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Foreword 
 
Apprenticeship is a relationship between an employer and an employee during which the 
employee, as an apprentice, learn a trade.  The sponsor of an apprenticeship program plans, 
administers and pays for the program. 

 
Registered apprenticeship programs are those that meet federally approved standards relating to 
job duties, related instruction, wages, and safety and health conditions.  Apprentices who 
successfully complete registered programs receive certificate of completion. 
 
Apprenticeship programs are registered with the federal government or a federally approved state 
apprenticeship agency.  Apprenticeship programs in Hawaii, except for those sponsored by the 
federal government, are registered by the State Department of Labor and Industrial Relations 
(DLIR). 
 
The requirements for the registration of an apprenticeship program are set forth in Chapter 372 
of the Hawaii Revised Statutes; Title 12, Subtitle 5, Chapter 30, Administrative Rules for 
Apprenticeship Programs; and Title 12 Subtitle 5, Chapter 31, Administrative Rules for  A State 
Plan for Equal Employment Opportunity in Apprenticeship Programs.  In addition, the 
occupation must be included in the List of Officially Recognized Apprenticeship Occupations 
issued by the U.S. Bureau of Apprenticeship and Training. 
 
Sponsor wishing to register an apprenticeship program with DLIR must submit an 
Apprenticeship Program Plan that has been prepared in accordance with these instructions.  The 
plan will be reviewed by the staff of DLIR’s Workforce Development Division and the State 
Apprenticeship Council for compliance with the statute and administrative rules for 
apprenticeship.  An apprenticeship program will be eligible for registration by DLIR if it is in 
compliance with these requirements. 
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Article I. INDENTURED PRE-APPRENTICE 
 

A. The Apprenticeship Committee will interview and screen Indentured Pre-
Apprentice after he or she meet these requirements.  A High School Diploma or 
GED equivalent must be furnished, Birth Certificate or other reliable information 
on date of birth. 
 

B. An Indentured Pre-Apprentice who is attending classroom instruction will be 
instructed of his/her status that he/she will receive only classroom related 
instruction. 

 
C. When an Indentured Pre-Apprentice is referred out to a signatory Employer his or 

her classification status will change to Probationary status as a 2,000 hour 
Probationary Insulation Apprentice. Before he or she is referred out, each 
Indentured Apprentice must meet these criteria of requirements: 1 Grades , 2 
 Attitude , 3  Attendance , 4  Punctuality , and  5  Comments and observation 
by the Instructor. 

 
D. After meeting all of the above requirements an Apprentice will come before the 

board for final screening in completion of his or her probation and acceptances into 
our Apprentice Program upon notification of the Board. Failure to appear before 
the board will declare an Apprentice forfeiture. 

 
E.   The final decision of acceptance into the Apprenticeship Program will be judged 

on these criteria: 1) Grades  2) Attitude  3) Attendances 4) Punctuality 5) 
Observation report by Instructor 6) Comments on daily Work Progress Reports 
 7) Comments on Employers Evaluation Sheet 

 
 

Article II. ATTENDANCE AT RELATED TRAINING CLASSES 
 

A. The JATC is required to register the Apprentice for Related Training Classes as set 
forth in the Standards (Article XV Paragraph A) or as otherwise directed by the 
Joint Apprenticeship Training Committee. 

 
B. Registration and pre-registration for Related Training Classes is the responsibility 

of the Coordinator. 
 

C. Upon completion of Apprenticeship, the apprentice agrees to reimburse all school 
tuitions to the Training Fund. 

 
D. While attending Related Training Classes, the Apprentice shall follow the 

directions of the classroom instructor and shall abide with the rules and regulations 
as set forth by the Community College or other training facility. 
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E.   An Apprentice is required to attend classroom sessions each week according to 
the school calendar (whether apprentice is employed or unemployed).  Apprentices 
are expected to be in class and ready to proceed at the scheduled starting time.  
Unexcused, tardiness (up to 15 minutes late) will constitute half an hour deduction 
of classroom time. An unexcused tardiness of thirty minutes or later beyond starting 
time the apprentice  will not be allowed to attend that session of classroom 
instruction. Extended “breaks” or early departure from class sessions will not be 
tolerated.  Coming to class under the influence of intoxicants or hallucinogenic or 
other non-prescription drugs or use of such substances during classroom hours will 
not be tolerated.  An Apprentice must fulfill classroom related instructions by 
achieving a passing grade of 70%  on a quarterly basis. Any failures will constitute 
a forfeiture of school hours. If apprentice fails to meet the passing requirements as 
stated, apprentice must attend another quarter and achieve a passing grade of 70%. 
All failures shall constitute an appearance before the committee.  

