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PURPOSE
To establish a standardized process for evaluating and awarding credit for prior work experience, education, or training that aligns with the competencies of a Registered Apprenticeship Program (RAP) in the Commonwealth.
POLICY STATEMENT 
This policy clarifies the expectations and requirements for Sponsors of a Registered Apprenticeship Program seeking to grant apprentices with credit for prior experience. This policy applies to all individuals seeking entry into a Virginia Works-approved RAP who wish to receive credit for prior experience relevant to their current trade, occupation, or training pathway. This policy also serves as the process by which an Employer and/or Sponsor of a RAP may grant an individual direct entry into an apprenticeship based on prior experience.
DEFINITIONS
For the purpose of this policy: 
· “Apprentice” means a person who is registered as an apprentice in a Virginia Works-approved registered apprenticeship program within the Commonwealth. 
· “Prior Experience” means any previously completed technical training (education), work-based training offered as part of a training program (practical), and/or other formal training or work experience related to a skilled trade.  
· “Direct Entry” into an apprenticeship program refers to a pathway where individuals are admitted directly into the program without going through a traditional application or competitive selection process. This method is typically used for candidates who meet specific criteria or come from recognized pipelines, such as pre-apprenticeship.
· “Pre-apprenticeship” is a structured training program designed to prepare individuals for entry into Registered Apprenticeship Programs. These programs provide foundational skills, industry exposure, and supportive services that improve participants’ readiness and access to apprenticeship opportunities.
POLICY PROVISIONS
1. Awarding Credit for Prior Experience
1.1. Sponsors of a Registered Apprenticeship Program seeking to grant an apprentice with credit for prior experience may award up to 50% of the total program hours without substantiating documentation. Should a Sponsor of a Registered Apprenticeship Program seek to grant an apprentice with credit for prior experience in excess of 50% of the total program hours, additional documentation is required. Requirements for awarding credit for prior experience in excess of this threshold are discussed in Section 4. Credit Threshold and Special Request Requirement.
1.2. Regardless of credit awarded, all apprentices must complete a minimum of 6 months (or 1,000 hours) of participation in the Registered Apprenticeship Program to be eligible for a completion credential.

2. Determining Eligibility for Credit
2.1. An Apprentice may receive credit for certain types of prior experience in an apprenticeship occupation including any combination of, but not limited to:
a. relevant work experience in the apprenticeship occupation; 
b. relevant work experience in a different but related apprenticeship occupation as outlined in the applicable program standard; 
c. successful training related to an apprenticeship occupation received in and verified by another state or Commonwealth, as governed by a reciprocal approval policy. 
d. prior classroom instruction or technical training aligned with the registered apprenticeship program’s curriculum.
e. the successful completion of an assessment and/or examination of competencies and skills related to a registered apprenticeship program, where applicable.
2.2. An Apprentice may receive credit for prior technical training or education that meets the technical training requirements for an applicable level of a registered apprenticeship as outlined in the program standards.
2.3. An Apprentice may receive credit for prior work-based learning or on-the-job training hours, or other relevant formal work experience including any combination of, but not limited to:
a. completion of a pre-apprenticeship program recognized by Virginia Works or the U.S. Department of Labor.
b. successful completion of an internship under the Virginia Talent + Opportunity Partnership (V-TOP); and/or
c. military training verified through DD-214 forms.

3. Direct Entry Provision
3.1. Virginia Works authorizes the use of direct entry pathways into Registered Apprenticeship programs as a method to expand access and streamline transitions for qualified individuals. Sponsors who wish to invoke the direct entry provision may do so without regard to the existing competitive selection procedure used for entry into the apprenticeship program. 
3.2. Sponsors will award credit for prior experience in accordance with the applicable U.S. Department of Labor-approved National Guideline Standards and/or Virginia Works-approved Work Process Schedule and will pay the apprentice(s) at the wage rate commensurate with their skill attainment.
3.3. Direct entrants must complete a minimum of 6 months (or 1,000 hours) of participation in the Registered Apprenticeship Program to be eligible for a completion credential.
3.4. Sponsors must report direct entry utilizations to Virginia Works as part of their quarterly program review.
3.5. Sponsors must maintain documentation of direct entry decisions, including eligibility verification and justification for bypassing standard selection procedures.

