                                                                                                              [image: image1.jpg]Wildland
Firefighter
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Memo #1


To:  Regional Coordinator and Unit Managers


From:  Shirley Sutliff, Forest Service National Coordinator


Date:   June 9, 2003

Subject:   Program Reporting

Section XIX – Maintenance of Records identifies that the National Coordinator is responsible for maintaining all records related to the training of apprentices, and any other information relevant to the operation of the program.  With this, below you will find the process and procedures for reporting to the National Coordinator.

1) Monthly Work Process Reports:  must be forwarded to the National Coordinator quarterly (January 30th, March 30th, June 30th, September 30th.).   Unit Managers should receive the work processes reports from apprentices on the 10th of each month for the previous month.

2) Updating Work Process Credit for Previous Experience:  Credit for work processes may be updated after initial completion of the Department of Labor Agreement.  However, this must be completed within the first 120 days of indenture (effective date) into the program.  

This will allow home units to receive a more detailed application from the apprentices in a situation were the hiring process may not allow applicants to provide accurate documentation of previous experience.  This process should be coordinated with the hiring unit’s Human Resource Staff.

3) Required Supplemental Technical Training:  Section XIII of the National Apprenticeship Standards allows apprentices to receive credit for previous training towards this category when completed within the previous three years from date of indenture.  

To receive credit for this training apprentices must provide proof of successful completion.  Proof may be documents such as Certificates of Completion or printouts from qualifications and training computer databases.  Documents must be provided to National Coordinator within 120 days of indenture with the first Required Supplemental Technical Training Report.

Memo #1 Continued:

4) Reporting Lost Time Injuries and Deaths:  Section VI of the National Apprenticeship Standards requires sponsoring agencies to annually report information for the previous calendar year lost time injuries and deaths of any apprentices who were employed under the conditions of standards.

This documentation is to be forwarded to the National Coordinator by the 15th of January each year for the previous year.  Documentation will include:  Apprentice name, nature of injury and number of days lost for lost time injuries.

5) Status Reporting:  Unit Managers and Regional Coordinators must report changes in status (resignation, termination, leave of absence, death, acceptance of a position outside of apprenticeship, transfer to another agency, etc.) of registered apprentices to the National Coordinator within 30 days of status change.  A copy of the SF-52 will be forwarded to the National Coordinator as documentation of the action.
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