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INTRODUCTION
ABOUT SEATTLE AREA PIPE TRADES APPRENTICESHIP
The Seattle Area Pipe Trades Apprenticeship (SAPT) was formed in 1939 as a joint labor-management program between United
Association Local 32 and the Mechanical Contractors Association of Western Washington. The Seattle Area Journeyman and
Apprenticeship Training Committee (JATC) oversees apprenticeship training. Five subcommittees support the JATC with specific
curricular review and recommendations. The Board of Trustees (Trustees) oversees fiscal decisions and accountability for the
apprenticeship. The JATC, its subcommittees and the Board of Trustees memberships are equally represented by labor and
management.
SAPT is a state-registered organization, and its program standards are approved and regulated by the Washington State Apprenticeship
Training Council. There are five apprenticeship pathways in the Seattle Area Pipe Trades:
▪
▪
▪
▪
▪

Commercial Plumbers
Heating, Ventilation & Air Conditioning (HVAC) – Refrigeration
Marine Pipefitters
Residential Plumbers
Steamfitters

There is a competitive process to be selected for an apprenticeship slot. Apprenticeship combines on-the-job experience and collegelevel courses. SAPT expects all apprentices to uphold the UA Standards of Excellence, and to follow program policies. Apprentices who
follow these rules will enjoy a long career with UA Local 32, and will become leaders in their work and communities.

ABOUT UNITED ASSOCIATION LOCAL 32
United Association Local 32-Seattle was chartered by the United Association of Journeyman and Apprentices of the
Plumbing and Pipefitting Industry in August 1889 – approximately one month before Washington was granted
statehood. In 2015, United Association Local 32 enjoyed its 125th Anniversary. It is one of over 400 UA Locals in the
United States and Canada. There are over 300,000 members representing pipe trades professions between the two
countries; currently, there are over 3,300 members in UA Local 32. Local 32 provides excellent resources and
information to its members. Their website is www.ualocal32.org.

ABOUT MECHANICAL CONTRACTORS ASSOCIATION OF WESTERN WASHINGTON
The Mechanical Contractors Association of Western Washington (MCAWW) represents the most competent,
professional and cutting-edge mechanical contractors in the nation. It provides its members with quality
education, as well as support and assistance with labor negotiations, safety and legislative issues and Code
interpretation. MCA member firms employ the highly skilled and trained workforce of the United Association of
Plumbers & Pipefitters. There are currently over 100 firms represented by MCAWW.

LABOR/MANAGEMENT AGREEMENT
United Association Local 32 and the Mechanical Contractors Association of Western Washington negotiate a collective bargaining
agreement. This agreement defines the wages, benefits, training and working conditions of all UA Local 32 members. Apprentices
should become familiar with this agreement. A copy of the current Labor/Management Agreement can be obtained from the UA Local
32 Office.
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UA CONSTITUTION
The UA Constitution was first adopted in October 1889 and has been revised 39 times in the document’s history. A constitution is the
fundamental, unifying principles or established precedents by which an organization acknowledges itself to be governed. A copy of the
most current UA Constitution can be obtained from the UA Local 32 Office.
UA STANDARDS FOR EXCELLENCE
The UA Standards of Excellence are commitments made by Labor and Management to ensure the Agreement can be successfully
executed. They are explained in the Labor/Management Agreement and printed here:

MEMBER AND LOCAL UNION RESPONSIBILITIES
To ensure the UA Standard for Excellence platform meets and maintains its goals, the Local Union Business Manager, in partnership
with his implementation team, including shop stewards and the local membership, shall ensure all members:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Meet their responsibilities to the Employer and their fellow workers by arriving on the job ready to work, every day, on time.
(Absenteeism and tardiness will not be tolerated.)
Adhere to the contractual starting and quitting times, including lunch and break periods. (Personal cell phones will not be used
during the workday with the exception of lunch and break periods.)
Meet their responsibility as highly skilled craft workers by providing the required tools as stipulated under the local Collective
Bargaining Agreement while respecting those tools and equipment supplied by the Employer.
Use and promote the local union and international training and certification systems to the membership so they may continue
on the road of lifelong learning, thus ensuring UA craft workers are the most highly trained and sought after workers.
Meet their responsibility to be fit for duty, ensuring a zero tolerance policy for substance abuse is strictly met.
Be productive and keep inactive time to a minimum.
Meet their contractual responsibility to eliminate disruptions on the job and safely work towards the on-time completion of the
project in an auspicious manner.
Respect the customer’s property. (Waste and property destruction, such as graffiti, will not be tolerated.)
Respect the UA, the customer, client, and contractor by dressing in a manner appropriate for our highly skilled and professional
craft. (Offensive words and symbols on clothing and buttons are not acceptable.)
Respect and obey Employer and customer rules and policies.
Follow safe, reasonable, and legitimate management directives.

EMPLOYER AND MANAGEMENT RESPONSIBILITIES
MCAA/MSCA, PFI, NCPWB, PCA, UAC and NFSA and their signatory contractors have the responsibility to manage their jobs effectively
and, as such, have the following responsibilities under the UA Standard for Excellence.
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Replace and return to the referral hall ineffective superintendents, general foremen, foremen, journey workers, and
apprentices.
Provide worker recognition for a job well done.
Ensure that all necessary tools and equipment are readily available to Employees.
Minimize workers’ downtime by ensuring blueprints, specifications, job layout instructions, and material are readily available in
a timely manner.
Provide proper storage for contractor and Employee tools.
Provide the necessary leadership and problem-solving skills to jobsite supervision.
Ensure jobsite leadership takes the necessary ownership of mistakes created by management decisions.
Encourage Employees but, if necessary, be fair and consistent with discipline.
Create and maintain a safe work environment by providing site specific training, proper equipment, and following occupational
health and safety guidelines.
Promote and support continued education and training for Employees while encouraging career building skills.
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▪

▪
▪

Employ an adequate number of properly trained Employees to efficiently perform the work in a safe manner, while limiting the
number of Employees to the work at hand, thereby providing the customer with a key performance indicator of the value of
the UA Standard for Excellence.
Treat all Employees in a respectful and dignified manner, acknowledging their contributions to a successful project.
Cooperate and communicate with the job steward.

REGISTERED TRAINING STANDARDS
The Seattle Area Pipe Trades Apprenticeship is a state-registered organization. Its training standards are routinely reviewed and
approved by the Washington State Apprenticeship Training Council. A copy of the most current standards can be obtained at
www.LNI.wa.gov/apprenticeship.
TRUSTEES
Frank W. Leonard, Chair of the Board of Trustees, Representing Management
Ed Kommers, Representing Management
Stacy Johnson, Representing Management
Jack Baker, Representing Labor
Dan Jensen, Representing Labor
Mike Kunkel, Representing Labor
JATC MEMBERS
Robin Cowper, Chair, Representing Management
Pat Damitio, Representing Management
Stacy Johnson, Representing Management
Jennifer Koch, Representing Management
Travis Watson, Representing Management
Jeff White, Representing Management

Joel Crabtree, Secretary, Representing Labor
Ian McKnight, Representing Labor
Steve Sayres, Representing Labor
Marisa Spencer, Representing Labor
TJ Riordan, Representing Labor
Corey Wilker, Representing Labor

ADMINISTRATION
SAPT is supervised by a Training Coordinator, who is supported by an Assistant Training Coordinator and office and custodial staff.
Currently, there are seven full-time Apprenticeship Instructors, one full-time Veterans in Piping instructor, one Gas Distribution
Instructor, and over 70 part-time instructors who teach evening and weekend apprentice and journeymen classes.
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CONTACT INFORMATION
Seattle Area Pipe Trades Apprenticeship (Education Center)
595 Monster Road SW, Suite 100 | Renton, WA 98057
425.271.5900 Main Line
425.271.4985 Fax
www.seattlepipetrades.org
COORDINATORS
PJ Moss, Training Coordinator pjmoss@seattlepipetrades.org | 206.588.9994 cell
Heather Winfrey, Assistant Training Coordinator heather@seattlepipetrades.org | 206.550.4278 cell
FULL TIME INSTRUCTORS
Tom Barrett (Steamfitters), tom@seattlepipetrades.org
Duane Bjornson (HVAC-R), dbjornson@seattlepipetrades.org
Dan Fink (Gas Distribution), danfink@ualocal32.com
Dave Gibson (VIP Program), dgibson@seattlepipetrades.org
Jeff Holmes (Welding), jholmes@seattlepipetrades.org
Will McLaurin (HVAC-R), wmclaurin@seattlepipetrades.org
Steve Simpson (Plumbing), ssimpson@seattlepipetrades.org
Armando Villalobos (Plumbing), avillalobos@seattlepipetrades.org
William Whitfield (Plumbing), wwhitfield@seattlepipetrades.org
Dale Wilcox (Plumbing), dwilcox@seattlepipetrades.org
APPRENTICESHIP OFFICE STAFF
Ariel Chea, Administrative Assistant
(Assists with Affidavits, GI Bill Certifications, OJT Reporting, supports Plumber Instruction Team)
ariel@seattlepipetrades.org

Cell: 206.375.0408
Anna Marie Lassman, Bookkeeping, Tutor
(Assists with Textbooks, Bookkeeping, Tutoring & Study Hall, supports Steamfitter Instruction Team)
alassman@seattlepipetrades.org
Cell: 206.375.3463
Kim Morehead, Journeyman Specialist
(Assists with Journeyman Schedules, Bates Registrations, supports HVAC/Refrigeration Instruction Team)
kimm@seattlepipetrades.org
Cell: 206.375.4097
Cariane Obrovac, Office Manager, Apprentice & Applicant Specialist
(Assists with Attendance, Monthly Evaluations, supports Plumber Instruction Team)
cariane@seattlepipetrades.org
Cell: 206.375.4191
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UA LOCAL 32 BUSINESS MANAGER & AGENTS
Main Phone: 425.277.6680
Jeff Owen, Business Manager, jeff@ualocal32.com
Mike Kunkel, Plumber Agent & Assistant Business Manager, mikek@ualocal32.com
Joel Crabtree, HVAC/Refrigeration Agent, Joel@ualocal32.com
Antonio Cruz, Organizer, antonio@ualocal32.com
Chris Hawes, Organizer, chrish@ualocal32.com
Leanne Guier, Political Coordinator, leanneg@ualocal32.com
Ryan Miller, Dispatch, ryan@ualocal32.com
Brad Moore, Organizer, brad@ualocal32.com
TJ Riordan, Steamfitter/Welder & Marine Pipefitter Agent, tjriordan@ualocal32.com
Zac Smith, Organizer, zacs@ualocal32.com
Kurt Swanson, Puget Sound Energy Agent, kurt@ualocal32.com
Corey Wilker, Plumber Agent, coreyw@ualocal32.com
JR Ybarra, Gas Distribution Mainline Agent, JR@ualocal32.com

OFFICE HOURS OF OPERATION
The Apprenticeship Office is open Monday – Friday 7:30am to 4:30pm. It closes for lunch from 12:00pm to 1:00pm. It is located in Suite
100.
The UA Local 32 Office is open Monday- Friday 7:30am to 4:30pm and closes for lunch from 11:30am to 12:30pm. The UA Office Staff
assists with union dues and fees, health and welfare, and the Out of Work List.
Shannon Kelly, Office Manager, ShannonK@ualocal32.com

BLOCK TRAINING & SCHEDULES
BLOCK TRAINING EXPLAINED
The new apprenticeship class model is called Block Training. This shifts the first 4 years of a program to five, weeklong, 50-hour
sessions. These sessions spaced out over a calendar year beginning in January and ending in December. Some linked learning will be
required between Block Training weeks.
Each week will be Monday – Friday, and each day will begin at 6:00am and end at 4:30pm.
Commercial and Residential Plumbers will train together for the first 3 years of Block Training. HVAC/Refrigeration and Steamfitters will
train in the same weeks, with some cross-training. Fifth year apprentices will either train online, or if recommended, will attend some
exam prep courses.
There are additional advantages to Block Training, including:
✓
✓
✓
✓
✓
✓
✓

Apprentices will know their training schedules for the full duration of their program
Nighttime apprenticeship courses will be significantly reduced, if not eliminated
Apprentices will remain connected to the core, Full-Time Instructor team
Apprentice courses will be restructured around project-based learning
Nighttime, specialty classes for Journeyman can be greatly expanded
Factory representative and industry credentials can be offered at night for all members
Building and parking lot capacity issues will significantly improve, especially at night
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APPRENTICE BLOCK TRAINING SCHEDULES
All apprentices will receive training schedules for the duration of their program. They will also be posted at seattlepipetrades.org. With
the ability to schedule far into the future, this will mean attendance becomes even more important, and absences will not be tolerated.
Block Training should be the apprentice’s priority. Do not schedule vacations or other optional events on dates when you are required
to be in class. Doing so is a violation of program standards. Please see the Attendance Policy in Appendix A for more information.
If the apprentice has an emergency or illness, they must contact the Training Coordinator or Assistant Training Coordinator right away.
HOLIDAYS
The Seattle Area Pipe Trades Education Center does not conduct training on the below dates and holidays. This does not mean that
apprentices have these dates off work. Apprentice Office staff will likely be available during fall and winter holiday training closures. If
you do not see a holiday listed below, it means the Education Center is open for business and training is scheduled!
▪
▪
▪
▪
▪
▪

Labor Day – September
Thanksgiving Week - November
Christmas Break (two weeks between Christmas and New Year’s Day)
New Year’s Day – January
Memorial Day - May
Independence Day - July

It is typical for professionals in mechanical trades to work, or be on call, on federal or state observed holidays. It is the apprentice’s
responsibility to work with his or her contractor if he or she wants to schedule time off on a holiday.
CLOSURES DUE TO INCLEMENT WEATHER
SAPT will monitor weather reports and determine whether or not it is feasible to open school. If the training center must close,
apprentices will be notified by text, email and class representatives.
Remember, safety first! SAPT understands that conditions can vary in the greater Puget Sound. If you live in a location where extreme
weather prevents travel, it is your responsibility to call your instructor, the Training Coordinator, or Assistant Training Coordinator.

