
Montana Statewide Carpenters JATC As revised 20100802

“Our Goal is to Produce the Best Carpenters in the State of Montana”

780 Carter Drive; Helena, Mt 59601
Phone (406) 443-3255 – Fax (406) 443-3813
Email: training@montanacarpenters.com

THIS IS AN EQUAL OPPORTUNITY APPRENTICESHIP PROGRAM
The recruitment, selection, employment and training of apprentices during their apprenticeship, shall be without
discrimination because of race, color, religion, national origin or sex. We take affirmative action to provide equal
opportunity in this apprenticeship program and operate the apprenticeship program as required under Title 29 of
the Code of Federal Regulations, Part 30, and the Montana State Plan for Equal Employment Opportunities in
Apprenticeship.
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TIMES OF OPERATION

1. Classes start at 8:00 a.m. and end at 5:00 p.m. Monday through Friday. All apprentices
must be signed in by 8:00 a.m.. Late arrivals will only be admitted after signing a late slip;
unless previous arrangements have been made with the Instructor.

2. Three Late Slips during the school year and the offending Apprentice will be cited to
appear before a J.A.T.C. subcommittee.

3. Morning break will be from 10:00 a.m. to 10:15 a.m.

4. Lunch will be from 12:00 p.m. to 1:00 p.m.

5. Afternoon break will be from 2:30 p.m. to 2:45 p.m.

6. All breaks are at the discretion of the Instructor.

BANKED TIME

1. Apprentices who are temporarily unemployed are encouraged to attend class in Helena so
they may miss a regularly scheduled class when a job is again secured. To schedule in
advance (banking) call the Helena Training Center, (first come, first served.)

2. To use the banked hours, call the Helena Training Center in a timely fashion, preferably
two weeks in advance. Apprentices who fail to notify the Training Center of their intention
to use banked hours in a timely manner, may be cited to appear before a J.A.T.C.
subcommittee for abuse of privileges.

3. A cap of 80 hours has been set regarding the accumulative banked hours an apprentice
may keep, unless pre-approved by the Training Director.

ATTENDANCE (including Reschedules and No Shows)

1. Apprentices will receive a $50.00 Stipend Check (by mail) every time they complete 40
hours of RSI to help offset the cost of coming to school.

2. Job Site Evaluation forms (See page 12) must be submitted as follows:
a. Apprentices must submit a Job Site Evaluation form on Mondays of

their class weeks.

3. Apprentices are required to attend all scheduled classes unless they have prior
arrangements approved by the Training Director to use Banked Time, Personal
Reschedule, or Contractor Requested Reschedule in accordance with the schools official
Rescheduling Policy (See page 9).

4. Apprentices will receive (1) Personal Reschedule every calendar year to equal a 40 Hour
Reschedule. Rescheduled classes must be made-up prior to the next regularly scheduled
class unless approved by the Training Director. A Rescheduled Class cannot be
rescheduled.

SCHOOL POLICY
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5. Apprentices who are a No Show for a class will be able to count this absence as a
Reschedule or use Banked Hours (if available) AND they will be Cited to Appear before
the JATC members. Apprentices will appear (in person or in writing) and explain why they
were a No Show for the class and also explain why they did not use the Reschedule Policy
that is in place.

6. Should an apprentice miss a rescheduled class or two consecutive classes, they shall be
Suspended and Cited to Appear before a J.A.T.C. subcommittee for disciplinary action.
This may include removal of the apprentice from the apprenticeship program for non-
participation.

7. Apprentices cited for non-attendance will be required to make-up all 40 hours of
instruction.

8. Apprentices signing in up to 15 minutes late will be cited for being late. Apprentices
signing in more than 15 minutes late will be cited for being late and will not be given credit
for hours of instruction that day. Three or more late slips in one year and he/she will be
cited to appear before a J.A.T.C. subcommittee.

9. Apprentices missing 9 or more hours of any 40 hour block of instruction will not receive
credit for that entire block of instruction and will be required to repeat that block.

10. All newly accepted Apprentices must attend and successfully complete a 40 Hour
Orientation Class within 120 days of their Apprenticeship Agreement begin date unless
prior approval has been obtained from the Training Director. Apprentices who fail to attend
and/or do not successfully complete this class will have their Apprenticeship suspended.

