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APPRENTICESHIP COMMITEE
PURPOSE
The committee is comprised of participating employers and industry leaders who are responsible for the 
administration of all aspects of the Apprenticeship Program. The Apprenticeship Committee is to carry out 
the responsibilities and duties as required and described in these Standards of Apprenticeship.

APPRENTICESHIP STAFF DIRECTORY 

Lorenzo Front Desk
(239) 377-0900

Bruce Rutila Coordinator 
(239) 377-1300

bruce.rutila@collierschools.com 

John Doe
Instructor

(239) 377-0983
john.doe@collierschools.com 

COMMITTEE MEMBERS

MEMBER [Chairperson] –
Bruce Rutila, Coordinator, LWTC 

MEMBER –  
Larry Croy, Instructor – HVAC, LWTC

MEMBER –  
Bob Underwood, Service Manager, 
Conditioned Air  

MEMBER [Secretary] – 
Tim Dupre, President, Conditioned Air 

MEMBER –
Keith Van Fleet, Director of 
Education,Conditioned Air

MEMBER –
David Jones, Owner, 
Jones Air Conditioning

mailto:apprenticeship@nefba.com
mailto:clibretto@nefba.com
mailto:tellison@nefba.com
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LWTC MISSION STATEMENT
To provide rigorous and relevant educational experiences that prepare all students with the academic, technical 
and employability skills necessary to succeed in their chosen careers and in further post-secondary education 
as desired.

LWTC Air Conditioning, Refrigeration, and Heating Technology - APPR 
APPRENTICESHIP MISSION STATEMENT 

To offer a quality Air Conditioning, Refrigeration, and Heating Technology - APPR apprenticeship program 
that meets the needs and demands of the southwest Florida community, workforce and employers through 
education and on-the-job training.

ATTENDANCE POLICY* 

• There are no excused absences.  Every absence is an occurrence regardless of reason for absence.

• To meet FLDOE Standards of Apprenticeship, each class shall meet the the required time, 3 hours, unless

notified otherwise and must have a minimum of 144 trade-related instructional hours.

• 3 unexcused tardies will result in 1 absence.

o Apprentices arriving to class 15 - 31 minutes after the start of class will be marked tardy.

o Apprentices arriving to class 32 minutes late or later will be marked absent.

o Apprentices who continuously arrive between 1 and 15 minutes after the start of class are subject to

Disciplinary Procedures by Instructor and/or Apprenticeship Staff.

• 3 absences will result in an automatic probation.

• 4 absences will result in automatic termination with the right to appeal for reinstatement by the
Apprenticeship Executive Committee.

2nd absence Email to apprentice that next absence is probation. 
3rd absence Letter sent to apprentice and employer that apprentice is on probation. 
4th absence Termination (10 days to file written appeal) 

CANCELLATION OF CLASS  
In the event a class session should need to be canceled apprentices will be notified by email, phone and/or text 
message. The program calendar is built to ensure that at least 144 hours of related instruction are met each
year.

*APPEAL PROCESS
Any termination due to violation of apprenticeship standards may be appealed within 10 days after receiving
notification of termination by emailing the Apprenticeship Coordinator directly at
bruce.rutila@collierschools.com
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COMMUNICATION
Email notifications are the primary means of communication between apprenticeship staff, apprentices and 
sponsoring employers. It is the responsibility of the apprentice to notify the apprenticeship instructor and 
coordinator of changes in address, phone number or email.

Apprentices can register to receive text alerts via Remind101 by texting @mrrutilb to the number “81010”.
Text messages regarding class cancelation, class holidays, time card reminders will be sent on a monthly basis.

Stay connected: @LWTCApprenticeship

DAVIS BACON PROJECTS 
The LWTC Apprenticeship program is a registered apprenticeship program through the Florida Department of
Education and is subject to compliance with all federal regulations under the Department of Labor.  If an

employer has any apprentice they would like to place on any Davis Bacon job site, it is the responsibility 

of the employer to ensure that they are in compliance with the Standards of Apprenticeship and all 
applicable local, state and federal requirements.

DISCIPLINARY PROCEDURES

A good attitude is essential, as is the willingness to work and learn cooperatively. 