BASICS OF APPRENTICESHIP
TERMS OF APPRENTICESHIP
The “Terms of Apprenticeship” refer to the standards set by the JATC, and regulated by the Washington State Department of Labor &
Industries- Apprenticeship Division. They include application prerequisites, curriculum, how discipline matters are handled, and
requirements for turnout.
Each SAPT program has its own UA, national, state and even city licenses, exams, and credentials that must be earned before an
apprentice can become a journeyman. These requirements are further explained in the following section.
COMMERCIAL PLUMBERS
The Commercial Plumber program is 5 years in duration, totaling 10,000 OJT hours and a minimum of 216 classroom hours, also called
“related supplemental instruction” by the state of Washington.
Commercial Plumber is a licensed craft and when an apprentice has successfully earned a reported 8,000 hours of OJT, he or she may
take the state exam to earn a Washington State Plumber’s License.
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HVAC- REFRIGERATION
The Heating, Ventilation & Air Conditioning (HVAC) – Refrigeration program is 5 years in duration, totaling 10,000 OJT hours and a
minimum of 216 classroom hours, also called “related supplemental instruction” by the state of Washington. HVAC-Refrigeration is a
licensed craft and when an apprentice has successfully earned a reported 4,000 hours of OJT, he or she may take the state exam to earn
a Washington State 06A Electrical License.
MARINE PIPEFITTERS
The Marine Pipefitter program is 3 years in duration, totaling 6,000 OJT hours and a minimum of 144 classroom hours, also called
“related supplemental instruction” by the state of Washington.
RESIDENTIAL PLUMBERS
The Residential (Housing) Plumber program is 3 years in duration, totaling 6,000 OJT hours and a minimum of 144 classroom hours, also
called “related supplemental instruction” by the state of Washington. Residential Plumber is a licensed craft and when an apprentice
has successfully earned a reported 6,000 hours of OJT, and worked an additional, reported 2,000 hours by the contractor, he or she may
take the residential specialty state exam to earn a Washington State Plumber’s License.
STEAMFITTERS
The Steamfitter program is 5 years in duration, totaling 10,000 OJT hours and a minimum of 216 classroom hours, also called “related
supplemental instruction” by the state of Washington. Steamfitters are expected to earn several UA and WABO certifications.

PROBATIONARY PERIOD
All apprentices are considered probationary for one full year, beginning on their initial dispatch date. An apprentice successfully
completes probation after a year, and only if he or she meets all the policies and expectations outlined in this Handbook, in the State
Standards, and by approval of the JATC.

TRAINEE CARDS, AFFIDAVITS & EXAMS FOR LICENSURE OR TURN OUT
When a Commercial or Residential Plumber Apprentice or Refrigeration Apprentice begins his or her program, they must obtain a
trainee card through Washington State Department of Labor & Industries (LNI). An apprentice can apply for a card in person at a LNI
office, or online. The apprentice is responsible for application and renewal fees associated with trainee cards.

PLUMBER TRAINEE CARDS
A plumber trainee must renew their card every year until they pass the exam to become a journey level or specialty plumber.
▪
▪

A Commercial Plumber apprentice can take the Plumber License exam when he or she has earned 8,000 hours of On-the-Job
Training (OJT).
A Residential Plumber apprentice can take the Plumber License exam when he or she has earned 6,000 hours of OJT.

ELECTRICAL TRAINEE CARDS
Refrigeration/HVAC apprentices must earn a 06A Electrical License in order to work on all electrical components of the trade. An
apprentice earning his or her electrical license must renew the trainee card every two years.
It is crucial to NOT let a trainee card lapse. If the card expires while an apprentice works, none of the OJT earned during the lapse period
can be counted towards the total hours needed to take a license exam. Further, it is a code violation and can lead to termination from
work.
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Trainee cards must always be carried by an apprentice when working. SAPT expects its apprentices to keep their card in a visible,
weatherproof holder attached to a lanyard or clip.
HOW TO GET A TRAINEE CARD
Trainee cards are obtained through the Washington State Department of Labor and Industries (LNI). An apprentice can obtain and
renew trainee cards online or in person.
Apprentices will not be able to get or renew a trainee card if they have outstanding or unpaid infractions with LNI. It does take 2-4
weeks to receive the card. If an apprentice previously had a card as a helper/tradesmen or in previous employment, apprenticeship
registration will be substituted for outstanding continuing education requirements. If there is a problem renewing a card, notify the
SAPT office immediately.

ONLINE
Plumbers: Go to lni.wa.gov/TradesLicensing/Plumbing and select either the “apply” or “renew” option.
HVAC-Refrigeration: Go to lni.wa.gov/TradesLicensing/Electrical and choose the “apply” or “renew” option.
IN PERSON
There are several, regional LNI offices. The closest to SAPT is:
12806 Gateway Drive South
Tukwila, WA 98168
206.835.1000
The cost for a plumber trainee card is $56.40. The cost for an electrical trainee card is $49.20..

AFFIDAVITS OF EXPERIENCE
PLUMBER AFFIDAVITS
Every year, Plumber apprentices must notify the Apprenticeship Office when the trainee card is renewed. The apprentice will then be
notified by the Apprenticeship Office to sign an “Affidavit of Experience.” Affidavits should be sent in no later than 30 days after the
renewal date. The trainee card will be placed in “inactive status” if the Affidavit is not received within the approved time frame. This
form verifies to the Washington State Department of Labor & Industries –Plumber Division that the plumber apprentice is earning hours
towards the 8,000 required to sit for the state plumbing license exam. No more than 12 months can be reported on any one form, and
SAPT only reports apprentice hours. SAPT cannot verify Helper hours, or hours previously earned before becoming an apprentice.
SAPT submits affidavits in the month of the apprentice’s trainee card expiration. Submittal of this affidavit is NOT connected to the
ability to renew a trainee card.
ELECTRICAL AFFIDAVITS
Every year, HVAC/Refrigeration apprentices will be notified by the Apprenticeship Office to sign an “Electrical Affidavit of Experience.”
This form verifies to the Washington State Department of Labor & Industries – Electrical Division that the HVAC-R apprentice is earning
hours towards the 4,000 required to sit for the 06A Electrical license exam. Hours worked as a Tradesman can be applied towards the
electrical trainee card.
These forms are prepared in the month prior to the apprentice’s trainee card expiration. Submittal of this affidavit is NOT connected to
the ability to renew a trainee card.
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CREDENTIALS & LICENSES
SAPT pays the initial testing fees for turnout requirements. If an apprentice misses or fails an exam associated with turnout
requirements, they must pay retesting fees, unless otherwise approved by the Coordinator. SAPT does not pay license renewals or
journeymen testing fees.
Seattle Area Pipe Trades designs its curriculum so apprentices can earn both required and additional credentials.
Once an apprentice has finished all required classes and OJT hours associated with his or her trade, the apprentice has 90 days to take
required exams, and then provide documentation of earned certificates or licenses.
Apprentices are strongly encouraged to take exams as soon as they become eligible to do so, rather than delaying until the end of their
programs. If an apprentice does not earn these exams in this reasonable period of time, the JATC may require additional classes, or
rerate the apprentice to a lesser wage.

GENERAL EXPECTATIONS OF THE APPRENTICE
Full policies are in Appendix A of this Handbook.

ATTENDANCE & REMEDIATION
ATTENDANCE POLICY
Complete attendance during scheduled Block Training is imperative to an Apprentice’s success. Apprentices receive their training
schedules for the duration of their program. There are five Block Training weeks scheduled in a calendar year. A Block Training week will
begin at 6:00am and end at 4:30pm, Monday through Friday.
There is no excuse for missing training due to conflicts an apprentice can control, such as vacations or special events.
If an apprentice has an emergency or is sick, they must notify the training center prior to the start of the day. Additionally, they must
provide proof of illness by submitting a doctor’s note. The apprentice will have two weeks from the date of the absence to provide this
documentation.
If an apprentice is absent for any other reason, it will be considered a violation of program standards. Discipline for failing to attend
training is as follows:
1st Day Missed: Automatic 200 hour raise hold, automatic notification to apprentice’s contractor, and a Verbal Warning.
2nd Day Missed: Automatic three-day suspension from work (Tuesday, Wednesday, Thursday) and a Written Warning.
3rd Day Missed: Automatic and immediate suspension from work and class. The apprentice will be mailed a 20-day notice to
appear at the next JATC meeting for discipline. The apprentice will remain in suspension until the discipline meeting. At that
time, the JATC will determine whether the apprentice will remain in the program or be removed.
These following steps apply in a 12-month period, including consecutive absences in one week, or over the 12-month period. If an
apprentice misses only one day in a 12-month period, the progressive discipline structure will reset.
All daytime classes begin promptly at 6:00am, and end at 4:30pm. Any unexcused tardiness will result in an unexcused absence. The
full policy is available in Appendix A.
REMEDIATION POLICY
When an apprentice is struggling with content, he or she may be enrolled into remediation by a full-time instructor. Remediation will
occur weekly from 4:30pm to 7:30pm between Block Training weeks. After the apprentice is enrolled, it is expected that he or she meet
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with the weekly tutor and work on the theory and/or hands-on skills identified as areas of need. The tutor will submit progress reports
to SAPT, and make a recommendation to continue tutoring, or exit as satisfactory.
If an apprentice is enrolled into remediation and fails to attend, he or she will be subject to discipline, including and up to cancellation
from the program.
LINKED LEARNING
Make up dates will be scheduled Monday through Saturday from 6:30am to 4:30pm, and at the convenience of the instructor or tutor.
In most cases, apprentices must attend study hall to make up for the class hours missed. It is the responsibility of each apprentice to
confirm when a make-up day or study hall hours are scheduled, and to notify their employer of their upcoming absence from work, if
applicable.
BLACKBOARD ACCESS
Most Linked Learning is delivered through the Blackboard Student Learning Management system. Apprentices can go to Blackboard
directly through the seattlepipetrades.org website, under the MEMBERS page.
Login: [First Initial] [Last Name] _ua032
Password: UA Number
Office staff can help if there is an issue! Call 425.271.5900.
BOOKS AND SUPPLIES
Apprentices receive books and syllabi at the beginning of the instruction year. Some books will be kept by apprentices, and some books
will be returned at the end of the class, or instruction year. They will sign a checklist verifying receipt of all items. If the apprentice fails
to keep books, supplies or tools in working condition, or they are lost, it is the apprentice’s responsibility to replace these items, and at
their own expense.
CELL PHONES
Cell phones and texting are distractions, and potentially unsafe, during class and lab time. Ringtones should be set to silent mode. If an
apprentice is told more than once to stop using a cell phone, he or she may be removed from class and considered an unexcused
absence, which is subject to discipline.
COMMUNICATION
It is the apprentice’s responsibility to make sure SAPT has his or her current address, telephone numbers, and email address. All changes
must be reported to the main office within 30 days.
DUES POLICY
When an apprentice is placed in delinquent status for nonpayment of union dues or expelled by the union, the apprentice will be called
before the JATC to review the apprentice’s abilities to maintain their availability for work. If the apprentice fails to do so, they shall be
provided with a notice to appear at the JATC for the purpose of disciplinary action up to and including cancellation.
DRIVER’S LICENSE
All apprentices must show proof of a valid Washington State driver’s license and valid trainee card to receive a dispatch to work.
Apprentices without a valid WA State driver’s license and valid trainee card will not be dispatched to work. Apprentices must carry their
trainee card and driver’s license with them on the job at all times.
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GAS PIPING COURSE
This class is delivered online, and it will be made available through Blackboard. Blackboard login for apprentices is available on the
seattlepipetrades.org website. Apprentices are responsible for completing this self-paced course prior to their scheduled exam date,
which happens in person at the training center.
GRADUATION
Each fall, UA Local 32 and MCAWW co-host an Apprenticeship Banquet to honor apprentices who turned out in the prior year, and to
recognize instructors and members for their excellence. This is an invitation only event.
HOMEWORK
Homework must be completed fully and turned in at the beginning of class. Failure to complete any class assignment will impact
grades, and all apprentices must maintain a “B” grade average to continue in the program. Apprentices may be assigned to tutoring to
mitigate academic issues.
TUTORING, STUDY HALL & PRACTICE
Apprentices may arrange tutoring or additional time outside of class to practice skills, such as welding and drafting. Some apprentices
may be assigned to tutoring to improve grades or complete assignments. Study Hall is required for apprentices who must make up
missed classes, but groups can arrange to use class space to study during these hours, too.
Apprentices should make these arrangements with the tutor or their full-time instructors, so materials and equipment can be tracked
accordingly. A tutoring and study hall schedule will be given out at orientation.

