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Sheet Metal Workers’ Local #112
Joint Apprentice and Training Committee
Statement of Policies

1. FOUR YEAR PROGRAM -

A.

The coordinator and all instructors will act for and under the policy for the J.A.T.C. in administering these rules and
regulations.

The apprentice agrees to comply with the rules and regulations of the Joint Apprenticeship and Training Committee,
the Employer and the Local Union.

2. APPRENTICE SCHOOL*

A.

B.

8 hours on Saturdays from 8:00am until 4:30pm with a minimum of 160 hours per year.

4 hours on Monday, Tuesday, Wednesday, and Thursday from 4:00pm until 8:00pm (in class or via zoom).

*School schedule subject to change.

Snow Days:

School Cancellation due to inclement weather —Notifications will be posted on our website and via Total Track Messaging.

There are NO lunch hours for evening classes.

Saturday Classes - There will be two (2) 15-minute breaks during the Saturday Classes. Lunch will be 1/2 — hour long. Break
and lunch times are at the discretion of the instructor.

Monday through Thursday Classes — There will be one (1) 15-minute break during weekday classes.

SMW #112°s Training Facility is a NO SMOKING FACILITY. There will be NO SMOKING. TOBACCO or VAPING
PRODUCTS (this includes *chewing”) inside any part of the building. You may smoke outside of the building or in your
vehicle on breaks or during lunch.

There will be no cell phone use during class time. However, you may use them during breaks and lunch only. If caught using

during class time, you will be sent home without class credit.

For Emergency Purposes — call the union hall during school hours.

School and ONLY SCHOOL related topics will be discussed during school hours. ALL other topics shall be addressed to
the JATC Committee or at monthly union meetings.

3. ABSENTEEISM AND TARDINESS WILL BE PENALIZED AS FOLLOWS:

A.

The expectation of the SMW #112 JATC Apprenticeship Program is that each student arrives to school and are ready
to begin class on time. If an apprentice is over five (5) minutes late for class, they will be docked one (1) hour. If an
apprentice is over fifteen (15) minutes late for class, they will be docked four (4) hours.

Working overtime shall not interfere with related instruction.

4. GRADES:

A.

Students will come to school prepared to work (i.e. work books, pencil, work shoes and hand tools) and will be
required to maintain a passing grade of 75%. Failure to comply with the above may result in an apprentice to be
terminated from the Program, to not graduate from the Program or to not advance to the next pay period.



B.

C.

Students will be required to complete and pass each course to accumulate the minimum number of hours required for
graduation.

Grading Policy will be as follows: Each assignment will have a date as to when that assignment is due.

All assignments missed prior to the next scheduled make-up day, must be completed by the end of that
scheduled make-up day. Any assignments not completed by the immediately scheduled make-up day will be
graded as a “0.” If for some reason an assignment cannot be completed within the allotted time (ex: unforeseen
circumstances), each instance will be handled on an individual basis.

In the event the apprentice or journeyman has any reasonable complaint or criticism of the Program and disciplinary
action, the apprentice may request in writing to appear before the Joint Apprenticeship Training Committee.

S. SAFETY AND CLEANLINESS:

A.

B.

G.

Familiarize yourself with all the fire exits and alarm locations fire exits to be used for emergencies only.
Familiarize yourself with all tools and machines before use. If you are not sure, ask!

Work shoes must be worn at work and school - NO SNEAKERS! You will be asked to leave — NO
EXCEPTIONS!

Safety Glasses are required in the Shop Area at all times. Each apprentice is responsible for supplying their
own safety glasses.

Playing around with the welding machines, plasma table, brakes or any machine while machines are in use is very
dangerous and will not be tolerated. This foolishness could cause injury.

Keep parking lot clean — use receptacles. This includes any and all cigarette butts, wrappers, etc. The parking lot
must be free of all debris.

While training on the job, apprentices and journeymen are required to abide by company safety policies.

H. All areas in use will be swept, mopped, etc at the end of each class.

L

All COVID safety protocol will be followed per CDC guidelines.

6. SCHOOL PROPERTY:

A.

Malicious defacing of building or any of its contents (i.e. desks, chairs, tables, toilets, walls, equipment, tools, etc.)
will be sufficient reason for immediate termination from the Program.

In order to keep good neighborhood relations and not cause dissension, apprentices shall not park in neighbor’s
driveways or throw trash on the streets or parking lot. When leaving school drive carefully.

Any equipment or supplies issued to an apprentice or journeyman will be the sole responsibility of that person. If
such equipment is lost or stolen, it will be replaced by that person before being allowed to continue in the Program.

Tablets - If the "E-Readers" that are issued to each apprentice are lost, stolen, break or become damaged, it is the
responsibility of the apprentice to replace it at his/her expense. Or you may purchase a hard copy (books) for the
classes. ALL login/passwords to get into your IPad; for TotalTrack; for ITI (International Training Institute);
ITI E-Reader; for ICB (International Certification Board) / TABB (Testing, Adjusting and Balancing Bureau)
must be provided. This information will be kept in your personnel folder for future reference (ex.
Login/Password is forgotten).

The JATC telephone(s) are to be used for EMERGENCIES only.



F.

