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Policy Statement: As of the effective date, the traditional paper-based Apprentice Agreement Form will no longer be used. All registration and completion activities must be conducted through RAPIDS. 
This policy provides guidelines for Virginia Works to: 
New Electronic Process Overview
1. Apprentice Registration:
a. Sponsors will receive RAPIDS access and are responsible for registering all apprentices directly with the system.
b. If more than half credit is awarded the sponsor will upload the required documents (see Credit Policy)
c. RAC will review and approve the registration upon submission to ensure accuracy and compliance. 
2. Completions:
a. Upon program completion, sponsors must upload the apprentices’ transcripts and submit a completion request via RAPIDS. 
b. RAC will confirm the transcript reflects a minimum of 144 related instruction hours per year of the program. 
c. RAC will approve the completion in RAPIDS
3. Completion Certificate:
a. Once the consultant approves the completions, a Completion Certificate will be automatically generated in RAPIDS. 
b. Sponsors will have the ability to download and print the certificate directly from RAPIDS. 
4. Licensure & Communication with DPOR
a. We will notify the Department of Professional and Occupational Regulation (DPOR) of this procedural update. 
b. The red “APPROVED” stamped Apprentice Agreement Form will no longer be used or accepted. 
c. Completed apprentices may use their RAPIDS- generated Completion Certificate as documentation when applying for licensure with DPOR. 
Agency Responsibilities 
When considering a change to the current protocol, policy or procedure, the agency should consult with the Department of Human Resource Management (DHRM) as applicable.
To support the successful implementation of the electronic registration and completion process for Registered Apprenticeship, Virginia Works is committed to the following responsibilities:
1. Sponsor Communication & Training:
a. Notify all current and future sponsors of the transition from paper-based forms to the electronic RAPIDS process. 
b. Provide sponsors with detailed instructions, training, and support to ensure they understand and can fully utilize the RAPIDS system for apprentice registration, transcript uploads, and completion requests. 
c. Host informational webinars, send formal notices, and offer one-on-one technical assistance as needed during the transition period. 
2. DPOR Notification:
a. Officially inform DPOR of the change in process. 
b. Ensure DPOR recognizes the RAPIDS- generated Completion Certificate as the official documentation for licensure purposes in place of the previously used red “APPROVED’ stamped form. 
c. Maintain open communication with DPOR to ensure alignment and address any issues or concerns during or after the transition. 
3. Ongoing Oversight & Compliance:
a. Monitor continued support to consultants and sponsors to ensure accuracy, timeliness, and integrity of all records in RAPIDS
b. Monitor sponsor compliance with the electronic registration and completion process. 
c. Regularly evaluate the effectiveness of the transition and make adjustments as needed to improve system use and user experience. 

Responsibilities 
Sponsors are responsible for accurate data entry, timely uploads, and maintaining documentation within RAPIDS. 
Consultants are responsible for timely reviews, verifications, and approvals. 
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