INJURIES
Remember, report an injury on-the-job to the Training Coordinator! Your Apprenticeship Office is the first line of advocacy for you on a
worksite, or in a classroom.
As a registered apprentice in Washington State, you are entitled to a safe and healthful working and learning environment. You are also
covered by Washington’s Industrial Insurance Act. The information provided herein is courtesy of Washington State Department of
Labor & Industries – Apprenticeship Division.
POINTS TO REMEMBER
▪
▪
▪

Your employer provides workers’ compensation coverage during On-The-Job training. The Washington State Apprenticeship
and Training Council covers you during classroom or lab instruction.
You cannot waive your right to workers’ compensation benefits.
Learn all you can about safe work practices.

IF YOUR INJURY OCCURS DURING ON-THE-JOB TRAINING
1.
2.
3.

Report your injury to your supervisor or foreman.
Seek medical attention.
Complete the workers’ section of the Report of Industry Injury or Occupational Disease provided by the doctor. Answer all
questions to avoid a possible delay in benefit payments. (If your employer is self-insured, your supervisor will give you the
accident report form you need to take to the doctor.) Under “employer,” list the company where the OJT is being performed.

IF YOUR INJURY OCCURS IN THE CLASSROOM OR LAB
14

1.
2.
3.
4.

Report your injury to your instructor.
Seek medical attention.
Complete the workers section of the Report of Industry Injury or Occupational Disease provided by the doctor. Answer all
questions to avoid a possible delay in benefit payments.
Under “employer,” list:
Washington State Apprenticeship and Training Council
PO Box 44530
Olympia WA 98504-4530
Phone: 360.902.5323
Fax: 360.902.4248

5.
6.

Report the wages you earn from your present or last employer.
The instructor should complete the Instructor’s Report of Accident/Incident form and send to the above address, as soon as
possible.

REPORT PROMPTLY
If you suffer an injury or occupational illness, you must report it in a timely manner.
▪
▪

You must report any injury within one (1) year.
For occupational disease and illnesses, a Report of Industry Injury or Occupational Disease must be filed within two (2) years
after a doctor notifies you in writing that you have contracted an occupational disease and may file a claim for benefits.

PROTECTION WHEN FILING A WORKERS’ COMPENSATION CLAIM
▪

If you feel you have been discriminated against because you filed a workers compensation claim or expressed an intent to file,
you can submit a discrimination complaint by writing to:
Washington State Labor and Industries, Investigations
PO Box 44277
Olympia, Washington 98504-4277.

▪

▪

You may also contact Project HELP, which is a cooperative between the Washington State Labor Council, AFL-CIO, Washington
State Employer Community, and the Washington State Department of Labor & Industries. This non-profit can help expedite
and/or resolve issues that may arise during a claims process. Project HELP can be reached at 800.255.9752.
You must act within 90 days. Labor and Industries will investigate your complaint and take legal action if valid concerns are
identified.

DURING RECOVERY
▪
▪
▪

If your injury results in temporary inability to continue with your apprenticeship program, keep the program sponsor advised of
your progress.
You should also talk with this individual if you have concerns about your apprenticeship agreement.
Talk with your claim manager if you experience problems with you recovery, need help understanding your workers’
compensation benefits, or feel dissatisfied with the medical treatment you’ve received.

Labor and Industries’ Office of Information and Assistance can also answer your questions. Call 800.547.8367 or Project Help at
800.255.9752.

MONTHLY EVALUATIONS
Apprentices are responsible for requesting and securing an evaluation from a journey worker or foreman, and it due to SAPT on the 1st
of every month. It is considered late if it is received after the 10th of the month. The apprentice must turn in his or her own evaluation.
It can be delivered in person to the SAPT office, or by email at evals@seattlepipetrades.org. The full policy regarding acceptable
evaluations is available in Appendix A.
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ORIENTATION
Every year, SAPT holds a mandatory Orientation meeting. All apprentices, regardless of year or status in program, are expected to
attend. Failure to attend a make-up Orientation could result in removal from the program. Documents signed at Orientation relate to
the content of this handbook. Copies of these documents are available by request from the Apprenticeship Office two weeks after
Orientation.
PERSONAL SUSPENSION
An apprentice is only eligible for personal suspension after the probationary period has been satisfactorily completed. Personal
suspension requests must be submitted in writing to the JATC and must describe the reason for the request. The JATC will review and
approve or deny the request.
Personal extensions will not exceed six months without extended permission granted by the JATC. The JATC will only grant a suspension
for an initial period not to exceed 6 months. The entire suspension period will not exceed the total time the apprentice has been in the
program, including his or her probationary period.
The apprentice must notify the Coordinators when he or she is ready to go back to work. A request for return from personal suspension
must be approved by the JATC.
Apprentices on a personal suspension must keep their union dues current.
MEDICAL SUSPENSION
An apprentice is only eligible for a suspension after the probationary period has been satisfactorily completed. Medical suspensions may
be granted by request or may be started if an apprentice sustains an injury on the job.
An apprentice requesting a medical suspension must do so in writing to the JATC. Relevant, verifiable and specific documentation from a
qualified medical professional must be provided with the request. The apprentice filing the request may be asked to appear before the
JATC. The JATC shall take action to grant, with conditions, if any, or deny the suspension request.
If a medical suspension is granted, the JATC may require the apprentice to provide quarterly updates to the JATC. Medical suspensions
may not be granted for more than two years, unless the JATC determines that a longer period is in the best interests of the apprentice
and program.
Per the Apprenticeship Standards, apprentices who are on medical suspension are not allowed to participate in classes, extracurricular
activities at the Training Center, or work-related activities. If the medical condition permits, an apprentice may attend union meetings.
Apprentices on a medical suspension must keep their union dues current.
To be removed from a medical suspension, an apprentice must have a release from a qualified medical professional. The release must
be submitted to the JATC for action by the committee. The apprentice may also be required to appear before the JATC before returning
to work.
TOOLS & SAFETY GEAR
Per the Labor/Management Agreement between United Association Local 32 and the Mechanical Contractors Association of Western
Washington, tools are provided for apprentices at their jobsites.
Apprentices are not allowed to bring, lease, rent or lend tools on a jobsite. Apprentices may, but will not be required to, furnish their
own hoods and goggles; however, employers will furnish glass for hoods and goggles, hardhats, safety glasses and safety vests. All tools
furnished are the property of the employer, and reasonable care should be exercised to maintain and return tools.
FACILITIES USE & CLEANLINESS
Apprentices are expected to help maintain the safety and cleanliness of the indoor training facility, weld shop, outdoor training stations,
and parking lot. This includes picking up materials and tools, disposing of food and garbage, and sweeping debris or waste that would
impact the next class scheduled to use the space.
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TERMINATION FROM EMPLOYMENT
Apprentices may be terminated from employment for no fault of their own, including, but not limited to, completion of a project or
economic downturn. However, when an apprentice is terminated because his or her actions, abilities, or attitude is not acceptable to
the contractor, this may be considered “for cause” by the JATC.
The contractor will submit a Termination Evaluation to the Training Coordinator. Depending upon the circumstances, the apprentice
may be required to appear before the JATC, and disciplinary sanctions may be applied, including and up to removal from the program.

WORKING COUNTER TO AGREEMENT
Apprentices are not allowed to accept payment for work from anyone other than their dispatched, approved training agent (contractor).
Any apprentice who does so is violating the SAPT Code of Conduct and will be subject to discipline by the JATC, up to and including
cancellation from his or her apprenticeship.

ANNUAL PROGRAM POLICIES
Apprentices will sign a policy packet every year they are enrolled in Block Training. It further specifies information given in this
handbook. An apprentice’s signature verifies his or her understanding of policies and willingness to adhere to them. The 2022 policy
packet is printed in this book as Appendix A and it includes:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Scholarship loan agreement – how the expenses incurred for training apprentices are repaid
Rules of the JATC – common sense, general expectations
UA Standard of Excellence – the Union’s expectations for member behavior and work ethic
Drug & Alcohol Policy –prohibited conduct, apprentice responsibilities, and testing protocols
Social Media Policy – expectations for proper use of personal and professional social media
Notice of Rights Under FERPA – the Family Educational Rights and Privacy Act, which restricts how an apprentice’s personal
information can be used
Publications, Video, Internet Consent and Release Agreement – the apprentice’s consent to use their likeness in outreach
efforts
Anti-Harassment/Discrimination Policy – the expectations, prohibited conduct, and complaint procedure
Monthly Evaluation Requirements – the deadlines and how to successfully complete evaluations
Block Training Attendance Policy - the expectations and consequences if absences are unexcused
Trainee Card, Certifications & Licensure Policy – the apprentice’s responsibility to earn and maintain certain
licenses/certifications in order to graduate

CODE OF ACADEMIC CONDUCT – DEFINITIONS PROVIDED BY WASHINGTON ADMINISTRATIVE CODE
Per the Seattle Area Pipe Trades Apprenticeship Standards, apprentices are expected to conduct yourself in a professional and
responsible manner. Apprentices must avoid conduct that a reasonable person would understand to be clearly wrong and unacceptable.
Examples of misconduct include, but are not limited to, dishonesty, fighting, threats, theft, falsifying documents, harassment, and the
willful destruction of property.
In addition to SAPT policies and program standards, the State of Washington further defines academic code of conduct for postsecondary programs, including Apprenticeship.
The Seattle Area Pipe Trades Apprenticeship Program (SAPT) may impose disciplinary sanctions against an apprentice who commits, or
aids, abets, incites, encourages or assists another person to commit, an act(s) of misconduct. This section is not intended to be an
exhaustive list of definitions. The JATC reserves the right to determine whether an action violates the Apprenticeship Standards.
ACADEMIC DISHONESTY
Any act of academic dishonesty, including but not limited to cheating, plagiarism, and fabrication.
a.

Cheating includes any attempt to give or obtain unauthorized assistance relating to the completion of an academic assignment.
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b.
c.
d.

Plagiarism includes taking and using as one’s own, without proper attribution, the ideas, writings, or work of another person in
completing an academic assignment.
Prohibited conduct may also include the unauthorized submission for credit of academic work that has been submitted for
credit in another course.
Fabrication includes falsifying data, information, or citations in completing an academic assignment and also includes providing
false or deceptive information to an instructor concerning the completion of an assignment.

OTHER DISHONESTY
Any other acts of dishonesty. Such acts include, but are not limited to:
a.
b.

Forgery, alteration, submission of falsified documents or misuse of any SAPT document, record, or instrument of identification;
or
Furnishing false information or failing to furnish correct information, in response to the request or requirement of a trustee or
SAPT employee.

OBSTRUCTION OR DISRUPTION
a.
b.

Any instruction, research, administration, disciplinary proceeding, or other SAPT activity, including the obstruction of the free
flow of pedestrian or vehicular movement on SAPT property or at a SAPT activity; or
Any activity that is authorized to occur on SAPT property, whether or not actually conducted or sponsored by the SAPT.

ASSAULT
Assault, physical abuse, verbal abuse, threat(s), intimidation, harassment, bullying, stalking or other conduct which harms, threatens, or
is reasonably perceived as threatening the health or safety of another person or another person’s property. For purposes of this
paragraph:
a.
b.

Bullying is physical or verbal abuse, repeated over time, and involving a power imbalance between the aggressor and victim.
Stalking is intentional and repeated following of another person, which places that person in reasonable fear that the
perpetrator intends to injure, intimidate or harass that person. Stalking also includes instances where the perpetrator knows or
reasonably should know that the person is frightened, intimidated or harassed, even if the perpetrator lacks such intent.

SOCIAL MEDIA MISCONDUCT
Cyber-stalking, cyber-bullying or on-line harassment. Use of electronic communications, including, but not limited to, electronic mail,
instant messaging, electronic bulletin boards, and social media sites, to harass, abuse, bully or engage in other conduct which harms,
threatens, or is reasonably perceived as threatening the health, safety or reputation of another apprentice, SAPT Instructor or staff,
JATC member, or others affiliated with the Pipe Trades industry.
PROHIBITED ACTIVITIES INCLUDE, BUT ARE NOT LIMITED TO:
a.

b.
c.

Communicating content in any social media that is:
▪ untruthful, defamatory, libelous or invades a person’s privacy
▪ threatening, hateful, harassing or discriminatory
▪ obscene, profane or vulgar
▪ violates copyright, trademark, or any other intellectual property rights
▪ includes advertising or solicitation
Unauthorized monitoring of another’s email communications directly or through spyware, spamming or trolling.
Sending false messages to third parties using another’s email identity; or
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d.

Non-consensual recording of sexual activity, and non-consensual distribution of a recording of sexual activity, innuendo, or
depiction.

PROPERTY VIOLATION
Damage to, or theft or misuse of, real or personal property or money of:
a.
b.
c.
d.

the SAPT building and the entirety of its contents, parking lot, easement driveway, signage, fences, or any other physical
property belonging to the trust
any apprentice or SAPT trustee, employee, or organization; or
any other member of the SAPT community or organization; or
possession of such property or money after it has been stolen.

FAILURE TO COMPLY WITH DIRECTIVE
Failure to comply with the direction of a SAPT coordinator, instructor or employee who is acting in the legitimate performance of his or
her duties, including failure to properly identify oneself to such a person when requested to do so.
WEAPONS
Possession, holding, wearing, transporting, storage or presence of any firearm, dagger, sword, knife or other cutting or stabbing
instrument, club, explosive device, or any other weapon apparently capable of producing bodily harm is prohibited at SAPT, subject to
the following exceptions:
a.
b.
c.