The internet is provided for school work only. Anyone using the internet for anything other than school work without
proper permission from an instructor or the coordinator, will be subject to disciplinary action as advised by the JATC

Committee, up to and including termination from the program.

7. DRUG AND ALCOHOL POLICY:
The Joint Apprenticeship and Training Committee has adopted the following policy:

POLICY:

A. Drug and alcohol abuse will not be tolerated on the job.

B. Alcohol and drug use will not be permitted during school. This includes breaks and lunch time.

C. Total abstinence is expected before and during school.

D. Any student or students found using, distributing, selling or in possession of alcoholic beverages and/or drugs on the
school grounds, or at the work place, shall be immediately removed from the property and suspended for classes and
work until an investigation can be held.

E. An apprentice or journeyman may be referred to the J.A.T.C. by a job foremen, supervisor, owner or instructor if an
apprentice appears to have substance abuse problem at work or at school.

F. Itis the policy of the J.A.T.C. that drug or alcohol abuse is an illness. When appropriate, the J.A.T.C. will afford the
affected individual the opportunity to be referred to an employee assistance professional.

G. All apprentices are subject to random drug testing at any time.

8. REQUIREMENTS FOR APPRENTICESHIP:

A.

w
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G.

H.

The apprentice or journeyman agrees to be bound by the union due’s structure and paid current with dues to attend
classes. Apprentices who come to class who do NOT present a current dues receipt cannot participate in class
and will not receive credit for the day. Dues payvments will not be accepted either the morning of, or the day
of each scheduled class.

Each apprentice agrees to supply all necessary hand tools.
Agrees to be bound by the Scholarship Loan Agreement.

SMART Code of Excellence Program (copy provided).

Agrees to attend all meetings as directed by the Coordinator, the J.A.T.C. and the Sheet Metal Workers’ International
Association Constitution. APPRENTICES ARE REQUIRED TO ATTEND 50% OF ALL LOCAL UNION

MEETINGS DURING THE SCHOOL YEAR. The school vear is from September 1,2025 through August 31,

2026. Each apprentice will receive a 6-month wage freeze if 50% of the union meetings have not been attended
during a school year (September 1 through August 31).

The Department of Labor required 160 hours of classroom education for the 2025/2026 school year. Each apprentice
is responsible for ALL classroom work including quiz's, tests, projects, etc. Not keeping up with any missed
classroom work will affect your class grade and your year-end grade. Therefore, if the DOL required hours are

not met per apprentice, an automatic set-back will occur.

Must maintain a 75% grade average and a minimum number of class credits.

Must have a minimum of 500 hours per every 6 months of on-the-job training in order to advance.

Must keep daily record of on-the-job training in the New York State Department of Labor Apprentice/Trainee Training Record
Book (Blue Book). This book will be required to be completed to date. with signatures in order for you to be able to attend class.




Failure to comply with any apprentice requirements may result in dismissal from the Program.

9. DISCIPLINARY ACTION:

Any apprentice or journeyman who violated the terms of his or her indenture, or fails to live up to this Statement of Policy
is subject to disciplinary action by the J.A.T.C. In imposing any disciplinary penalty, the J.A.T.C. shall take into
consideration the offense involved, its severity and the person record. Among the penalties which may be imposed is a
reprimand, suspension, being held back in the Program, and termination. Offenses involving intoxication, stealing,
dishonesty or other violations of the requirements for apprentices and journeymen may subject the apprentice to
termination from the Program.

10. HARASSMENT POLICY:

The Sheet Metal Workers’ Local Union #112 Joint Apprenticeship Training Committee reaffirms its commitment to
maintain an apprenticeship program free of harassment. Harassment on the basis of race, color, religion, national origin,
age disability, sex or sexual orientation is unacceptable and will not be tolerated. Such harassment includes verbal or
physical attacks, unwanted or unsolicited remarks, gestures or physical contact, and/or the display or circulation of written
materials or pictures, which are derogatory to either gender or to individuals on the basis of race, color, religion, ethnicity,
age, disability or sexual orientation, or which have the effect of unreasonably interfering with an individual’s work
performance or creating an intimidating hostile or offensive work environment.

In addition, sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute
sexual harassment when:

A. Submission to such conduct or communication is made a term or condition either explicitly or implicitly of obtaining
or retaining his or her apprenticeship at school or work;

B. Submission to or rejection of such conduct or communication by an individual is used as a factor indecision’s

affecting such individual’s apprenticeship at school or work; or

C. Such conduct or communications has the purpose of effect of substantially interfering with an individual’s
apprenticeship or creating an intimidating, hostile or offensive school or work environment.

1. Any insubordination to instructors or any person involved in apprenticeship training will not be tolerated. Which includes but
is not limited to causing a disturbance in the classroom or shop.

2. Asan apprentice, you are indentured to the J.A.T.C. Committee and placed by the Committee to each employer. You are
responsible to the J.A.T.C. for your training and must adhere to the above rules as stated.

3. Thave been shown the Education Loan Agreement Film, and read the Education Loan Agreement and the above rules,
regulations and policies. Any questions concerning these items were answered to my satisfaction.

Apprentice Signature Date

Apprentice Name (please print)

For the 2025 — 2026 School Year




