
On the Job Training
Hours

Related Instruction
Hours

Previous Credit Hours 100 5
Hours to Date 70 500

Hours Required 8,000 576
Percentage of Goal Reached 2% 88%

98% 12%

0.010625
0.438368056
0.551006944

45%
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NYSDOL Apprentice Training Record

Hours
A M
B N
C O
D P
E Q
F R
G S
H T
I U
J V
K W
L X

Preventative Maintenance and Troubleshooting 2750
Misc. 150

Electrical Repair 950
Electronic Repair 1900

Safety and Workplace Orientation  250
Mechanical Repair 2000

Work Process Requirements in Training Outline
Work Process Hours Work Process

document.

Fill out the Calendar Year, Apprentice Information, Sponsor Information, Apprentice Training Representative Information and Designated Local Education Agency Representative 
Information above.  Please note, the apprentice’s name and address are essential, as this may be their only training record. 

Under the heading "Work Process" on lines A‐X below, enter the categories of training from the Training Outline Work Processes (Appendix A).

For first use of document, enter any credit for previous work experience in the January Brought Forward row, or enter the previous year's totals if starting a new calendar year.  Then, 
enter daily, the hours of work site training or job experience under the appropriate work process category.  The hours in a work day may be divided among several Work Process 
categories. The worksheet will automatically calculate daily, monthly and cumulative totals.  The supervisor must initial each line on the right, under Journey Worker‐Supervisor Initials.  

At the end of the month, submit the record to your supervisor who will then grade your progress and have it recorded on a permanent basis.  The supervisor will give you an overall 
grade of Excellent, Good, Fair or Poor and is required to sign his/her name on a printed copy of the document.

Apprentices must have records that document task rotation with them at job sites.  Representatives of State and Federal agencies may ask to review these records.  They will be 
interested in seeing that the apprentices are getting the full amount of training the employer promised.  They may be from an Apprentice Training agency within whose standards of 
training the employer must operate. In addition, the employer/sponsor will want to keep a permanent record of each apprentice's progress.

Apprentice training programs are registered with the Division of Employment and Workforce Solutions of the New York State Department of Labor.  If apprentices have any problems, 
contact the ATR who is listed on the front page of this document.  Further space is provided at the end of this document to keep a personal record of related instruction.

Note:  This document allows space for one calendar year of training.  If the program exceeds one year, create and use additional documents.
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NYSDOL Apprentice Training Record

January 2021
Brought 
Forward 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Work Process A B C D E F G H I J K L M N O P Q R S T U V W X
Total 
Hours

Journey Worker-
Supervisor Initals

1 0
2 0
3 0
4 0
5 0
6 0
7 0
8 0
9 0

10 0
11 0
12 0
13 0
14 0
15 0
16 0
17 0
18 0
19 0
20 0
21 0
22 0
23 0
24 0
25 0
26 0
27 0
28 0
29 0
30 0
31 0

Monthly Total 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Cumulative 
Totals 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

  Hours Worked on Each Work Process Category SAMPLE

Work Site Grade this Month: (Select one)     Supervisor SignatureExcellent Good Fair Poor
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   Personal Related Instruction Record
School Name Course Name Date Completed Hours Credited
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