ADVANCE PLACEMENT CREDIT
1. Apprentices qualifying for and desiring Advance Placement Credit must do the following

after their first 80 hours on the job but within 6 months of their Apprenticeship Agreement
begin date:

a) Complete and submit the Previous Experience Credit Request form (See Page 11)

b) Submit verifiable documentation of previous Work and/or Class hours such as payroll
stubs and/or a class transcript.

Submit a Job Site Evaluation form (See Page 12) completed by current employer after
completing 80 hours on the job.

c) Schedule and complete an Advanced Placement Test with the Training Center.

UPGRADES

Upgrades will occur automatically when these On the Job Training (OJT) and Related
Supplemental Instruction (RSI) period requirements have been met:

Period 1stOJT650 2ndOJT1300 3rdOJT 1950 4th OJT2600
60%RSI 80 65% RSI 160 70% RSI 240 75% RSI 320

Period 5thOJT3250 6th OJT3900 7thOJT4550 8th OJT5200
80% RSI 400 85% RSI 480 90% RSI 560 95% RSI 640

A Tool Box check (See Page 8) will automatically be conducted at the next scheduled class
of the Apprentice following an Upgrade. An Upgrade Notification letter will be sent to the
Apprentices Employer and a copy of the letter will be sent to the Apprentice, their Union
Business Rep and Central Dispatch.
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WORK HOURS
1. All apprentices must maintain reasonable continuous employment as outlined by the

current Standards of Apprenticeship.

2. An Apprentice can ONLY quit a job with permission of the Training Director in consultation
with their Business Rep, however, prior permission is not required if there are OSHA
safety concerns.

PROGRESS IN THE APPRENTICESHIP PROGRAM
To be accepted into the Montana Carpenters J.A.T.C. Apprenticeship program an applicant
must meet the minimum qualifications and score a minimum of 70% at a scheduled Rate &
Rank Session unless the applicant has Direct Entry status according to the current
Standards of Apprenticeship. Direct Entry applicants will be given work opportunity
preference over general applicants.

1. Each apprentice shall complete no less than 160 hours RSI per year, at a rate of no less
than 80 hours per semester and no more than 120 hours per semester:

a. Semesters are January through June and July through December.

2. If an Apprentice is 80 hours or more delinquent in RSI (classroom hours) they will be
Suspended and Cited to Appear before a J.A.T.C. subcommittee for disciplinary action.
This disciplinary action may require removing the Apprentice from the Apprenticeship
Program for lack of participation.

3. Complaints by employers or superintendents will be investigated by the Training Director
who will review the circumstances and outline corrective steps leading to successful
employment.

4. A second complaint will result in a citation to appear before a J.A.T.C. subcommittee that
could result in the apprentice being dropped from the program.

5. All Apprentices must submit Work Hour Reports (Slips) and they must be kept current.
Work Hour Reports (Slips) are due by the 10th of the following month of work. If Work
Hour Reports (Slips) are not received by the 30th of the following month of work, the
Apprentice will be suspended and remain in suspension until necessary Work Hour
Reports (Slips) are received, verified and posted. (See sample on page 10)

6. Apprentices must complete 640 hours of classes (40 hour blocks of RSI). Each class
requires a minimum score of 70%. An Apprentice may complete up to 2 classes with a
score of less than 70% and still receive a Certificate of Completion. In the event an
Apprentice completes more than 2 classes with a score of less than 70%, appropriate
classes must be repeated or additional appropriate classes must be taken and a score of
70% achieved. No Apprentice will be granted a Certificate of Completion with less than
560 hours of the 640 hours required resulting in a score of less than 70%.

SHOP SAFETY AND GUIDELINES
1. Apprentices must wear Hard Hats and eye protection at all times while in the shop and

work area.
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2. Apprentices shall wear proper boots and clothes as determined by the instructor and
OSHA at all times while in the work area.

3. This is a Drug, Alcohol and Tobacco Free Facility - notify the instructor of any
prescription or over the counter medication recently taken. Anyone violating this rule will
be cited to appear before the J.A.T.C. and will not be given any credit for that day.

4. Wear appropriate hearing protection.

5. Refrain from abusive language, unacceptable behavior or any type of harassment toward
any apprentice or member of the staff.

6. Refrain from any form of insubordination.

7. Any and all items worn which may endanger your safety, will be removed or altered to
meet safe working conditions.

8. Use all guards and safety devices as instructed and/or required. Do not remove any
guards from any tool.

9. All tools and equipment must be checked for proper operation prior to use. Apprentices
are responsible for all shop tools and personal hand tools they use. Report any tool
damage immediately.