 
F.    Honolulu Community College requirement for an Insulation Apprentice is  based 

on a 640 hour program. Standards (Art. XV par. A ) requires 624 hours of related 
instructions; this will allow up to 16 excused absences to achieve completion on a 
timely basis.   

 
G. Related instructions for the Insulation Apprentice shall be attached as (APPENDIX 

A) of the Standards  
 

H.    Apprentice failing to show the proper respect to their instructor or Coordinator or 
refusing to carry out instructions issued by the Instructor or Coordinator in the 
classroom and campus grounds shall immediately be dismissed from the classroom 
and barred from attending further classes until case is resolved by the Joint 
Apprenticeship Training Committee. 

 
I. Any Instructor having these violations occur in the classroom and failing to report the 

apprentice may be subject to dismissal as an instructor. 
 
 
Article III. LEGITIMATE EXCUSES FOR NON ATTENDANCE IN CLASSROOM 

 
With respect to absence, the Coordinator is authorized to grant an excused absence 
ONLY for the following reasons: 

 
A. When an apprentice becomes ill or injured as evidenced by a medical doctor’s 

certificate. This certificate must be submitted to the Coordinator or Apprenticeship 
Office no later than the next scheduled class following such absence, unless such 
submission cannot be made by reason of Hospitalization or extended illness as 
confirmed by the Apprentice’s Attending Physician. 

1. Apprentices who are under doctor’s care as evidenced by a medical 
certificate and are unable to attend classes will be allowed to 
perform correspondence. 
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B. Death, serious illness, child birth or injury involving any of the following members 

of an Apprentice’s immediate family: Spouse, child, brother, sister, parents, 
mother-in-law, father-in-law, grandparents, other immediate lineage.  

1. All other excuses will be subject to approval by the Joint 
Apprenticeship Committee. 

                                  
C. Detention by State, County, or Federal Law enforcement agencies. 

 
D. Military reserve duty as evidence by a written excuse from the Apprentice’s 

Commanding Officer or Non-Commissioned Officers In Charge (NCOIC). 
 

E.   Overtime work “shall not be allowed to interfere with or to otherwise impair the 
training of an Apprentice”.  In line with this, having to work overtime will NOT be 
accepted by the Joint Apprenticeship Training Committee as an excuse for non-
attendance at any class session or at any other apprenticeship meeting.  If a conflict 
in schedules should arise, the Apprentice should inform his foreman of this rule so 
as to avoid any subsequent problems. 

 
 

Article IV. VIOLATIONS OF RULES 
 

A. Apprentice appearing before the Board for valid recorded violation will be resolved 
in the following procedure: 

 
1. First appearance will result in a thorough review of apprentices’ record.  

If found guilty instructions of what will happen depending on the 
severity of the charge will be given. ( A guilty charge will result as 
apprentice’s first strike.) 

 
2. Second appearance, if found guilty, will result in suspension of one 

week to 30 days of employment.  Not more than 30 days (thirty days) 
of suspension can be imposed by the committee. (  guilty charge will 
result as apprentice’s second strike. ) 

 
3. Third appearance, ( if found guilty by the committee ) will establish 

apprentices third strike.  A third strike will result in automatic 
termination from employment and recommendation for cancellation of 
apprentice’s agreement. 

 
B. Violation of the following rules, regulations and procedures will subject the 

Apprentice to Disciplinary action which may, depending on the offense and the 
Apprentice’s record, range from and include reprimand, ineligibility for dispatch, 
immediate suspension from employment, and recommended cancellation of the 
violator’s apprenticeship agreement. 
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1. An Apprentice MUST NEVER quit or walk off the job.  If a job 
problem develops, the Apprentice shall contact the Coordinator, 
explain the situation and await the Coordinator’s advice and direction 
as to the proper steps to follow. 

 
2. The apprentice is required to follow the safety and working rules and 

regulations of the Collective Bargaining Agreement.  Failure to do so 
will be cause for disciplinary action, including discharge from 
employment, in accordance with the collective bargaining agreement 
(Article XXI, sect. 1, sect.3, Article XXIII sect. 6 ) (Apprenticeship 
Standards Article XIV par. B Title 29 CFR 29 ,7(k)).  Whether such 
disciplinary action is taken or not by the Employer, the Apprentice shall 
also be subject to disciplinary action by the Joint Apprenticeship 
Training Committee. 