Commissioned law enforcement personnel or legally- authorized military personnel while in performance of their duties; or
Use of a knife or other cutting instrument is directly and safely related to apprenticeship training; or
An apprentice with a valid concealed weapons permit may store a pistol in his or her vehicle parked on campus in accordance
with RCW 9.41.050(2) or (3), provided the vehicle is locked and the weapon is concealed from view.

HAZING
Hazing includes, but is not limited to, any initiation into an apprentice organization or any pastime or amusement engaged in with
respect to such an organization that causes, or is likely to cause, bodily danger or physical harm, or serious mental or emotional harm,
to any apprentice.
MISUSE OF ELECTRONIC RESOURCES
Theft or other misuse of computer time or other electronic information resources of the SAPT. Such misuse includes but is not limited
to:
a.
b.
c.
d.
e.
f.
g.
h.
i.

Unauthorized use of such resources or opening of a file, message, or other item.
Unauthorized duplication, transfer, or distribution of a computer program, file, message, or other item.
Unauthorized use or distribution of someone else’s password or other identification.
Use of such time or resources to interfere with someone else’s work.
Use of such time or resources to send, display, or print an obscene or abusive message, text, or image.
Use of such time or resources to interfere with normal operation of the SAPT’s computing system or other electronic
information resources.
Use of such time or resources in violation of applicable copyright or other law.
Adding to or otherwise altering the infrastructure of the SAPT’s electronic information resources without authorization; or
Failure to comply with the SAPT’s social media use policy.
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UNAUTHORIZED ACCESS
Unauthorized possession, duplication, or other use of a key, keycard, or other restricted means of access to SAPT property, or
unauthorized entry onto or into SAPT property.
SAFETY VIOLATIONS
Safety violation includes any non-accidental conduct that interferes with or otherwise compromises any SAPT policy, equipment, or
procedure relating to the safety and security of the campus community, including, but not limited to, tampering with fire safety
equipment and triggering false alarms or other emergency response systems; intentional, improper use of equipment or tools; and
intentional misuse of materials, chemicals, tools, or equipment, as noted by the Instructor.
VIOLATION OF OTHER LAWS OR POLICIES
Violation of any federal, state, or local law, rule, or regulation or other SAPT rules or policies, including SAPT traffic and parking rules.
ETHICAL VIOLATION
The breach of any generally recognized and published code of ethics or standards of professional practice that governs the conduct of a
SAPT apprentice-able profession. In addition to initiating discipline proceedings for violation of the apprentice conduct code, the SAPT
may refer any violations of federal, state or local laws to civil and criminal authorities for disposition. The SAPT shall refer apprentices to
the JATC for apprentice disciplinary proceedings regardless of whether the underlying conduct is subject to civil or criminal prosecution.
At any time, SAPT can update or add a policy, should an ongoing situation arise that merits doing so. New policies will be
communicated to apprentices.

WELD SHOP RULES FOR APPRENTICES
There are specific safety and procedural guidelines we expect apprentices to follow in the weld shop. They include:
GENERAL
▪
▪
▪
▪
▪

Apprentices are not allowed in Weld Shop Office without permission.
No outside data cards are allowed in welding machines.
Weld jackets, safety glasses and gloves will be replaced with exchange of old items.
Apprentices must clean their workspace and help clean the shop when done using the space.
If using the weld shop outside of class hours, apprentices must sign in at the Apprenticeship Office front counter.

SAFETY
▪
▪
▪
▪
▪

Proper work attire and PPE must be worn at all times in the weld shop.
All grinders must have guards.
Face shields and safety glasses must be worn when grinding.
Only Instructors are allowed in the gas cylinder/bottle cage area.
Inverters must be shut off after every test or class session.

WELDING PROGRESSION
▪
▪

Apprentices will follow the Braze, Soldering or Welding Progression Sheet.
Permission from a Full Time Instructor must be granted before deviating from the Weld Progression Sheet.

TESTING
▪
▪
▪

Any apprentice who is late for a weld test will be rescheduled.
Any apprentice caught cheating on a weld test will have an immediate rejection of the test coupon.
Apprentices must have permission from their Full Time Instructor to take a weld test
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ACADEMIC AND/OR DISCIPLINARY SANCTIONS
Apprentices can be required to appear before the JATC when a violation of the conduct code has occurred. A letter will be sent to the
apprentices via postal mail; for this reason, it is the apprentice’s responsibility to keep his or her contact information current in order to
receive all official correspondence. Apprentice academic misconduct is reported to the Joint Apprenticeship Training Committee (JATC),
and at its discretion, it may impose sanctions, including, but not limited to:
DISCIPLINARY WARNING
A verbal statement to an apprentice that there is a violation, and that continued violation may be cause for further disciplinary action.
RAISE HOLDS
A step increase in wages can be postponed as a consequence of violating a policy or failing to manage general apprentice
responsibilities, such as turning in an evaluation on time.
WRITTEN REPRIMAND
Notice in writing that the apprentice has violated one or more terms of this code of conduct and that continuation of the same or
similar behavior may result in more severe disciplinary action.
DISCIPLINARY PROBATION
Formal action placing specific conditions and restrictions upon the apprentice’s continued attendance depending upon the seriousness
of the violation and which may include a deferred disciplinary sanction. If the apprentice subject to a deferred disciplinary sanction is
found in violation of any SAPT rule during the time of disciplinary probation, the deferred disciplinary sanction, which may include, but
is not limited to, a suspension or a cancellation from the SAPT, shall take effect immediately without further review. Any such sanction
shall be in addition to any sanction or conditions arising from the new violation. Probation may be for a limited period of time or may be
for the duration of the apprentice’s attendance at the SAPT.
DISCIPLINARY SUSPENSION
Dismissal from the SAPT and from the apprentice status for a stated period of time.
CANCELLATION
The revocation of all rights and privileges of membership in the SAPT community and exclusion from the campus and SAPT- owned or
controlled facilities without any possibility of return.
Apprentices can appeal cancellations to the State of Washington – Department of Labor & Industries, Apprenticeship Division. An
appeal must be made in writing and within 30 days of cancellation to be considered by the WSATC.

UA MEMBERSHIP AND FEES
UNION MEMBERSHIP INFORMATION
PARTICIPATION AND VOTING RIGHTS
Apprentices are UA Local 32 members, and as such, should do all they can to be educated and remain informed about union activities.
Union meetings are held the second Thursday of every month, and SAPT encourages apprentices to attend.
Per the 2016 National UA Convention, 4th and 5th Year Apprentices do have the right to vote at union meetings. These are individuals
who have finished 3rd Year classes and completed at least 6,000 of OJT.
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DISPATCH
When an apprentice begins his or her program, is rotated to another contractor, or is terminated, he or she will receive a dispatch to the
next job from the UA Local 32 office. This form lists to which company, site, date and time an apprentice should report. The apprentice
must bring the dispatch with him or her on the first day of work and give it to the contractor’s Human Resources department or site
designee. The apprentice should also bring all documentation necessary to complete an I-9 document, which is a required Immigration
and Naturalization Service form. This form verifies that an employee may legally work in the United States.
ROTATION
An important part of apprenticeship is ensuring the apprentice gains all the skills necessary to turn out. This includes working in a
variety of environments and often, for different companies. SAPT will determine if rotation to another employer is in the best interest of
the apprentice. Generally, plumber and steamfitter apprentices and their contractors should expect that they will be rotated in late
spring.
APPRENTICESHIP FEES EXPLAINED
ADMINISTRATION FEE
The administration fee is a one-time fee of $7.00. This is to be paid on the same day as filling out enrollment paperwork along with your
1st month’s dues.
MONTHLY MEMBERSHIP DUES
Monthly dues are paid each month. This is the responsibility of the Apprentice to have the payment to the business office by 4:30pm on
or before the last working day of the month. (The business office accepts cash, check, debit or credit cards, and payments can be made
over the phone with a debit or credit card.)
AUTOMATIC DUES DEDUCTION PROGRAM –A.D.P.P. (OPTIONAL)
You may arrange to pay your monthly membership dues (but no other fees) via automatic deduction from your checking or savings
account.
Apprentices may also have monthly dues withdrawn from their Waterfront Credit Union vacation account. Funds are withdrawn on the
5th day of the month. Please fill out an ADPP form if you wish to use this method of paying your monthly membership dues.
INITIATION FEE
Initiation fees are spelled out in the Local #32 Constitution and Bylaws. The Initiation fee for Apprentices is $50.00. This is to be paid in
full prior to your initiation date.
TURN OUT FEE
Once the JATC approves completion of apprenticeship you will owe an additional $50.00 for your turnout fee. The turn-out fee is to be
paid within 1 week of your turn out date and you will need to turn in your UA Membership card to the Business Office so that you can
get your classification changed to Journeyman.

RESOURCES
ZENITH-AMERICAN SOLUTIONS
Zenith-American Solutions is the administrator of Health & Welfare Benefits for the Labor/Management Agreement. They can verify
health care coverage, vacation and claims questions.
www.zenith-american.com | 888.406.3246
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EMPLOYEE ASSISTANCE PROGRAM
First Choice offers a range of counseling services supporting UA Local 32 members and their families. | 800.777.4114
MILLIMAN BENEFITS
Milliman Benefits administers the Supplemental Pension. www.millimanbenefits.com | 800.481.7336
PLUMBER & PIPEFITTERS NATIONAL PENSION FUND
www.ppnpf.org | 800.638.7442
UNITED ASSOCIATION GENERAL OFFICE
This is the UA’s national office, located in Maryland. www.uanet.org | 410.269.2000
WATERFRONT CREDIT UNION
UA Local 32 members’ beneficiary and vacation accounts are managed through this credit union. www.waterfrontcu.com |
206.622.8415
WASHINGTON STATE DEPARTMENT OF EMPLOYMENT SECURITY
Manages and processes unemployment insurance claims for apprentice training while in Block Model week.
www.esd.wa.gov/unemployment | 360.902.9500
WASHINGTON STATE DEPARTMENT OF LABOR & INDUSTRIES – PLUMBERS DIVISION
Manages plumber trainee cards, renewals, reporting of OJT hours, and state Plumber licenses.
www.lni.wa.gov/TradesLicensing/Plumbing/ | 360.902.5207
WASHINGTON STATE DEPARTMENT OF LABOR & INDUSTRIES – ELECTRICAL DIVISION
Manages electrical trainee cards, renewals, reporting of OJT hours (affidavits), and state Electrical licenses, needed by HVACRefrigeration apprentices. www.lni.wa.gov/tradeslicensing/electrical/ | 360.902.5269
UA LOCAL 32 OFFICE
www.ualocal32.com | 425.277.6680
MECHANICAL CONTRACTORS ASSOCIATION OF WESTERN WASHINGTON
www.mcaww.net | 206.442.9029

GET INVOLVED
Apprentices are encouraged to get involved with groups or activities, particularly outreach events. If an apprentice would like to serve
on an UA Local 32 subcommittee, please contact PJ Moss at pjmoss@seattlepipetrades.org. If you have a suggestion for a group or
community activity, contact either coordinator with your idea.
CLASS REPRESENTATIVES
At the beginning of the instruction year, apprentices are elected to represent the “year” of his or her program. This person is required to
attend leadership meetings with the coordinators. Representatives are responsible for communicating issues and opportunities to their
classmates:
WOMEN IN THE PIPE TRADES
Women in the Pipe Trades is an apprentice-led group of female Helpers, Tradesmen, Apprentices and Journeywomen. This group hosts
mock interviews for applicants and manages the SAPT booth at the Washington Women in Trades Fair every May.
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MARKETING & RECRUITMENT COMMITTEE S
This committee assists in the design of marketing materials and messaging. They evaluate current tools for accuracy and value of
content. They also contribute to the monthly electronic newsletter.
PEER REVIEW BOARD
The members of this board are nominated by peers and assist the JATC with routine review of disciplinary issues, as well as general
apprentice information and commendations. Terms are limited and members rotate.
VETERANS NETWORK
Veteran’s Network is an apprentice-led, quarterly group of veteran Helpers, Tradesmen, Apprentices and Journey workers who have all
served in the Armed Forces or are Active Reservists or National Guard Members. This group supports each other in the transition from a
military to civilian workforce.
SAPT NEWSLETTER
The Apprenticeship Office produces a monthly newsletter with links to resources and schedules, and features articles from staff,
instructors and apprentices. Contributions are welcomed. Connect with coordinator or Marketing & Recruitment Committee to get
involved
UA LOCAL 32 SUBCOMMITTEES
There are four standing subcommittees of UA Local 32:
PICNIC COMMITTEE
Every summer, UA Local 32 Members and their families are invited to a picnic in the local’s jurisdiction. A planning committee works
together to make certain this family- friendly event is a success.
OLD TIMERS CELEBRATION
Every fall, UA Local 32 Members are recognized for their service, and younger members are encouraged to honor those who have
helped build a strong, local union.
UA LOCAL 32 CHRISTMAS PARTY
Every December, UA Local 32 hosts a Christmas Party for members and their families. This event generally coincides with the final Union
meeting of the year.
POLITICAL ACTION COMMITTEE
The PAC is comprised of UA Local 32 members who are interested in vetting candidates and issues that are important to the
membership.