10. It is the responsibility of all apprentices to provide their own hand tools necessary to
complete their assignments. No one will be allowed to start a project without the proper
tools necessary to complete the project.

11.All injuries, regardless of severity, must be reported to the staff.

12.This is a Drug, Alcohol and Tobacco Free Facility – Smoking and use of Tobacco
products of any kind is limited to outside areas during scheduled breaks and is not
permitted within 50 feet of the building. All cigarette butts are to be discarded in the butt
can. Do Not leave them on the ground.

HELENA DORMITORY

We are proud to present you with this professional drug, alcohol and tobacco free training facility
dormitory. To acquire Dormitory privileges you must complete and submit a Dormitory
Application (see page 13), as this training facility is privately owned property, facility
access privileges are granted on a case by case basis.
The dormitory is for your convenience and you are expected to conduct yourself professionally at
all times. Please clean up after yourself. Take your Food and Personal Items with you or throw
them away! Do Not Leave Anything In The Dormitory.

1. Illegal drugs, weapons and/or alcohol are not allowed on the premises.

2. Guests are not allowed in the dormitory area at any time. The dormitory area is
designed for student use only.

3. Quiet time hours are from 10:00 p.m. to 6:00 a.m.

4. Check In ~ Monday at 7:30a.m. OR Call ahead (406) 475-9131 Irene) if you would like to arrive
on Sunday Evening. Check Out ~ Friday by 6:00 p.m. Enter the building at the rear (west)
door. The dorm rooms are up the stairs. Choose any room that is not marked as assigned.
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5. Smoking is not allowed in the training facility building OR within 50’ of the building.
Smoking is allowed in the rear yard out the west door. All cigarette butts are to be
discarded in the butt can. Do not leave them on the ground.

6. Kitchen facilities are available for your convenience. Please remember to clean up
after yourself.

7. Keep bathrooms, showers and other dorm area’s clean at all times. It is your
responsibility to keep the dorm area clean at all times and please report any damage
or nonworking items to the Training Director.

8. No horse-play or fighting. Conduct yourself in a civil manner at all times.

9. Any property damage incurred will be the sole responsibility of the offender.

DISCIPLINARY ACTIONS
• Two Strike Rule; Apprentices who violate rules may be Cited to Appear before the JATC

Members. Those Apprentices who have been Cited to Appear twice, may be terminated
upon the third violation by a 2/3 vote between the Training Director and appropriate local
Labor & Management committee members from the Statewide Committee without formal
action of the full board.

• The Training Director/Instructor will document violations of these rules, in writing. Any
violations may result in the apprentice being sent home for the remainder of that week.
The apprentice will be required to make up any time lost in the matter. The apprentice may
appeal any disciplinary action to the J.A.T.C. Apprentices who, in the opinion of the
Training Director/Instructor are insubordinate or commit ‘serious’ violations of these rules
will be brought before the JATC to show reason why he/she should not be disciplined,
suspended, or canceled from the program. The JATC, after hearing from the Training
Director/Instructor and the apprentice, will institute disciplinary action if they decide it is
warranted. Decisions of the JATC are final.

INSURANCE DISCLOSURE
Montana Carpenters JATC is a participating Organization with Mass Benefits Consultants, Inc.
Trust Policy. All Apprentices, Trainers, Instructors, Training Directors, Journeyman and
Committee Members under the age of 70 who have an enrollment on file are covered while
participating in, including direct travel to and from, apprenticeship and training classes and
meetings sponsored by the Montana Carpenters JATC. More Information (including the Schedule
of Benefits) is available upon request.

APPRENTICE CONTACT INFORMATION
Apprentices must notify the Helena JATC office when their contact information changes. They
must maintain their current phone number and/or alternate phone number at which a message
may be left and responded to within 24 hours. Numbers that result in a “mailbox full” message will
not be considered current. Apprentices, not in compliance, will be sent a letter as to the nature of
the message and they will be Cited to Appear.
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MODIFICATIONS TO POLICY

1. The J.A.T.C. Reserves the right to modify this policy in any way it deems necessary to insure
the safety of its apprentices and staff.

2. The J.A.T.C. Reserves the right to modify this policy in any way it deems necessary to insure
a progressive, quality scope of education for its participants while operating within the
guidelines of its Official Standards.

I, (Print Name) ____________________________ apprentice for the Pacific Northwest Regional
Council of Carpenters, acknowledge that I have received, read and understand the School Policy.

Signature _______________________________ Date_____________________
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