 
 
Article V. SCHOOL SUPPLIES AND WORKING TOOLS 

 
A. An Apprentice must reimburse the Training Fund for all required text books issued 

to him/her. 
 

B. Before being employed an Insulation Apprentice must purchase the required tools 
of the trade and must have the tools with them on the job at all times.  Required 
tools:  1)  12’ Ruler minimum  2) Boning knife  3) 7” nippers  4) Shears or 
scissors 5) Staple gun  6) Tin snips  7) Keyhole or Compass saw  8) Cross cut 
saw 9) 3” Paint brush 10) Hard Hat  11) Safety Glasses 12) Steel Toe Shoes 

 
 
Article VI. OUTSIDE ISLAND RELATED INSTRUCTION ASSIGNMENTS 
 

A. An Apprentice must complete correspondence lessons. And submit them every 
week by the following Monday to the union office, or forfeit classroom hours. 

 
B. An apprentice must not leave Oahu without first obtaining assigned lessons 

coordinated by the instructor, and acquiring the instructor’s phone number.  Failing 
to do so will result in apprentice returning to Oahu for classroom instructions. 

 
C. Correspondence lessons must be approved, graded, and signed by the Instructor to 

receive credit. 
 

D. The instructor shall notify the employer of any apprentice who is in jeopardy of 
failing while performing correspondence, and will recommend the return of the 
apprentice to avoid the impending deficiency.  

 
E. 1st and 2nd year Apprentice working on Outer Island will be allowed to stay for a 

period of not more four months in a school year.  3rd and 4th year Apprentice 
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working on Outer Island will be allowed to stay for a period of not more than two  
months in that school year. 

 
 
Article VII. WORK REQUIREMENTS AND EVALUATION 
 

A. Work Progress Reports must be submitted to the employer, who will thoroughly 
review and complete progress reports, by the 10th day of each month, or work and 
classroom hours will be forfeited. 

 
B. Unemployed apprentices must submit all work progress reports to the Union Office 

or JATC Coordinator within in 20 calendar days. 
 

C. The Apprentice will permit the Supervisor or his or her Journeyperson to register 
on the Work Progress Report comments of work habits, attitudes or any problems 
that an Apprentice has that needs the attention of the committee for adjustments or 
solutions. It will then be the responsibility of the employer to submit reports to the 
Union Office or the JATC Coordinator by the 20th day of each month.  

 
D. The Work Progress Report will  determine whether an Apprentice needs to be 

introduced to new work application that he or she has not experienced in the trade. 
 

E.   Recording of the monthly Work Progress Report must be accurate on hours 
worked and school attendance to facilitate proper record keeping.  No correction 
on these reports will be made by the Secretary.  Inaccurate reports will be reported 
to the committee and recorded into his or her records.  If continued inaccurate 
reports are submitted by an Apprentice, he or she will be subject to appear before 
the Board. 

 
F.   All Apprentices will be subject to a periodical review and evaluation of his or her 

progress in job performance and related instructions. 
 

G. If an Apprentice feels that the Employer is not providing the required on-the-job 
learning as set forth in the standards, said Apprentice shall contact his or her 
Coordinator for  advice and directions. 

 
H. The reduction of work force involving Apprentice shall be from apprentices’ 

percent classification.  Reductions will start from lowest to highest. 
 

I.    Apprentice taking a field test on another Employer’s project will be paid eight hours 
by his present employer. Any apprentices who are unemployed will not be eligible 
for payment. 

 
J.   Fourth year Apprentices who have recorded 9,500 field hours are eligible for an 

eight hour field test prior to accumulation 10,000 hours.  Notification is given to 
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the Apprentice’s Employer by the Coordinator.  Arrangements are scheduled with 
the Employer and Coordinator for a field test. 

 
K. Any 3rd and 4th year apprentice who competes in the Western State Apprenticeship 

Competition will be exempted from taking the field test, and paying the 
reimbursement for tuition. Competitors will be selected by the best performance in 
the local competition. 

 
L. The J.A.T.C. will review field test taken by Apprentice and approve or disapprove 

of Field Test.  If a field test is rejected by the committee, this Apprentice will not 
be tested again for a period of six months. 