VETERAN’S SERVICES GI BENEFITS
Veteran apprentices can use GI Benefits while enrolled as a Seattle Area Pipe Trades apprentice. Depending on the campaign in which
you served, and the duration, you may be eligible for different chapters of the GI Bill, or Disability Benefits. This could include:
▪
▪
▪
▪

Post-9/11 or Chapter 33: prorated benefits based on the number of months and terms of service;
Montgomery or Chapter 30: paid into benefits during service, and typically paid on a flat rate; or
Chapter 1606: Guard Reserve, or actively drilling
Chapter 31: Disability benefits

Generally, the veteran apprentice’s access to GI Bill benefits is based on the hours of OJT he or she must earn to turn out. For example,
a Steamfitter apprentice must work 10,000 OJT hours, and a Residential Plumber must work 6,000 OJT hours. As long as the apprentice
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is under these hours, they are generally eligible for payments. Exceptions can occur, and they may be based on prior use of GI Bill
Benefits, or Seattle Area Pipe Trades cannot determine which chapter you are eligible to receive, nor can we confirm your eligibility.
Veteran apprentices must contact the Department of Veterans Affairs (DVA) to determine if they are eligible to use GI Bill Benefits. You
can check eligibility online at www.benefits.va.gov/gibill, or by calling 888.442.4551.
Active reservists may be eligible for GI Bill Benefits, as well. If the apprentice chooses to use GI Bill Benefits while an apprentice, they
must:
1.

2.
3.
4.
5.
6.

Contact the Apprenticeship Office to complete GI Bill Certification paperwork. Schedule an appointment to do the paperwork.
NOTE: Must provide DD 214 and GI Bill Certificate of Eligibility to office to begin process. For active reservist, the form is called
a Notice of Benefit Eligibility (NOBE).
A certifying official in the Apprenticeship Office will help you complete the paperwork.
The forms must be signed by a designated certified official, the Training Coordinator, and the veteran apprentice.
Chapter 33 enrollment packet is FAXED to the DVA Region 5 office in Muskogee by the Apprenticeship Office. Chapter 31
enrollment is EMAILED to a local DVA representative.
A copy of the enrollment packet is MAILED to the Washington State Achievement Council (WSAC), which is the state approving
agency for GI Bill-eligible colleges and apprenticeships.
The original is kept in the Veteran GI Bill File. Upon request, veteran apprentices are welcome to see their GI Bill Benefits files
kept by the Apprenticeship Office.

CHAPTER 33 &31 GI BILL MONTHLY VERIFICATION
SAPT is approved to verify On-The-Job Hours for both Chapters 33 (GI Bill) and 31 (Disability) benefits for veterans. A veteran
apprentice must get approval to use either benefit type through the Department of Veteran Affairs (DVA).
The Apprenticeship Office does not receive any notice from DVA that your payment is being processed, how much or when you will
receive it, or any financial correspondence. If you have a question, please contact DVA directly.
CHAPTER 33 BENEFITS
When you are approved for this benefit, SAPT can submit your monthly hours electronically to DVA. This is done when we are able to
verify work hours submitted by your contractor to the Trust Administrator, typically at the end of the month.
CHAPTER 31 BENEFITS
When you are approved for this benefit, you must meet monthly with the Assistant Training Coordinator to review paystubs and
monthly evaluations, and then complete the monthly form. It will be scanned and submitted to DVA once complete.

BATES TECHNICAL COLLEGE
SAPT is proud to contract with Bates Technical College (BTC) for college credit. However, SAPT is an independent organization from
BTC.
Apprentices are issued a student ID number by Bates, and upon request, SAPT will provide it to you. You may qualify for student
discounts/rates, as a result.
COLLEGE CREDI T
Apprentices earn college credit for their related supplemental instruction while in their programs. It is possible to apply for a Certificate
of Completion or an Associate of Technology degree program through Bates Technical College when the apprentice turns out, but it is
not necessary to success in the apprenticeship itself.
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Apprentices first contact Bates’ Transcript & Credential Evaluator and submit both a credential application and a copy of their journeylevel card. This card is issued at turnout through Washington State Department of Labor & Industries. The evaluator can be reached at
253.680.7046.
The additional four, 20 credit General Education coursework required to earn a degree from Bates must consist of:
▪
▪
▪
▪

100 Level Human Relations/Social Sciences (5 credits)
100 Level Mathematics (5 credits)
100 Level Communications/English (5 credits)
100+ Level General Education Elective

If an apprentice wishes to attain a degree, he or she would register for required academic courses directly through the college and
would be responsible for the associated costs.
BATES RESOURCES FOR APPRENTICES
Bates issues student identification numbers and unofficial college transcripts for SAPT apprentices. Go to the “My Bates” portal through
the college’s website, https://my.batestech.edu/ and access “Quick Links.”

COLLEGE LOAN DEFERMENT
Sometimes, an apprentice has outstanding loans from previous college enrollment. It is possible to defer loans until the terms of
apprenticeship is completed, but it does depend on the loan type and balance.
There are some quarters in the year when you may not be registered for 12 credits or more (12 credits = full time student in college
system). When this occurs, you may qualify for only a prorated deferment, or none at all. Qualifications for loan deferment are set by
the lender, not SAPT or BTC.
Ideally, loan deferment requests are submitted ANNUALLY to Bates Technical College with registrations and are completed during
orientation.
If deferment forms are not given to Bates in a timely manner, they cannot be submitted. This is how forms are processed:
1.
2.
3.
4.

Complete loan deferment forms for fall, winter and spring quarters at orientation.
Coordinator submits request to BTC.
BTC processes and mails the signed form BACK TO THE APPRENTICE.
Apprentice must send the loan deferment request to his or her lender for approval.

ACRONYMS AND COMMONLY USED APPRENTICESHIP TERMS
Below is a list of acronyms and terms you should become familiar with during your apprenticeship, and life-long career as a Pipe Trades
Professional.

AFFIDAVIT OF EXPERIENCE
Licensed apprenticeships (plumbers and HVAC-R) must earn a specific number of OJT hours to be able to take a state exam to become a
licensed plumber, or a 06A electrician. The apprenticeship tracks these hours from monthly trust reports, and verifies these hours in 12
month increments to the Washington State Department of Labor and Industries. Apprentices are required to sign these forms, and will
be notified via email approximately one month before their card expires.

TRAINEE CARD
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Plumber and Refrigeration apprentices are required to obtain a Trainee Card from the Washington State Department of Labor &
Industries (LNI).
▪
▪

Plumber apprentices get a card for a Plumber’s License from the Plumbing Division of LNI
Refrigeration apprentices get a card for the Electrical 06A License from the Electrical Division of LNI

This card must be carried by the apprentice at all times, and SAPT expects that the card is visible. These apprentices are working
towards licensure in their crafts, and SAPT reports those hours to the state.

COLLECTIVE BARGAINING
Collective Bargaining is the negotiation between an employer or employer group, and a labor union usually on wages, hours, and
working conditions. The Labor-Management Agreement between United Association Local 32 and the Mechanical Contractors
Association of Western Washington also governs apprenticeship.

OJT
OJT is the acronym for On the Job Training. Every apprentice must earn a specific number of hours on the job before he or she can turn
out and become a journeyman.

RAISES/STEP ADVANCEMENT
Apprentice raises occur after working a set number of hours, AND after the JATC approves the raise. A letter is sent to the contractor to
apply a raise. The raise may not automatically occur when an apprentice hits a given amount of OJT.

RAISE HOLD
The JATC can set a raise hold penalty for apprentices who fail to meet specific training expectations, such as turning in monthly
evaluations on time. A raise hold means that the JATC will freeze an apprentice’s raise for 160 hours past the date when he or she would
have been advanced by a step increase.

PROBATION
The first year of SAPT apprenticeship is probationary. During this period, an apprentice can be expelled during this period, for any
reason. Probation generally means initial period of employment, a kind of “trial period”, during which the supervisor carefully considers
whether the employee is able to meet the standards and expectations of the job and if the employee should be retained.

SUSPENSION
In apprenticeship, suspension can occur for disciplinary, medical or personal reasons. It generally means a temporary removal from a
program or work. There are specific guidelines for suspension from SAPT, which are outlined in program standards and this Handbook.

TURN OUT
The term “turn out” means an apprentice has completed all OJT, training, exams, licensures, credentials and any other requirement to
become a journeyman. The JATC approves all turn outs.

JOURNEYMAN
When the JATC determines that an apprentice has satisfied all of the terms of his or her apprentice, they are granted journeyman
status.

JATC
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JATC is the acronym for Journeyman and Apprenticeship Training Committee. This committee governs the apprenticeship program,
setting its standards with the state and insuring apprentices follow and meet all training expectations.

BOARD OF TRUSTEES
Generally, a Board of Trustees is an appointed or elective board that supervises the affairs of a public or private organization. The
Seattle Area Plumbing & Pipefitting Journeyman & Apprenticeship Training Trust oversees the financial management of the program. It
is equally represented by labor and management.

UA
UA is the acronym for the United Association of Plumbers & Pipefitters, which is Seattle Area Pipe Trade’s national affiliation to a union.
Seattle Area Pipe Trades is within the UA Local 32 jurisdiction. UA Local 32 represents labor with collective bargaining agreement with
MCAWW.

MCAWW
MCAWW is the acronym for the Mechanical Contractors Association of Western Washington, which represents management in our
Agreement.

IAPMO
The International Association of Plumbing and Mechanical Officials, or IAPMO, coordinates the development and adaptation of
plumbing, mechanical, swimming pool and solar energy codes to meet the specific needs of individual jurisdictions both in the United
States and abroad. IAPMO develops and publishes the Uniform Plumbing Code (UPC); Uniform Mechanical Code (UMC); Uniform
Swimming Pool, Spa and Hot Tub Code (USPSHTC); Uniform Solar Energy Code (USEC); and the Green Plumbing and Mechanical Code
Supplement (GPMCS).

WABO
Washington Association of Building Officials (WABO) was incorporated in 1977 to promote building codes and standards that safeguard
the public health and safety; advise on legislative matters; assist in the development of national and state codes; provide educational
opportunities for its members; and preserve local government control of code administration.

AWS
The American Welding Society (AWS) was founded in 1919, as a nonprofit organization with a global mission to advance the science,
technology and application of welding and allied joining and cutting processes, including brazing, soldering and thermal spraying. AWS
strives to move the industry forward in both thought and action, as well as inspire new generations to see the exciting career
opportunities available today.

STANDARDS
“Standards” is the term used for the approved, official guidelines that govern Seattle Area Pipe Trades’ state registration with the
Washington State Apprenticeship & Training Council. These standards are posted online at the Washington State Department of Labor
& Industries’ website, www.lni.gov.

