Appendix D
QUALIFICATIONS AND SELECTION

PROCEDURES

ADOPTED BY

Local Sponsor/Apprenticeship Committee
DEVELOPED IN COOPERATION WITH THE 

UNITED STATES DEPARTMENT OF LABOR

BUREAU OF APPRENTICESHIP AND TRAINING

APPROVED BY: _______________________________________

REGISTRATION AGENCY

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 Part 60-3) or Title 29, CFR Part 30.
SECTION I. - MINIMUM QUALIFICATIONS (EXAMPLES)

Applicants shall meet the following minimum qualifications: 

A.
Age 




CVS/pharmacy 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 an official transcript(s) for high school and post high school education and training.  All GED records must be submitted if applicable.
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   

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 II. - APPLICATION PROCEDURES 
A.
Applicants will be accepted (throughout the year or as specified).  All persons will be required to apply at a CVS store or through the CVS website.  The existing CVS application process will be utilized.

B.
Before completing the CVS screening and assessment, 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 process, the Apprenticeship Advisory Committee (AAC) sponsor will provide it.

C.
Submission of the properly completed application, along with required supporting documents (proof of age, driver’s license, birth certificate, social security card, or other acceptable documentation; copy of high school diploma, GED Certificate or other acceptable documentation) will constitute the completed application process.

D.
Completed applications will be checked for minimum qualifications.  Applicants deficient in one or more qualifications or requirements or making false statements on their application will not be considered further.  No further processing of the application will be taken.

E.
Applicants meeting the minimum qualifications and submitting the required documents will be notified where and when to appear for the interview (if applicable).

SECTION III. - SELECTION PROCEDURES 
A.
The Hiring Manager will schedule an interview if a position opening exists.  All applicants who have met the minimum job qualifications and have submitted the required documents will be notified of a date, time, and place to appear for an interview.  

B.
The interviewer(s) will rate each applicant during the interview on each of the factors on the applicant rating form taking into account the information on the application, and required documents, if applicable.  The interviewer will record the questions asked and the general nature of the applicant’s answers.  The interviewer will then prepare a written summary of his/her judgment of the applicant derived from the interview.

C.
After completing the interview and evaluation of the applicant, the individual rating is determined by the interviewer.

D.     
Selected applicants must respond to the notice of selection within 48 hours.    

E.     
Qualified applicants will remain eligible for 90 days.  Beyond 90 days, the applicant must reapply using the CVS screening system. Applications will remain on file for 2 years and stored for a total of 5 years.

F.        
Applicants who did not meet the minimum qualifications must wait 90 days before reapplying. 

G.
Youth who complete a Job Corps training program in any occupation covered in these apprenticeship Standards, who meet the minimum qualifications of the apprenticeship program, may be admitted directly into the program, or if no apprentice opening is available, the Job Corps graduate may be placed at the top of the current applicant ranking list and given first opportunity for placement.  The AAC sponsor shall evaluate the Job Corps training received for granting appropriate credit on the term of apprenticeship.  Entry of Job Corps 


graduates shall be done without regard to race, color, religion, national origin, or gender.  (Note:  This is a method of direct entry into the apprenticeship program.)

H.
Transfer of Apprenticeship - Direct Entry.  In order to transfer an Apprenticeship Agreement between CVS stores’ registered apprenticeship programs, the following requirements must be met.

1. The apprentice must submit a written request for transfer, describing in detail the needs and reasons upon which the request is based.

2. The apprentice’s sponsoring AAC or its designee must agree to the transfer.

3. The receiving AAC sponsor must agree to accept the transfer.

4. The stores must agree to the transfer.

5. The receiving AAC sponsor will have complete access to all apprenticeship records pertaining to the transferring apprentice.

6. Upon being accepted by the receiving AAC, the apprentice’s existing Apprenticeship Agreement shall be terminated.

7. Indenture proceedings will be initiated with the receiving AAC and the appropriate Registration Agency.  The Registration Agency will be provided with all documentation necessary and/or required to verify that the transfer is justifiable.

8. Apprentices accepted for transfer will be given full credit for on-the-job learning experience and related instruction successfully completed while indentured in the CVS apprenticeship program.

9. The transferring apprentice must: 

a. Complete an application form, accurately responding to all questions.

b. Provide the receiving AAC official documentation pertaining to his/her participation in the apprenticeship program that he/she is transferring from. 
      10.
An official copy of all records established with the sponsoring AAC (including a copy of the application form and the Apprenticeship Agreement properly registered with the Registration Agency) and other information submitted will be provided to the receiving AAC.  The receiving AAC will examine all documentation submitted before granting permission to transfer.  All such records will become part of the receiving AAC’s permanent files.


I.
Veterans who completed military technical training school and participated in a Registered Apprenticeship program while in the military may be given direct entry into the apprenticeship program.  The AAC will evaluate the military training received for granting appropriate credit on the term of apprenticeship and the appropriate wage rate.  The AAC will determine what training requirements they need to meet to ensure they receive all necessary training for completion of the apprenticeship program.  Entry of veterans will be done without regard to race, color, religion, national origin, or sex.
SECTION  IV - COMPLAINT PROCEDURE

A.
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 local AAC (if applicable).

B.
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 AAC involved, and a brief description of the circumstances of the failure to apply equal opportunity standards.

C.     The complaint must be filed not later than 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 bodies designated by the AAC 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 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.  

D.
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.

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

SECTION V. - MAINTENANCE OF RECORDS
The AAC will keep adequate records including a summary of the qualifications of each applicant, the basis for evaluation and for selection or rejection of each applicant, the records pertaining to interviews of applicants, the original application for each applicant, information relative to the operation of the apprenticeship program, including, but not limited to, job assignment, promotion, demotion, layoff, or termination, rates of pay or other forms of compensation or conditions of work, hours including hours of work and, separately, hours of training provided, and any other records pertinent to a determination of compliance with these regulations, at 29 CFR, Part 30,as may be required by the U.S. Department of Labor.  The records pertaining to individual applicants, selected or rejected, will be maintained in such manner as to permit the identification of minority and women (minority and non-minority) participants.

Each AAC sponsor must retain a statement of its affirmative action plan for the prompt achievement of full and equal opportunity in apprenticeship, including all data and analysis made pursuant to the requirements of 29 CFR 30.4.  The AAC sponsor also must maintain evidence that its qualification standards have been validated in accordance with the requirements set forth in 29 CFR 30.5(b). 

In addition to the above requirements, adequate records will include a brief summary of each interview and the conclusions on each of the specific factors, e.g., motivation, ambition, and willingness to accept direction, which are part of the total judgment.  Records will be maintained for 5 years from the date of the last action and made available upon request to the U.S. Department of Labor or other authorized representative.

SECTION VI. - OFFICIAL ADOPTION OF SELECTION PROCEDURES

The (Insert Name of Sponsor) hereby officially adopts these Selection Procedures on this _________ day of _____________________, (INSERT YEAR).

____________________________________________
SIGNATURE OF (SPONSOR TO PROVIDE TITLE)
____________________________________________  

PRINTED NAME
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