 
 

Article VIII. WAGES OF APPRENTICE 
 

A. An Apprentice shall be employed on a stipulated hourly wage basis, as provided in 
the Standards (Article XI).  A wage schedule for Apprentice shall be included in 
the local program and is computed on a percentage bracket of the Journey workers 
rate of pay. 

 
 
Article IX. BREAK IN FIELD AND CLASSROOM ATTENDANCE 
 

Medical Leave of Absence: If a medical condition requires that an apprentice take a 
Medical Leave of Absence and said Apprentice wishes to protect his or her status with 
the Apprenticeship Program, said Apprentice must apply for a Medical Leave of Absence 
as follows: 
 

A. A request or Medical Leave of Absence shall be made in writing to and must be 
approved by the Joint Apprenticeship Training Committee.  Said request must be 
accompanied by a signed statement from the Apprentice’s attending physician 
certifying that, in his or her opinion; a leave of absence for medical reasons is 
justified or is otherwise needed and recommended.  To protect one’s privacy and 
to preserve confidentiality, said statement need not specify the nature or details of 
said disability. 
 

B. The maximum time that can be granted for a Medical Leave of Absence is six (6) 
months provided.  However that said leave can be extended by the Joint 
Apprenticeship Training Committee for one (1) and only one additional period of 
six (6) months.  For such an extension to be considered the Joint Apprenticeship 
Training Committee must receive a written request at least twenty (20) calendar 
days prior to the expiration of the initial six (6) months period.  Said written request 
must be accompanied by a signed statement from the Apprentice’s attending 
physician certifying that, in his/her opinion, an extension of said Leave of Absence 
is justified or is otherwise needed and recommended.  As with the original 
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statement the nature and details of the Apprentice’s condition and/or disability need 
not be specified. 

 
C. To be returned to active status the Apprentice must provide the Joint 

Apprenticeship Training Committee with a signed Medical Release Form from his 
or her attending physician.  Upon being returned to active status, an Apprentice 
whose Medical Leave of Absence (or extension thereof) had been approved by the 
Joint Apprenticeship Training Committee shall resume his or her training at the 
period of apprenticeship that he or she was in at the time the Medial Leave was 
granted. 

 
 
Article X. WORKERS’ COMPENSATION LEAVE OF ABSENCE 

 
A. The provision and procedures applicable to Medical Leave of Absence shall also 

apply to a Leave that is made necessary by reason of illness or injury which is 
covered under the State of Hawaii Worker Compensation Law, EXCEPT that the 
period of such Workers’ Compensation Leave may upon receipt of written request 
from the Apprentice and with appropriate certification from the Apprentice’s 
attending physician and approval by the Joint Apprenticeship Training Committee 
be extended for additional periods of six (6) months each. 

 
 
Article XI. MATERNITY LEAVE OF ABSENCE 
 

A. As soon as the attending physician confirms the pregnancy, the Apprentice shall 
give written notification to her Employer of that fact which notification shall 
include a signed statement from her attending physician which shall note his or her 
approval or disapproval of her continued employment and/or give a reasonable 
estimate as to be latest date that said physician would allow the Apprentice to work.  
The Apprentice shall also give a copy of said notification and physician’s statement 
to her Apprenticeship Office. 

 
B. If the Apprentice is not working at that time, the aforementioned notification and 

signed physician’s statement shall be given to the Apprenticeship Office. 
 

C. A pregnant Apprentice shall not be dispatched unless and until she provides the 
Apprenticeship Office with a Consent to Work Form signed by her attending 
physician. 

 
D. If the Apprentice’s physician recommends or requires that the Apprentice take a 

Maternity Leave of Absence (or if the Apprentice wishes to take such Leave on her 
volition) she must if she wishes to protect her status with the Apprenticeship 
Training Committee.  So that the effective date of said Leave may be properly 
recorded and confirmed, the said request shall be subject to approval by the Joint 
Apprenticeship Training Committee. 
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E.   The maximum time that can be granted for a Maternity Leave of Absence is one 

(1) year, provided however that said Leave can be extended by the Joint 
Apprenticeship Committee at least twenty (20) calendar days prior to the expiration 
of the initial one (1) year period of the Leave.  Said the Apprentice’s attending 
physician certifying that in justified or is otherwise needed and recommended. 

 
F.   To be returned to active status, the Apprentice must provide the Joint 

Apprenticeship Training Committee with a signed Release Form from her attending 
physician.  Upon being returned to active status (absence had been approved by the 
Joint Apprenticeship Committee) she shall resume her training at the period of 
apprenticeship that she was in at the time the Maternity Leave was granted. 