WSATC
WSATC is the acronym for the Washington State Apprenticeship & Training Council, which is a tripartite board of labor, management,
and a public seat. This board approves and regulates state registered apprenticeships in Washington. They meet quarterly to approve or
discipline programs.
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SAPT
SAPT is the acronym we use in correspondence for Seattle Area Pipe Trades.
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APPENDIX A: APPRENTICESHIP POLICIES SIGNED ANNUALLY DURING BLOCK TRAINING
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APPRENTICE
SCHOLARSHIP AGREEMENT
BETWEEN
APPRENTICE & JOINT APPRENTICESHIP COMMITTEE
WHEREAS:
(hereinafter “Apprentice”) is enrolled as an apprentice with the Seattle Area Plumbing and Pipefitting
Industry Journeyman and Apprentice Training Committee (“Committee”); and
WHEREAS:
The Apprentice will receive monitored on-the-job training and related classroom instruction in the specialized skills
necessary for employment in the Plumbing and Pipefitting Industry; and
WHEREAS: The Committee will expend significant sums of money in the form of equipment, instructor salaries, maintenance of training
facilities, related materials, and other administrative costs associated with training the Apprentice; and
WHEREAS: The Committee has determined that the cost to the Apprentice for his/her training for the 2022 school year is $4,000.00; and
WHEREAS: The cost for subsequent years of training will not be less than $3,500, and may increase to account for increased Committee
costs, in which event the Apprentice will be informed of the increased amount;
WHEREAS: Rather than require the Apprentice to pay for his/her training up-front, the Committee will grant the Apprentice a Scholarship
Loan for each year of the Apprentice’s training commencing with the signing of this Agreement; and
WHEREAS: The Apprentice agrees to repay the Scholarship Loan pursuant to the terms set forth herein;
NOW THEREFORE, the Committee and Apprentice agree as follows:
1. Term of Training: The Committee will provide training to the Apprentice from January 2021 through December 2021, and for
each successive annual period until the Apprentice completes his/her apprenticeship, subject to the Apprentice’s compliance with the
apprenticeship Standards and Committee policies and procedures regarding his/her conduct and performance as an Apprentice.
2. Scholarship Loan: The Committee grants the Apprentice a Scholarship Loan in the amount of $4,000.00 to cover the 2021
school year. By continuing in the apprenticeship training program, the Apprentice agrees that the amount for each subsequent year of
training will be added to the Scholarship Loan. In the event that the cost for a subsequent year of training increases, the Apprentice will
be notified of the new loan amount.
3. Repayment of Scholarship Loan: The Apprentice agrees to repay the total amount of the Scholarship Loan. The Scholarship
Loan may be repaid either by cash payments or by in-kind credits. The repayment obligation begins the first month after the termination
of the Apprentice’s participation in the Committee’s training program.
4. Repayment by In-Kind Credits: An Apprentice, upon achieving journeyman status, who works, or is available to work, for an
employer making payments pursuant to a collective bargaining agreement to the Committee or a like joint apprenticeship committee will
have the total amount of his/her scholarship loan reduced by ten percent of the total amount of the scholarship loan for each calendar
year of such employment or availability. In-kind credits cannot be earned for a partial year. See the attached sample repayment schedule.
5. Warranty of the Apprentice: The Apprentice will not seek or accept employment in the Plumbing and Pipefitting Industry
from an employer that does not make payments pursuant to a collective bargaining agreement to the Committee or a like joint
apprenticeship committee. Nor will the Apprentice become an employer in the Plumbing and Pipefitting Industry unless such employer
is signatory to a collective bargaining agreement that provides for the payment of contributions by such employer to the Committee or a
like joint apprenticeship committee.
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6. Breach of this Agreement: It will constitute an immediate breach of this Agreement if the Apprentice accepts employment in
the Plumbing and Pipefitting Industry from an employer who does not have a collective bargaining agreement which provides for the
payment of contributions to the Committee or a like joint apprenticeship committee. Likewise, it will constitute an immediate breach if
the Apprentice becomes an employer in the Plumbing and Pipefitting Industry and such employer does not have a collective bargaining
agreement which provides for the payment of contributions to the Committee or a like joint apprenticeship committee.
7. All Amounts Due and Payable if Breach Occurs: If the Apprentice breaches this Agreement, all amounts due and owing on the
Scholarship Loan, reduced by any earned in-kind credits and any cash payments, will become immediately due and payable, together with
eight percent interest from the date of this Agreement and all costs of collection, including reasonable attorneys’ fees.
8. Disputes: Any controversy or claim arising out of or relating to this Agreement, including any claim that this Agreement has
been breached, shall be settled at the option of the Committee by either arbitration administered by the American Arbitration Association
or litigation in King County Superior Court.
(a)
Arbitration: Any arbitration shall be administered by the American Arbitration Association in accordance with
the Federal Arbitration Act and the Commercial Arbitration Rules of the American Arbitration Association. Judgment on the award
rendered by the arbitrator may be entered in any court having jurisdiction thereof. The arbitrator shall be empowered to enjoin any act
or practice that violates the terms of this Agreement, and to award any and all relief necessary to redress such violations or to enforce
any of the terms of this Agreement, including awarding monetary relief. Any monetary award in an arbitration initiated under this clause
shall also include pre-judgment interest at eight percent from the date of this Agreement. The arbitrator may also award costs and fees,
including, but not limited to pre-award expenses of the arbitration, including the arbitrator’s fees, administrative fees, travel expenses,
witness fees, and attorney’s fees. The losing party shall pay the arbitrator’s fees.
(b)
Court: The Apprentice agrees that the Superior Court of King County, Washington is the appropriate venue of
any suit arising out of this Agreement and that the Superior Court of King County, Washington will have jurisdiction over any suit between
the parties.
9. Waiver of Breach: An inadvertent breach of this Agreement can be waived in writing by the Committee in its sole discretion,
and a waiver of such inadvertent breach of this Agreement will not be unreasonably withheld by the Committee.
10. Complaint Concerning Training: The Apprentice agrees that he/she shall bring before the Committee any complaint
concerning training received by the Committee or by any employer, and permit the Committee to resolve the complaint. The Apprentice
further agrees that, in the event of dissatisfaction with the Committee’s resolution of the complaint, the Apprentice shall prosecute the
complaint through the Washington State Apprenticeship and Training Council in lieu of prosecuting the complaint directly or by
counterclaim or defense in any other judicial or administrative forum.
11. Plumbing and Pipefitting Industry: The term “Plumbing and Pipefitting Industry” means the trade jurisdiction identified in
the Constitution of the United Association of Journeymen and Apprentices of the Plumbing and Pipefitting Industry of the United States
and Canada, AFL-CIO and/or any work covered by a collective bargaining agreement to which United Association Local 32 is party.

Signature & Title Joint Apprenticeship Committee

Date

Signature & Title Joint Apprenticeship Committee

Date

____________________________________________________________________________________________________________
Apprentice Signature
Apprentice Printed Name
Date
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Rules of the Seattle Area Plumbers and Pipe Fitters JATC
1.

All Apprentices will have a valid Washington State driver's license at all times.

2.

All Apprentices will report to the Training Director's office within 24 hours after a Termination for Cause and/or lay off. If the
apprentice is terminated on Friday, they will report on Monday by 9:00 a.m.

3.

An Apprentice may be brought before the committee for disciplinary action due to attendance, punctuality, work habits, mechanical
ability, attitude relating to the job and any violation of the JATC policies.

4.

All Apprentices must be available by phone for work referrals Monday through Friday between the hours of 7:30 am to 11:30 am.

5.

All Apprentices must be available for work, may not refuse a job or quit a job, unless he/she has permission from the Training
Coordinator or a compelling reason for doing so. An apprentice who refuses a job or quits without permission or a compelling reason
will be called before the Committee for disciplinary action.

6.

The Training Coordinators may, at any time, rotate an apprentice who is not receiving proper training or for any reason they feel
will benefit the apprentice.

7.

All Apprentices will maintain a courteous and professional demeanor when at the Training Center, on the jobsite, and representing
the JATC in any way. This includes, but is not limited to, interactions with peers, instructors, office staff, administration,
representatives of UA Local 32, and the Mechanical Contractors Association and any member of the public. Apprentices who fail to
follow this rule and subsequent rules regarding Anti-Harassment and Social Media will be called before the JATC for disciplinary
action.

8.

All Apprentices will contact this office within 24 hours of any change of address and/or phone number.

9.

Apprentices must pay to replace textbooks that are lost or stolen.

10.

All homework, in-class assignments, quizzes and tests assigned by an instructor will be completed and turned in on time. The
apprentice will maintain a passing grade in all related training (Passing grade is "B" or better). Apprentices who fail to complete course
requirements will be called before the JATC for disciplinary action.

11.

Apprentices will not report to work or school under the influence of drugs or alcohol. The apprentice may be brought before the
Committee for disciplinary action due to failure to pass any drug test.

12.

All Apprentices are required to comply with all procedures and policies adopted by the JATC. Apprentices that fail to adhere to any
of these procedures or policies may be called before the committee for disciplinary action at which time their agreement may be
canceled in accordance with the Rules and Regulations of the Washington State Apprenticeship and Training Council.

I, _________________________________________ have read and understand the above stated rules.

______________________________________________________________________________________________________________
Signature & Date
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United Association Standard for Excellence
Member And Local Union Responsibilities
TO ENSURE THE UA STANDARD FOR EXCELLENCE PLATFORM MEETS AND MAINTAINS ITS GOALS, THE LOCAL UNION
BUSINESS MANAGER, IN PARTNERSHIP WITH HIS IMPLEMENTATION TEAM, INCLUDING SHOP STEWARDS AND THE LOCAL
MEMBERSHIP, SHALL ENSURE ALL MEMBERS:
•

Meet their responsibilities to the employer and their fellow workers by arriving on the job ready to work, every day
on time (absenteeism and tardiness will not be tolerated.)

•

Adhere to the contractual starting and quitting times, including lunch and break periods (personal cell phones will
not be used during the workday except for lunch and break periods.)

•

Meet their responsibility as highly skilled crafts workers by providing the required tools as stipulated under the local
collective bargaining agreement while respecting those tools and equipment supplied by the employer.

•

Use and promote the local union and international training and certification systems to the membership so they
may continue on the road of lifelong learning, thus ensuring United Association craft workers are the most highly
trained and sought-after workers.

•

Meet their responsibility to be fit for duty, ensuring a zero-tolerance policy for substance abuse is strictly met.

•

Be productive and keep inactive time to a minimum.

•

Meet their contractual responsibility to eliminate disruptions on the job and safely work towards the on-time
completion of the project in an auspicious manner.

•

Respect the customers’ property (waste and property destruction, such as graffiti, will not be tolerated.)

•

Respect the UA, the customer, client and contractor by dressing in a manner appropriate for our highly skilled and
professional craft (offensive words and symbols on clothing and buttons are not acceptable.)

•

Respect and obey employer and customer rules and policies.

•

Follow safe, reasonable and legitimate management directives.

I, ___________________________________ have read and understand my obligations for the UA standard for excellence.

Signature & Date
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Drug and Alcohol Policy
The Seattle Area Pipe Trades Training Trust and the Joint Apprenticeship and Training Committee is committed to establishing
and maintaining a drug free environment for every Apprentice. To that end, the Trust and the JATC adopt this Drug and
Alcohol Policy.
PROHIBITED CONDUCT
The following conduct is strictly prohibited and subject to disciplinary action, including possible cancellation:
1. Reporting to work or school under the influence of alcohol, marijuana, controlled substances, legal drugs that have
not been legally prescribed for the Apprentice, or prescribed drugs used in a manner inconsistent with the
prescription.
2. Bringing, transferring, or selling controlled substances on training facility property or on a jobsite.
3. The possession of drug related paraphernalia on training facility property or on a jobsite.
4. Failure to report as directed for testing, substituting, adulterating, or attempting to tamper with any sample
submitted for drug or alcohol testing, or otherwise interfering or attempting to interfere with the testing process.
5. Refusal to submit a specimen for testing will be viewed as a positive test and will carry with it the same consequences
as specimens tested and confirmed as positive.
In addition to complying with the terms of this Policy, apprentices are also expected to comply with the terms of any
substance abuse policy adopted by their employing training agents. If an Apprentice violates an employer’s substance abuse
policy, the Apprentice may also be disciplined by the Seattle Area Pipe Trades Joint Apprenticeship Training Committee.
APPRENTICE RESPONSIBILITIES
1. Apprentices are responsible for reporting to work and school free from the influence of alcohol and drugs.
2. Apprentices must inform the Training Coordinator within two (2) days if they fail a training agent drug or alcohol test. The
apprentice must sign an authorization releasing all information related to the failed test and any treatment or other followup to the Training Coordinator. Failure to comply with this requirement will results in the JATC taking disciplinary action
against the apprentice, including possible cancellation.
3. Apprentices using prescription medication which may impair participation in class or on the job should immediately inform
the Training Coordinator of such prescription substance use. The Training Coordinator will consult with the Apprentice
and the Apprentice’s physician to determine if the Apprentice can participate in school and on-the-job training with or
without an accommodation. The Training Coordinator will attempt to accommodate the Apprentice’s needs if necessary.
However, if an accommodation is not possible, the Apprentice will be placed on temporary medical leave until released
as fit for duty by the prescribing physician.
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TYPES OF TESTING
Post-Accident/Incident Testing: Apprentices shall be required to take a drug and alcohol test after having been involved in,
or after causing, an accident or incident, which caused or could have caused personal injury or damage to equipment or
property. If testing under this policy is ever required of an apprentice who is in need of medical attention, necessary medical
attention will not be delayed in order to collect the specimen. However, the Apprentice shall promptly, upon request, provide
the necessary authorization for obtaining hospital reports and records and any other information at the time the need for
medical attention and/or testing arose.
Reasonable Suspicion Testing: Apprentices will be subject to a drug and alcohol test based on reasonable and articulated
belief that an Apprentices is using or has recently abused drugs, alcohol or substances prohibited by this Policy. A decision to
test will be based on specific physical, behavioral or performance indicators documented by a JATC employee and witnessed
by a second JATC employee.
Inspection – Where reasonable suspicion exists that an Apprentice is under the influence of alcohol or a controlled illegal or
unauthorized substance or has violated the policy pertaining to the possession, sale or distribution of alcohol or a controlled
illegal or unauthorized substance, such Apprentice shall be subject to an unannounced inspection for unauthorized drugs,
controlled substances, or alcohol on the training facility’s premises. Such inspections may include, but are not limited to an
Apprentice’s work area, locker, lunch box, purse, vehicle and any other personal property in the Apprentice’s possession on
the training facility’s premises. Any Apprentice who fails to cooperate in an inspection will be subject to disciplinary action,
up to and including cancellation.
TESTING PROTOCOLS AND STANDARDS
1. All testing will be conducted by laboratories certified by the Substance Abuse and Mental Health Services Administration
(SAMHSA) under the Department of Health and Human Services.
2. All samples collected under this Policy will be analyzed by a SAMHSA certified laboratory, and shall include an initial
Immunoassay Screening Test and, when necessary, confirmed by a Gas Chromatography/Mass Spectrometry (GC/MS)
Confirmation Test. Said testing must screen, at a minimum, for the following substances and below the following levels to
result in a negative test.
Initial screen will be by immunoassay (EMIT or equivalent).
Presumptive positives will be confirmed by gas chromatography/mass spectrometry (GC/MS).
Drug Group

Emit Screen Detection
Level*
ng/ml**
500
150
50
2,000

Amphetamines
Cocaine Metabolites
Marijuana Metabolites
Opiate Metabolites
(Codeine/Morphine)
6-Acetylmorphine (Heroin)
Phencyclidine
MDMA (Ecstasy)
MDA
MDEA