• The Instructor has the authority to maintain class discipline as necessary. An Instructor has the
authority to suspend a student from his class. Should an instructor suspend an Apprentice or have
disciplinary problems, the Apprenticeship Committee should be notified immediately of the action
and the reason for the action.

• If an apprentice disrupts the class or is disruptive on the job, he will be subject to termination from
the apprenticeship program.

• Apprentices disrupting class can be removed from the training class at the direction of the instructor
and/or LWTC administrator.  If removed, an Apprentice will be marked absent for that class period.

• All disciplinary referrals are reviewed by the apprentice committee, and are subject to further
discipline.

EMERGENCIES 

• In the case of an emergency during a class, call 911 and then contact the coordinator on duty by
phoning the front desk at 377-0900. Bruce Rutila may be reached directly at 989.737.8264

• All instructors must submit an “emergency” generic substitute lesson plan to Bruce Rutila
bruce.rutila@collierschools.com before the start of each session for use during unforeseen
circumstances where formal plans are not available.

mailto:clibretto@nefba.com
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EMPLOYER OBLIGATIONS 
The success of apprenticeship training depends on a good relationship between the employer and the program. 
Employers are encouraged to communicate their needs, suggestions, problems, and other areas of concern 
relating to apprenticeship with the apprentice committee on a regular basis. Employers are encouraged to visit 
apprentice classes by appointment or immediately following any onsite meeting. The apprenticeship 
committee invites employers to attend meetings and to consider becoming a member of the committee. The 
employer’s active participation in the apprenticeship program is necessary and welcom. Annual Registration 
includes: 

• Complete the Florida Department of Education Participating Employer Agreement (upon initial
registration).

• To read and abide by all applicable laws, rules, regulations, standards and other requirements which govern
the operation of the program and training of apprentices.

• To retain and train the apprentices(s) in his employ as work is available.
• Complete an annual wage survey.
• Allow apprentice(s) to leave work in a timely manner to arrive to class sessions on time.
• Provide the Apprenticeship Committee notification of the date of termination or lay-off of an Apprentice

within 10 days of the termination or lay-off.
• Sign monthly apprentice Work Process Cards to verify OJT hours towards graduation.
• Adhere to the apprentice to jouneymen ratio spelled out in the Standards of Apprenticeship.
• Agree to follow the wage schedule (employers are allowed to pay an apprentice more than the minimum

wage required).

EMPLOYMENT STATUS (OJT)

• No apprentice can change employers without prior approval of the apprenticeship committee. If an

apprentice terminates his/her employment, they will be terminated from the program.

• Failure of an apprentice to accept or show up for employment results in his/ her termination from
the program on the grounds of self-termination.

TERMINATION FROM EMPLOYMENT (by employer) 

If an apprentice is “let go” from his/her current employer, the apprentice may find another participating 
employer. It is the responsibility of the apprentice to set up interviews with prospective employers and notify 
the apprenticeship committee of the new employer. If the apprentice cannot find employment, he or she must
voluntarily withdraw from the program. 

TERMINATION FROM EMPLOYMENT (by apprentice) 

If an apprentice quits his/her current employer, it is automatic termination from the program. 
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ENFOREMENT SAFETY POLICIES: LAB, PARKING, SUBSTANCE USE &

FIREARMS POLICY 

CLASS ROOM / LAB POLICY:

Instructors and apprentices must abide by all safety guidelines set forth by NCCER and industry safety 
guidelines. Apprentices are required to bring their own safety glasses on scheduled lab nights. 

PARKING & SUBSTANCE USE POLICY: In accordance with LWTC and Collier County Public Schools
Apprentices are to adhere to the following guidelines:

• Report directly to class upon arrival to Lorenzo Walker Techinical College.
• Illegal drug possession and or use is strictly prohibited.
• Firearms and/or weapons are strictly prohibited on campus.
• Alcohol use and or possession on campus is strictly prohibited.
• Tobacco* use is strictly prohibited on campus.

• The Air Conditioning, Refrigeration, and Heating Technology - APPR Apprenticeship Program is a
pass fail program

• 70% or greater is passing

*Tobacco use includes cigarettes, e-cigarette (vapes), and smokeless tobacco.

