at the time without the consent of all parties.  Such amendment or modification will be submitted to the Registration Agency for approval and registration prior to being placed in effect.  A copy of each amendment or modification adopted will be furnished to each apprentice to whom the amendment or modification applies.



SECTION XXII - ADJUSTING DIFFERENCES/COMPLAINT PROCEDURE (OPEN COMMUNICATION POLICY) 
The AAC will have full authority to supervise the enforcement of these Standards.  Its decision will be final and binding on the employer and the apprentice, unless otherwise noted below.



If an applicant or an apprentice believes an issue exists that adversely affects his/her participation in the apprenticeship program or violates the provisions of the Apprenticeship Agreement or Standards, relief may be sought through applicable CVS grievance procedures, in accordance with the following federal statutes: 



Title 29 CFR 29.5 (b)(21)

The Sponsor will hear and resolve all complaints of violations concerning the Apprenticeship Agreement and the registered Apprenticeship Standards, for which written notification is received within fifteen (15) days of violations.  The Sponsor will make such rulings as it deems necessary in each individual case and within thirty (30) days of receiving the written notification.  Either party to the Apprenticeship Agreement may consult with the Registration Agency for an interpretation of any provision of these Standards over which differences occur. The name and address of the appropriate authority to receive, process and make disposition of complaints is:  (Sponsor should insert applicable information here).  



Title 29 CFR 30.11

Any apprentice or applicant for apprenticeship who believes that he/she has been discriminated against on the basis of race, color, religion, national origin, or sex, with regard to apprenticeship or that the equal opportunity standards with respect to his/her selection have not been followed in the operation of an apprenticeship program, may personally or through an authorized representative, file a complaint with the Registration Agency or, at the apprentice or applicant’s election, with the private review body established by the program sponsor (if applicable).  

The complaint will be in writing and will be signed by the complainant.   It must include the name, address, and telephone number of the person allegedly discriminated against, the program sponsor involved, and a brief description of the circumstances of the failure to apply equal opportunity standards.

The complaint must be filed not later than one hundred eighty (180) days from the date of the alleged discrimination or specified failure to follow the equal opportunity standards, and in the case of complaints filed directly with the review body designated by the program sponsor to review such complaints, any referral of such complaint by the complainant to the Registration Agency must occur within the time limitation stated above or thirty (30) days from the final decision of such review body, whichever is later.  The time may be extended by the Registration Agency for good cause shown.

Complaints of harassment in the apprenticeship program may be filed and processed under Title 29, CFR Part 30, and the procedures as set forth above.

The Sponsor will provide written notice of its complaint procedure to all applicants for apprenticeship and all apprentices.



SECTION XXIII - TRANSFER OF TRAINING OBLIGATION  



The CVS store management may transfer an apprentice with his/her consent, from one store to another, to provide continuous employment and to assure the apprentice more complete On-the-Job learning experience in all aspects of the occupation.



SECTION XXIV - RESPONSIBILITIES OF THE APPRENTICE 


Apprentices, having read these Standards formulated by the AAC and signed an Agreement with the AAC, agree to all the terms and conditions contained therein and agree to abide by the AAC’s rules and policies, including any amendments, serve such time, perform such manual training, and study such subjects as the AAC may deem necessary to become a skilled Pharmacy Support Staff member.



In signing the Apprenticeship Agreement, apprentices assume the following responsibilities and obligations under the apprenticeship program:      
A. Perform diligently and faithfully the work of the occupation and other pertinent duties assigned by the AAC and the mentor in accordance with the provisions of these Standards. 

B. Respect the property of CVS/pharmacy and abide by the working rules, regulations, and values of the CVS and the AAC.

C.

Attend and satisfactorily complete the required hours in the On-the-Job Learning and CVS related instruction classes in subjects related to the occupation as provided under the applicable Pharmacy Training Management Reports on Apollo.


D.
Ensure such records of work experience and training received on-the-job and in related instruction are updated and completed in the prescribed time.  


E.

Develop and practice safe working habits and work in such a manner as to assure his/her personal safety and that of other workers.





 SECTION XXV – TECHNICAL ASSISTANCE 
Technical Assistance such as that from the U.S. Department of Labor, Office of Apprenticeship Training, Employer and Labor Services, and/or local Bureau of Apprenticeship and Training staff, and vocational schools, may be requested to advise the AAC. 
The AAC is encouraged to invite representatives from industry, education, business, private and/or public agencies to provide consultation and advice for the successful operation of their training program.



SECTION XXVI - OFFICIAL ADOPTION OF APPRENTICESHIP STANDARDS:
CVS/pharmacy hereby adopts these Standards of Apprenticeship on this   Day of 2005.



Representing CVS/pharmacy Apprenticeship Advisory Committee:



Signature

Signature
i
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