4. [bookmark: CTSRR]Credit Threshold and Special Request Requirement
4.1. [bookmark: Credit]Sponsors seeking to award credit for prior experience that exceeds 50% of the total required program hours must submit a formal request to Virginia Works for review and approval. This request must include:
a. Justification Statement: A written explanation detailing the nature and relevance of the prior experience to the apprenticeship occupation.
b. Supporting Documentation: Verified records such as employer letters, transcripts, military service documentation, or certificates of completion.
c. Competency Mapping: A comparison of the apprentice’s prior experience against the program’s required competencies and learning outcomes.
d. Training Plan Adjustment: A revised training schedule showing how remaining competencies will be achieved within the reduced timeframe.
e. Sponsor Attestation: A signed statement from the Sponsor affirming that the apprentice will still meet all performance standards and wage progression benchmarks.
4.2. All requests, including any attachments and supporting documentation, must be submitted in writing to the Sponsor’s assigned Registered Apprenticeship Consultant (RAC). Virginia Works reserves the right to deny requests that do not meet program integrity standards or fail to demonstrate sufficient alignment with the Registered Apprenticeship curriculum.

5. Documentation Requirements
5.1. As previously stated, Sponsors of a Registered Apprenticeship Program seeking to grant an apprentice with credit for prior experience may award up to 50% of the total program hours without substantiating documentation. Formal documentation requirements only apply for apprentices seeking credit for prior experience in excess of 50% of the total program hours threshold.
5.2. Sponsors submitting a special request should append supporting documentation to attest the apprentice’s prior education, technical training or on-the-job training, work-based learning, and/or other formal training or work experience. Supporting documentation could include:
a. Transcripts;
b. Certifications verifying that they have successfully completed relevant training courses;
c. Apprenticeship Agreement Forms;
d. Work-based learning or on-the-job training hours report signed off by a previous or current employer and/or sponsor;
e. the successful completion of an assessment and/or examination of competencies and skills related to a registered apprenticeship program, where applicable;
f. Military service records, as applicable. 
5.3. Program Sponsors, in collaboration with apprentices, are ultimately responsible for the timely submission of complete and accurate documentation to their assigned RAC within Virginia Works.

6. Appeals
6.1. Applicants may request a review of credit decisions within 30 calendar days of notification. Appeals will follow Virginia Works’ standard review procedures.

7. Equal Employment Opportunity
7.1. When awarding credit for prior experience, sponsors must:
a. Use objective, job-related criteria to evaluate prior experience.
b. Ensure that evaluation procedures are uniformly applied to all applicants.
c. Avoid any practices that may disproportionately exclude individuals from protected classes.
7.2. Sponsors must also maintain documentation of credit decisions and be prepared to demonstrate that their practices align with EEOC standards and the affirmative action obligations outlined in 29 CFR Part 30 and Virginia Administrative Code 16VAC20-21-50. Noncompliance related to the equal employment opportunity of apprentices and/or graduates of such an apprenticeship program is grounds for deregistration or other enforcement action in accordance with § 30.15.

AGENCY RESPONSIBILITIES 
To comply with the Fair Labor Standards Act (FLSA), Virginia Works will ensure that all procedures and systems related to wage and hour compliance are clearly defined, documented, and communicated to relevant staff. This includes employees responsible for managing apprenticeship programs, field team members, and administrative personnel who oversee labor standards. These measures will support the accurate dissemination of information and promote consistent adherence to FLSA requirements.
Virginia Works will bring all new and prospective changes to Registered Apprenticeship policy to the Virginia Apprenticeship Council for consideration.
Registered Apprenticeship Consultants will
· Initiate review of special requests from RAP Sponsors to consider credit for prior experience upon receipt of full and complete documentation. RACs must confirm credit determinations to Sponsors in writing within thirty (30) calendar days. 
· Document credit determinations in the Registered Apprenticeship Partners Information Database System (RAPIDS).
· Maintain records of credit decisions and ensure compliance with federal and state standards.
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