SAFETY POLICIES: All persons, by signing this document, acknowledge the receipt and acceptance of all 
responsibilities of enforcement of the safety of all for all training sessions in which the instructor is the 
primary enforcer.  Failure to properly ensure the safety of all apprentices in any classroom, lab, or field 
experience session will result in immediate termination. 

EQUAL EMPLOYMENT OPPORTUNITY AND HARASSMENT 
In accordance with state and federal law, the recruitment, selection, employment and training of apprentices 
during their apprenticeship shall be without discrimination because of race, color, religion, national 
origin,sex,   age, or because of a disability.

Harassment of any kind by a supervisor, co-worker, apprentice, trainee, participating employer, or any one 
associated with the apprenticeship program will not be tolerated.

Please immediately notify the Apprenticeship Committee with any concerns regarding the above 
information.

GRADES (Progress Reports)
Grades are averaged through NCCER module testing, quizzes, homework and classwork. Each apprentice 
and employer will receive quarterly progress reports. Apprentices must complete all assignments and 
assessments with a 70% or greater average before being promoted.  
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GRADUATION REQUIREMENTS
A graduation ceremony will be held on or about May of each year a cohort successfully completes the 
program. Upon graduation, all graduates from the Air Conditioning, Refrigeration, and Heating Technology - 
APPR apprenticeship program will earn a Florida Department of Education Certificate of Completion, 6,000 
OJT hours, 432 hours of related-trade instruction and NCCER certificate/transcripts.  If an apprentice has not 
turned in all Work Process Cards for 6,000 OJT hours, the apprentice must continue to turn in Work Process 
Cards over the summer before Florida Department of Education Certificate of Completion can be received. 

Air Conditioning, Refrigeration, and Heating Technology - APPR APPRENTICESHIP 
DRESS AND APPEARANCE POLICY

• Apprentices must be professional in appearance and dress
• Long pants/jeans
• Closed-toe shoes

TERMINATION FROM PROGRAM 

The LWTC Air Conditioning, Refrigeration, and Heating Technology - APPR Apprenticeship Committee 
holds the right to terminate an apprentice for insufficient grades, improper conduct in the classroom, 
violating safety protocols, repeated absences, failure to follow class room rules, or any other such 
noncompliance.

• Any violation of the apprentice guidelines may result in termination from the LWTC
Air Conditioning, Refrigeration, and Heating Technology - APPR Apprenticeship
program.

• Upon termination, the apprentice has the right to appeal the termination with the
Apprenticeship Committee within 10 days of the effective date of termination.

• For cases of hardship involving serious illness, injuries, emergency employer-
initiated overtime work, etc, documentation is required to allow review by the
committee when considering reinstatement back into the program.

• Once terminated from the program, the apprentice has the right to request
reinstatement into the program up to two years after the termination, by submitting
letters of request from the apprentice and a Participating Employer to the
Apprenticeship office staff.

http://www.nefbaapprenticeship.org/
rutilb
Sticky Note
(ask Larry for his input/oppinion )

rutilb
Sticky Note
Marked set by rutilb
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TIME BASED CREDIT FOR WORK AND OR EDUCATION EXPERIENCE
An apprentice may be eligible to enter the program in year two if he/she meets one or more of the 
qualifications: the apprentice has successfully completed a state certified Career and Technical Education Air 
Conditioning, Refrigeration, and Heating Technology - APPR program; has at least one year of experience 
with a current participating employer; or is transferring in from an existing Air Conditioning, Refrigeration, 
and Heating Technology - APPR FLDOE registered program. The sponsoring employer must write a “letter 
of request” to the Apprenticeship Committee explaining why the candidate/apprentice should enter the 
program as a year two apprentice. All requests will be reviewed by the LWTC Air Conditioning, 
Refrigeration, and Heating Technology - APPR Apprenticeship Committee.

TEXTBOOKS & REGISTRATION FEE

• Textbooks are provided by LWTC Air Conditioning, Refrigeration, and Heating Technology -
APPR Apprenticeship Program.

• Textbooks and provided supplies are the property of LWTC Air Conditioning, Refrigeration, and
Heating Technology - APPR Apprenticeship Program and are to remain in the class room.