10
25
500

GC/MS Confirmation
Detection Level*
ng/ml**
250
100
15
2,000
10
25
250
200
250

*The detection levels indicated represent the lowest cutoff concentration for an analyte within that class. Actual cutoff levels
for other analytes within the class may be higher.
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The GC/MS Confirmation amount is the amount reported by the laboratory. Any amount over this is reported as a positive
test.
**nanograms/milliliter.
Breath/Blood Alcohol Content (BAC) will be screened and confirmed at .02%
The Policy shall be amended to follow the federal U.S. Dept. of Transportation Guidelines which have become the industry
standards for drug and alcohol testing in safety-sensitive positions and to add new drugs (e.g. synthetic opiates) and
threshold levels if and when those drugs or threshold levels are changed by the D.O.T.
3. Apprentices who provide two (2) subsequent diluted test results under this Policy will be encouraged to seek medical
assistance to determine if there is a valid medical reason for the diluted results. If a medical reason cannot be
determined or if the Apprentice refuses to seek medical assistance, the third (3rd) or remaining tests (if necessary) will
be at the individual’s expense.
4. If the third diluted test result is also diluted, it will be treated as a positive test under this program.
5. Any Apprentice who provides an unsuitable test result will be required to have subsequent drug tests observed.
6. Blood, saliva or breath screen tests are acceptable for alcohol testing. Saliva screening for alcohol will utilize a device on
the NHTSA conforming products list which gives a quantitative reading (a range of alcohol from 0 – 150 mg/dl). If the
approved device registers any level equal to or greater than 20 md/dl (.02%), then a Breath Alcohol Test will be
performed. A confirmed screening level less than 20 md/dl (.02%) is considered negative.
I, __________________________, have read and understand the Drug and Alcohol Policy:

_____________________________________________________________________________________________________
Signature & Date
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Social Media Policy
Social Media sites are powerful tools for building relationships, sharing information and ideas, marketing our professionals,
organization and industry. However, when used improperly, social media can give rise to serious legal and other problems.
This policy was developed to minimize such problems and ensure that JATC social media sites or websites are safe spaces
for users. Apprentices shall refrain from posting anything on JATC social media that:
•
•
•
•
•
•

Is untruthful, defamatory, libelous or invades a person’s privacy
Is discriminatory, hateful, harassing or threatening
Is obscene, profane or vulgar
Violates copyright, trademark or other intellectual property rights
Includes spamming or trolling
Includes advertising or solicitation

The JATC reserves the right to remove or block any violating content or user from JATC social media. Further, should
content violate any of the Rules and Policies of the JATC, such a violation may be subject to disciplinary action. This
includes, but is not limited to, the JATC Anti-Harassment Policy. Apprentices may not use logos, photos, or any likeness of
or belonging to the JATC without permission. Apprentices should also be aware that communications through a JATC social
media site or page shall in no way constitute a legal or official notice or comment to, or on behalf of, the JATC.
These ground rules represent only the minimum standards of conduct on social media. Please remember your word and
deeds often reflect on your fellow apprentices, the JATC, your Union and Contractor, and the industry as a whole. We are
all stewards of a proud tradition and it is up to each and every one of us to represent it well, on the job site, in the
community and on social media.

I, ___________________________________ understand and agree to follow this policy.

Signature & Date
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Notification of Rights under FERPA
The Family Educational Rights and Privacy Act (FERPA) affords eligible students certain rights with respect to their education
records. An “eligible student” under FERPA is a student who is 18 years or older, who attends a post-secondary institution,
including apprentices and journeymen who attend courses offered by the Seattle Area Plumbing & Pipefitting Training Trust
(also known as Seattle Area Pipe Trades Apprenticeship – SAPT).
These rights include:
1. The right to inspect and review student records within 45 days after SAPT receives a request for access. A student
should submit a written request that identifies the record(s) the student wishes to inspect. This written request
should be submitted to the Training Coordinator. The Training Coordinator will make arrangements for access and
notify the student of the time and place where the records may be inspected. If the records are not maintained by
a SAPT official, such as college transcripts, that official will shall advise the student of correct official to whom the
request should be addressed.
2. The right to request the amendment of a student’s education records that the student believes is inaccurate,
misleading, or otherwise in violation of the student’s privacy rights under FERPA.
A student who wishes to ask for amendment of a record should write to the Joint Apprenticeship Training
Committee, clearly identifying the part of the record the student wants changed, and specify why it should be
changed.
If the Joint Apprenticeship Training Committee (JATC) decides not to amend a record as requested, the JATC will
notify the student in writing of the decision and the student’s right to appear before the JATC regarding the request
for amendment. Additional information regarding JATC procedures will be provided to the student when notified of
the right to appear.
3. The right to provide written consent before SAPT or the JATC discloses personally identifiable information (PII) from
the student’s education records, except to the extent that FERPA authorizes disclosure without consent.
SAPT discloses education records without a student’s prior written consent under the FERPA exception for
disclosure to JATC officials with legitimate educational interests. A SAPT official typically includes a person
employed by SAPT in an administrative, supervisory, instructional or support staff position, or a person service on
the Board of Trustees, the JATC, and subcommittees to the JATC. Information can also be shared with the college
contracted to provide credit to apprentices on behalf of SAPT. It may also include a volunteer or contractor
outside of the SAPT who performs an institutional service or function for which the SAPT would otherwise use its
own employees, and who is under the direct control of the SAPT with respect to the use and maintenance of PII
from education records, such as an attorney, auditor, or collection agent. A SAPT official typically has a legitimate
educational interest if the official needs to review an education record in order to fulfill his or her professional
responsibilities to the SAPT. Other legitimate entities that receive PII include the governmental organizations that
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regulate registered apprenticeship programs, and governmental and educational entities that proctor exams
required for licensures required with completion of apprenticeship.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the SAPT to
comply with the requirements of FERPA. The name and address of the office that administers FERPA is:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue SW
Washington, DC 20202
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Apprentice FERPA Information Release Authorization
In compliance with the Federal Family Educational Rights and Privacy Act of 1974 (FERPA), the SAPT is prohibited from
providing certain information, including grades and other student record information, to any third party, unless a student
gives us written permission. Internal and routine use of student records includes, but is not limited to, these parties: Peer
Review Board; Joint Apprenticeship Training Committee; SAPT Staff and Instructors; Seattle Area Plumbing & Pipefitting
Apprenticeship & Journeyman Training Trust; and Bates Technical College.
You may grant SAPT permission to release information about your records to a third party by completing and submitting
the form below. Please note that your authorization to release information has no expiration date; however, you may
revoke authorization at any time by written request.
Name________________________________________________________________________________
Address______________________________________________________________________________
Telephone & Email_____________________________________________________________________
Third Party Designee for Information
Name of Organization___________________________________________________________________
Address______________________________________________________________________________
Additional Designee (such as a spouse)
Name____________________________ Relation to Apprentice_________________________________
Purpose for Authorizing Release of Information
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
Certification
I, _________________________ authorize the above Third-Party Designee to access my student records from SAPT,
including my course history, certifications or honors received, grades, wages, and/or other enrollment and advancement
information.

Signature & Date
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Publications, Video, Internet Consent and Release Agreement
Apprentices enrolled in the Seattle Area Plumbing & Pipefitting Training Trust (also known as Seattle Area Pipe Trades
Apprenticeship – SAPT) are occasionally asked to be a part of training center publicity, publications and/or public relations
activities. In order to guarantee your privacy and ensure your agreement to participate, SAPT asks that you sign this
Publications, Video, Internet Consent and Release Agreement.
Your signature on this form indicates consent of the use of your name, picture, written work, the use of quotes, voice,
verbal statements or portraits (video or still) to appear in training center publicity, publications, videos, promotion
materials, public information, or on SAPT’s website. Additionally, these materials can be used during and for training
purposes. For example, pictures and articles about school activities may appear in local newspapers or district
publications. These pictures and articles may or may not personally identify the apprentice, and may be used in subsequent
years.

I, _____________________________________, understand and agree that:
•
•
•
•
•
•
•

SAPT is not responsible for the misuse of any of its publicity, publications and/or public relations by any person not
in its direct employment, and will be held harmless in the event this occurs;
As an apprentice, the SAPT Social Media Policy dictates my appropriate participation in, and use of, any publicity,
publication or public relations activities;
The publicity, publications and promotional materials that use any of the aforementioned mediums are the
property of the SAPT;
No monetary consideration shall be paid for the use of photo(s) either by the apprentice or SAPT;
Consent and release have been given without coercion or duress;
This agreement is binding upon heirs and/or future legal representatives; and
The photo, video or apprentice statements may be used in subsequent years.

Signature

Date
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Apprentice Anti-Harassment/Discrimination Policy
The Seattle Area Plumbing and Pipefitting Industry Journeymen and Apprentice Training Committee (the “JATC”) is
committed to ensuring that apprentices have an opportunity to work and learn in an environment that is free from
discrimination and harassment. Harassment or discrimination based on sex, race, national origin, religion, age, sexual
orientation, or mental or physical disability is strictly prohibited. Apprentices who violate this policy are subject to
discipline, up to and including possible cancellation of their apprenticeship.

PROHIBITED CONDUCT
Any harassing or discriminatory conduct which is based on sex, race, national origin, religion, age, sexual orientation, or
mental or physical disability is prohibited.
Harassment includes any contact or communication in any form, including, but not limited to, verbal, physical, visual,
cellular, written, and electronic means, that denigrates or shows hostility or aversion towards others on the basis of gender,
race, age, religion, national origin, sexual orientation, or mental or physical disability. Examples of prohibited conduct
include, but are not limited to:
•
•
•
•

Slurs and derogatory names
Stereotyping.
Emails, cartoons, or other visual displays that depict groups or individuals in a negative way.
Jokes or other comments that are derogatory.

Sexual harassment includes harassment based on another person’s gender or harassment based upon pregnancy or
childbirth. Sexual harassment includes behavior of a sexual nature that is unwelcome and personally offensive to its
recipients. It can also be behavior that is simply abusive, with no sexual element, if it is directed at an individual because of
his or her sex. Behavior that may be acceptable in a social setting may not be appropriate in the workplace or academic
setting. Examples of prohibited conduct include, but are not limited to:
•
•
•
•

Innuendoes, slurs, sexually suggestive comments, rumors, jokes of a sexual nature and lewd comments.
Sexually suggestive objects or pictures.
Leering, whistling, and obscene gestures.
Unwanted physical contact of a sexual nature, including brushing up against the body, pinching, and
blocking or impeding movement.
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JATC policy is also violated if an instructor, Trustee, Committee member, or any other employee or agent of the JATC
engages in harassing conduct towards an apprentice, engages in discriminatory conduct towards an apprentice, or makes
unwelcome sexual advances or requests for sexual favors from an apprentice. Submission to such conduct will not be a
term or condition of apprenticeship or be used as a basis for decisions concerning an apprentice’s apprenticeship.

COMPLAINT PROCEDURE
The JATC is committed to taking reasonable steps to prevent discrimination and harassment from occurring and will take
immediate and appropriate action when it knows that unlawful conduct has occurred. Each apprentice is responsible for
supporting and adhering to this policy. Apprentices should not tolerate inappropriate behavior. An apprentice should
promptly report any offending behavior, IN WRITING, whether the behavior is directed towards him/her personally or to
other apprentices, to the Training Coordinator, a Trustee or to a Committee member. Apprentices are encouraged to
report concerns about discrimination or harassment at the earliest possible opportunity before behaviors become severe or
pervasive.
The JATC will promptly and thoroughly investigate all claims of harassment and discrimination. Complaints will be handled
with sensitivity, discretion and confidentiality to the extent allowed by the circumstances and the law. Generally this
means that allegations will be shared only with those who have a need to know so that the JATC can conduct an effective
investigation and take appropriate action to prevent any further violations of this policy.
If the JATC concludes that improper harassment or discrimination occurred, prompt and effective remedial action will be
taken. This may include discipline of the responsible person and other actions to remedy the effects of the conduct and to
prevent future conduct. No action will be taken against any apprentice who in good faith files a complaint or who assists in
the investigation of such a complaint by providing information. Apprentices who believe they have been retaliated against
for having filed a complaint or having participated in an investigation of a complaint are urged to promptly notify the
Training Coordinator, Assistant Training Coordinator, a Trustee, or a Committee member. Appropriate corrective measures
will be taken if allegations of retaliation are substantiated.

I, _____________________________, acknowledge that I received a copy of this policy.

_________________________________________________________________________________________________
Signature & Date
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Monthly Evaluation Reports
Evaluation Requirements
•
•
•

•

•

•
•

•

Due on the 1st of every month
Late after the 10th of the month
Must be completed accurately and legibly, including:
o Hours being carried forward every month;
o Class hours, including any additional continuing education or welding pursued on your own time;
o Direct journeyman supervision hours; and
o Self-evaluation with meaningful comments on performance.
Must be signed by both the apprentice and journeyman or foreman:
o If you cannot reach your journeyman or foreman, you can call them and add their contact information to
the evaluation, with their permission to do so.
Must be turned in whether or not the apprentice is working, including:
o Illness or injury (note dates on the evaluation);
o Vacation; and
o Laid off, standby or any other unemployment status.
Encourage your Journeyman or Foreman to complete the comments section of your evaluation.
Please email your evaluation to: evals@seattlepipetrades.org
o If you email, it is your responsibility to make sure the document is legible. Do not send as a picture; send
as an attachment.
o You can CC coordinators, instructors and yourself to insure it is sent successfully.
o You can bring your evaluation directly to our office to get it time/date stamped.
Keep the yellow copy of every month throughout your entire apprenticeship.

Incomplete, Late or Missing Evaluations:
•
•
•

Are considered a violation of the JATC State Standards and are subject to discipline, up to and including cancellation
of your program.
It is your responsibility to give your journeyman or foreman adequate time to review your evaluation before
submitting it.
It is your responsibility to communicate with a Coordinator prior to the 10th of the month if you have a legitimate
reason preventing you from completing your evaluation fully or on time.