 
Article XII. OTHER LEAVES OF ABSENCE 
 

A. Request for a Leave of Absence for reasons other than Military, Medical, Maternity 
or Emergency shall be made in writing to and must be approved by the Joint 
Apprenticeship Training Committee.  The period of time  time that can be granted 
for such other Leaves of Absences (other than Military, Medical, Maternity or 
Emergency) will be determined by the JATC on a case by case basis. 

 
 

Article XIII. APPEALS PROCEDURES 
 

An Apprentice who has been approved of completing the  probationary period first  2,000 
hours(insulation) or 500 hours (firestop/containment)  of properly reported on the job 
training hours has the right to appeal any disciplinary action that with respect to his or her 
or any other action that may be taken with respect to his or her apprenticeship.  This 
Appeals Procedure is as follows: 

 
A. By Letter to the Apprenticeship Office.  The Apprentice must notify that Office that 

he/she would like to appear before the Joint Apprenticeship Training Committee to 
appeal the action that was taken.  This letter MUST BE RECEIVED by the 
Apprenticeship Office within seven (7) days from the date that the Apprentice 
received notification of the action taken. 
 

B. The right to appeal is conditioned upon receipt by the Apprenticeship Office of the 
written letter of appeal within the seven (7) days period. 

 
C. Upon receipt of the above mentioned written request by the Apprenticeship Office, 

a Stay of Action will take effect and such Stay shall remain in effect until the appeal 
has been heard by the Joint Apprenticeship Training Committee. 

 
D. The appealing Apprentice shall be notified in writing of the date, time, and place of 

the scheduled appearance before the Joint Apprenticeship Training Committee.  A 
special meeting will be held at the earliest time, when a quorum can be assembled. 
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E.    If after appearing before the Joint Apprenticeship Training Committee the 

Apprentice is not satisfied with the decision that is rendered he/she can then file a 
further appeal directly to the Director of the Department of Labor and Industrial 
Relations of the State of Hawaii whose decision will be final. 
 
 

Article XIV. AFFIRMATIVE ACTION PROGRAM 
 

Purpose: The Insulators Joint Apprenticeship Training Committee recognizing the 
need for an affirmative action program to comply with Title 29 of the Code 
of Federal Regulations (CFR), Part 30, as amended and the State Plan for 
Equal Employment Opportunity in Apprenticeship Programs, Chapter31, 
Title 12, Administrative Rules, and the Employment Practices Law, Part 1, 
Chapter 378, Hawaii Revised Statutes. 

 
Scope: The program herein outlined consists of the following affirmative acts and 

may be altered at a later date as experience indicates and as personnel and 
funds permit: 

 
1. Goals and Timetables for admission of female applicants. 

 
2. Recruitment Program 

 
Goals and Timetables: It is our goal that 25 percent of all new apprentices within the next 

twelve months will be female. 
 
 
 
 

Recruitment Program: 
 

A. Disseminate information within the industry to acquaint all concerned 
with the goals and policies of the apprenticeship program and to effect 
cooperation. 

 
B. Participate in workshops for the purpose of familiarizing school and 

employment service agencies with entry requirements and recruitment 
opportunities. 

 
C. Cooperate with secondary and vocational educational systems 

concerning the needs of industry and the transition of students to 
become apprentices. 

 
D. Grant advance standing or credit on the basis of previously acquired 

experience, training, skills, or aptitude for all applicants equally. 
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E. Utilization of journeypersons to assist in the implementation of the 

sponsor’s affirmative action program. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
CERTIFICATION OF ADOPTION 
 
 
The above Rules, Regulations, Policies and Procedures Applicable to Non-Indentured and 
Indentured Insulation Apprentices were approved by the Joint Apprenticeship Training Committee 
for the Insulation Industry of Hawaii at its meeting held on this __1st___day __September___, 
__2015_. 
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The foregoing apprenticeship Program Plan for the HEAT & FROST INSULATORS & ALLIED WORKERS 
is hereby agreed to and submitted for approval. 
 
 
 
 
Signature of Authorized Official 
Chairperson  

 
 
Signature of Authorized Official 
 Coordinator 
 

   September 1,2015         
Date 

     September 1,2015     
Date 
 

  
  

 
The above Rules, Regulations, Policies and Procedures Applicable to Non-Indentured and 
Indentured Insulation Apprentices were registered as revised this  1st day of September 2 
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