• Apprentices wishing to purchase books may do so through the publisher or retailer.
• There are presently no fees

TRANSFER

In the event an apprentice would like to transfer to a different apprenticeship program, he/she may have the 
new Apprenticeship Program contact the Air Conditioning, Refrigeration, and Heating Technology 
- APPR  Apprenticeship Program directly at bruce.rutila@collierschools.com.

TUITION 

The Air Conditioning, Refrigeration, and Heating Technology - APPR Apprenticeship 
Program sponsored by LWTC is tuition free with no cost to the employer or employee.
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WAGE INCREASE ELIGIBILITY

• Wage increases should occur at the first of the month, January and July, after an apprentice’s
indenture date into the program for those in good standing.

• Wage increases will be recommended when all of the following is verified:
o Work Process Cards are up to date.
o Apprentice has no excessive absences
o Apprentice has a current semester grade of at least 70%.

• For July wage increase, apprentice must be within an acceptable range of OJT hours towards
graduation.

WAGE RATES 
Wage rates are based on the hourly wage of a journeyman worker collected in an annual wage survey of 
participating employers.Starting wage minimum is 65% of the journeyman wage. If an apprentice is on good 
standing the apprentice will raise their hourly wage 5% every 6 months. Please see below for the most recent 
wage schedule, effective 08/01/2020.

Occupation: HVAC – (Sponsoring Employee may pay more than the minimum of the qualifying rate based on their journeyman's wage)

Period of Training Percent of                 Apprentice’s             Apprentice’s Apprentice’s
        Journeyworker’s Rate Hourly Rate (A)       Hourly  Rate (B)  Hourly  Rate (C)

1st  6 months 65% 14.95 16.25 17.55
2nd 6 months 70% 16.10 17.50 18.90
3rd 6 months 75% 17.25 18.75 20.25
4th 6 months 80% 18.40 20.00 21.60
5th 6 months 85% 19.55 21.25 22.95
6th 6 months 90% 20.70 22.50 24.30
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WITHDRAWAL FROM PROGRAM 
An apprentice may voluntarily withdraw from the program by contacting the Apprenticeship Committee. It is 
recommended that the apprentice write a letter or email explaining the circumstances surrounding their decision 
and submit to the committee. The apprentice may be reinstated with board approval within 2 years.

WORK PROCESS CARDS/ON-THE-JOB TRAINING
An apprentice must turn in monthly Work Process Cards in order to receive the On-the- Job Training hours 
necessary for 6,000 hours total. Work Process Cards are expected to be turned in correctly by the first of each 
month. If an apprentice turns in a Work Process Card incorrectly they will be notified and it will not count until 
it is properly resubmitted. 

• Apprentices are required to submit a Work Process Card monthly – 12 months per year.
• You may turn your Work Process Cards in by scanning and emailing them, or taking a picture of your

Work Process Card with a camera phone and emailing the photo.  Emailed Work Process Cards should
be sent to bruce.rutila@collierschools.com, not to the instructor.

• Work Process Cards must be emailed by the 1st of every month.
• If Work Process Cards are not up to date, apprentices may be asked not to attend class until the Work

Process Cards are current; apprentices will be counted as absent for the days they miss for this reason.
• Work Process Cards must be filled out properly before they can be accepted, including:

Name, Employer, Trade, Class, Month, Year, Current Wage, Total Hours for the Month computed on
the front of the card must all be indicated.  A signature at the end of each week by the supervising

journey worker is required.

• Use one Work Process Card for each month.
• If you need a blank Work Process Cards, they are available through your employer.
• Instructors will not accept Work Process Cards. Apprentices are responsible for submitting directly to

bruce.rutila@collierschools.com

By signing below, I acknowledge that I have received a copy of the LWTC Apprenticeship Employer 
Guidelines and will adhere to all policies and procedures established by the LWTC Apprenticeship 
Executive Committee and the Florida Department of Education Standards of Apprenticeship.

 ____________________ ___________________________________ 
DATE (mo/day/yr)   COMPANY NAME   

_____________________________________ ___________________________________
SIGNATURE   TITLE OR POSITION

_____________________________________
PRINT NAME

http://www.nefbaapprenticeship.org/current-apprentices.html
mailto:apprenticeship@nefba.com