I, ______________________________, have read and understand my responsibilities regarding monthly evaluations, and
will abide by the rules.
_____________________________________________________________________________________________________
Signature & Date
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Block Training Attendance Policy
Complete attendance during scheduled Block Training is imperative to an Apprentice’s success. Apprentices receive their
training schedules for the duration of their program. There are five Block Training weeks scheduled in a calendar year. A
Block Training week will begin at 6:00am and end at 4:30pm, Monday through Friday.
There is no excuse for missing training due to conflicts an apprentice can control, such as vacations or special events.
If an apprentice has an emergency or is sick, they must notify the training center prior to the start of the day. Additionally,
they must provide proof of illness by submitting a doctor’s note. The apprentice will have two weeks from the date of the
absence to provide this documentation.
If an apprentice is absent for any other reason, it will be considered a violation of program standards. Discipline for failing
to attend training is as follows:
1st Day Missed: Automatic 200 hour raise hold, automatic notification to apprentice’s contractor, and a Verbal
Warning.
2nd Day Missed: Automatic three-day suspension from work (Tuesday, Wednesday, Thursday) and a Written
Warning.
3rd Day Missed: Automatic and immediate suspension from work and class. The apprentice will be mailed a 20-day
notice to appear at the next JATC meeting for discipline. The apprentice will remain in suspension until the
discipline meeting. At that time, the JATC will determine whether the apprentice will remain in the program or be
removed.
These following steps apply in a 12-month period, including consecutive absences in one week, or over the 12-month
period. If an apprentice misses only one day in a 12-month period, the progressive discipline structure will reset.

I, __________________________, understand the above attendance policy will take effect in January 2021 and that I will be
expected to follow these conditions in order to stay in the program.

Signature & Date
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Trainee Card, Certifications and Licensure Policy
Licensure & Certification Requirements – All Trades
All apprentices must maintain the following licenses and certifications to be eligible for dispatch and/or
graduation:
• Washington State Driver’s License – All apprentices must possess a valid driver’s license.
• Seattle Gas License – SAPT will pay for your initial exam. Any retakes or renewals are the
responsibility of the apprentice. This card must be kept current to graduate. It must be renewed
every year., and the cost is your responsibility.
• NITC STAR Exam – SAPT will pay for your initial exam in your 4th year of training. You must pass
this test and earn the related certification to be eligible for graduation. You are responsible for
paying any retesting fees.

Trainee Card and Licensure Requirements – Specific Trades
•

•

Plumber apprentices must secure and renew their Plumber Trainee Card every year. The
expiration date is the anniversary of initially securing the card. It is your responsibility to pay for
renewing your trainee card. Additionally, it must be always available while on the job and worn
visibly while at the training center. You must show your trainee card to pick up a dispatch from
the training center. You and your company can be cited and fined by the Washington State
Department of Labor and Industries if you fail to meet these requirements. If your card expires,
you will not receive any credit for hours worked during a lapse period, and it will delay or prevent
your ability to earn a license.
Commercial Plumber apprentices must earn a PL01 license to graduate.
Residential Plumber apprentices must earn a PL02 license to graduate.
The cost of applying for the Washington State Plumber License exams, as well as PSI testing center
fees, are the responsibility of the apprentice.
HVACR apprentices must secure and renew their Electrical Trainee Card every two years. The
expiration date is the anniversary of initially securing the card. It is your responsibility to pay for
renewing your trainee card. Additionally, it must be always available while on the job and worn
visibly while at the training center. You must show your trainee card to pick up a dispatch from
the training center. You and your company can be cited and fined by the Washington State
Department of Labor and Industries if you fail to meet these requirements. If your card expires,
you will not receive any credit for hours worked during a lapse period, and it will delay or prevent
your ability to earn a license.
HVACR apprentices must earn an 06A Electrical license to graduate.

The cost of applying for the Washington State Plumber License exams, as well as PSI testing center
fees, are the responsibility of the apprentice.

I, ___________________________, have read and understand my responsibilities regarding trainee
cards, certifications and licenses, and will abide by the rules.
_______________________________________________________________________________________
Signature & Date

APPENDIX B: UNEMPLOYMENT BENEFIT INFORMATION FOR APPRENTICES IN BLOCK
TRAINING

Disclaimer
Seattle Area Pipe Trades put together this information specifically for its apprentices in Block Training. It
will not pertain to other types of unemployment OR to other people seeking unemployment benefits.
The application and filing steps in this document have been given to SAPT by the Employment Security
Department. Additional information presented here comes from the technical assistance we’ve been
given by ESD. We are presenting it here in good faith. We are not liable for:
o
o
o
o
o
o

Information that we’ve not received from ESD or changes made by ESD that we were not made
aware of;
ESD determinations, including delays, adjudication or denials of claims;
Payments you believe are owed to you by ESD;
Deductions made to your UI benefit due to liens, previous overpayments, deductions for child
support, etc.;
Changes in law pertaining to unemployment benefits; or
Any issue in your ESD account due to system errors, user errors, any current or past claim issues
you didn’t resolve, or fraud errors that occurred through eServices during the COVID pandemic.
Ultimately, it is up to YOU if you want to apply for unemployment while in Block Training.
It is not required by SAPT or ESD.

It is also up to YOU to complete the UI process, submit your own forms and claims on time, respond to
requests by ESD on time, and to work with ESD if there is an issue with your claim.
We will update this document as new or more information is shared with us.
Please read through this document before you call with questions.
Most of your initial questions can be answered here.
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The Basics and Tips
The Unemployment Process
Many people will need to file for unemployment at some point in their professional lives. Each state has
its own system and rules for filing unemployment.
In Washington, the Employment Security Department (ESD) manages unemployment. There are some
basic concepts about the unemployment process in Washington:
o
o

A week in ESD’s cycle begins on Sunday and ends on Saturday.
ESD calls all parts of asking or filing for unemployment a “claim.” That may make you think you
only have one step to request benefits. That is not the case. Here is what it really looks like:

1. Start online
UI account
through ESD

•If you have never filed before, you need an account first. It's called
an "application" when it's your first time applying online.
•If you have filed before, but never online, start an online account now.
•If you have filed online before, you will move to Step 2.

2. Open or
Reopen a
claim

•If you have filed online before, but it's been over 5 weeks, this step is like "updating" your account
information. That is called "reopening a claim."
•The questions asked when you reopen a claim look alot like the first time, online application.
•DO THIS STEP ON THE MONDAY WHEN YOU START YOUR BLOCK TRAINING WEEK.

3. Submit a
weekly claim

•DO THIS STEP ON THE SUNDAY AFTER YOU COMPLETE BLOCK TRAINING.
•.Weekly claims are submitted for the week that ended the previous
Saturday.
•THE STATE ONLY GIVES YOU ONE WEEK TO SUBMIT, OR IT'S LATE AND YOU
WILL BE DELAYED OR DENIED.

Steps 2 & 3 repeat themselves every time you are in Block Training. Basically, it’s always a 2-part process
after you get the online account established.

NUMBER ONE RULE - ALWAYS FILE ON TIME
REOPEN CLAIM AT BEGINNING OF TRAINING
WEEK
Reopen the claim at the beginning of the week you
are in class. You can do this on the Sunday before

SUBMIT WEEKLY CLAIM ON SUNDAY AFTER
CLASS
The week you are claiming must end before you
can submit the weekly claim. It’s like verifying to

classes start, OR Do it on the Monday AT THE
LATEST. It’s like telling the state you know you are
going to be “out of work” that week.

the state that you were indeed out of work, and
want to paid for the time.

NUMBER TWO RULE – KEEP TABS ON YOUR ACCOUNT!
Once you start a claim, reopen it, and submit your weekly claim…check your ESD account for
correspondence ON A DAILY BASIS. Too often, apprentices are asking for help, but haven’t taken the time
themselves to see if the department has tried to reach them through the UI online account. Also, many of
the answers to questions do show up in your account – you can look these ways:
✓ Click on the hyperlink of your current claim, and then select the decisions/status tabs for more
information.
✓ Go to online activity, and review both your current claim and any expired claim submissions.
IMPORTANT – if you have expired claims that had issues, were under review, or were denied, that
has to get fixed before your new claims can process.
NUMBER THREE RULE – DON’T ESTABLISH MORE THAN ONE ESD ACCOUNT:
✓ Use your full and current legal name (CAVEAT – if you haven’t changed your name with Social
Security, you have to use what your legal name would be. In other words, make sure you make all
name changes through all systems).
✓ More than one account could look like fraud.
✓ If you are not sure if you already have an account, the system lets you check, and you can reset
usernames and passwords.

The Wait Week
There is a wait week every claim year. SAPT cannot do anything about that fact.
The term “wait week” in Washington is somewhat misleading, because you may think you are only waiting
longer to get your first UI payment. That is not the case.
The first time you ever apply for UI benefits, the state is verifying your identify. They call it a wait week
but you will not get paid for that week, ever.
Every twelve months, the state is reverifying your identity. It is called a wait week again and you won’t get
paid for that week.
NUMBER THREE RULE – DON’T SKIP FILING:
✓ If you don’t file, it’s not like you’d be avoiding a wait week. You’d simply be putting it off until the
next time you were in class.
Here are some scenarios to better understand “wait week.”
Peter Plumber

Susie Steamfitter

Rickey Refrigeration

First time applying for
unemployment
Completes online
application
Submits weekly claim on
the Sunday after Block
Training
Doesn’t get paid for first
week, but is now ready for
next time

▪
▪

▪

Applied for unemployment over
twelve months ago
▪ Goes online and reopens
claim
▪ Submits weekly claim on the
Sunday after Block Training
▪ Doesn’t get paid, but is now
ready for next time

Applied for unemployment six
months ago
▪ Goes online and reopens
claim
▪ Submits weekly claim on
the Sunday after Block
Training
▪ Gets paid now, but in six
months, he’ll have a wait
week and won’t get paid

TIPS FOR SUCCESS
DO…
✓
✓
✓
✓

Check your eServices account with great frequency.
Respond to every email, letter and questionnaire the department sends you on time.
Start your application/reopen your claim on the Monday that class starts.
File your weekly claim on the Sunday after you are in Block Training. Not during the week. BUT
DON’T WAIT! Do it within 7 days or the state calls it LATE.
✓ You are reopening your claim and submitting a weekly claim for Apprentice Training while you are
here. Not layoff, not standby…
✓ If you get a questionnaire asking if the training is required by your employer, the answer is YES
✓ Submit your weekly claim via SAW on the Sunday after you completed training.
✓ Check your SAW account regularly. If you have missed correspondence, it may delay or deny your
claim.
DON’T…
✓
✓
✓
✓
✓

Overthink the questions, they are straightforward.
You are not getting pension payments right now. Don’t misunderstand that question.
Don’t choose “Training Benefits” – this is a different program altogether, not for you.
Ignore or fail to respond to letters, emails in SAW, or any other department correspondence.
Don’t choose Commissioner Approved Training - this is a different program altogether, not for
you.

NEVER FILED BEFORE? START A CLAIM
Go to ESD.WA.GOV/Unemployment and click the button saying “Create New Account” to establish a
“Secure Access Washington” eServices account.

Be sure to check if you already have an account – if you open a new one because you don’t remember a
password, etc. it will mess up your current and future claims. It can also appear to be fraud in the system.
DON’T DO IT.
Establish your account on the SUNDAY BEFORE OR MONDAY AT THE LATEST of your first Block Training
week.
If you need computer access, ask the office to open the computer lab for you.
Make sure you write down the login and password you select. The online system will freeze for security
purposes after five attempts.
You will get an activation code sent to you via email. Once you have finished the activation, you can enter
the UI website.

Click on “Apply for unemployment benefits or manage your current and past claims.”

Under the “I Want To” Menu, select “Start an Application.”

REMEMBER, THE PAGES WILL NOT MOVE FORWARD UNLESS YOU HIT “NEXT” EACH TIME.
INFORMATION YOU NEED TO PROVIDE:
•
•
•
•

Your identity – have your driver’s license available. You need to enter it.
Your social security number – make sure it’s accurate.
Bank routing number AND bank account number.
Documentation showing you are an apprentice (more information on page 9).

QUESTIONS YOU WILL BE ASKED:
Have you received benefits from other states in the last 18 months? – if you did, you know the answer.
Are you physically able to work – the ANSWER IS YES unless you have an LNI claim.
Have you held a federal job – NO, unless you had previous employment with the federal government in
the last 18 months.
Military jobs or service – if you were on active duty in the last 18 months, the answer is YES.
Have you worked in other states in the last 18 months – if you did, you know the answer.
Claim Start Date – this is the Monday date of your Block Training week. If you don’t start this application
until later in the week, you risk having a delay on your claim.
Anti-Harassment – if you have a restraining order against you, you need to say so.
Contact Information – double and triple check this information. If the system offers a “suggested” mailing
address, that is the one to choose. Make sure that you give permission to send you correspondence via
eServices email, phone, and to leave detailed messages.

When you get to the Employer details page, employers you worked for or who reported earnings
for you during your base year (last 12 months) will display, one at a time. If an employer is listed
that you did not work for, select I did not work for this employer.

The date you started working for this employer should be your very first day of employment. For
example, if you were a helper or tradesman for the same company, that was your start date. If you
don’t remember, call the office at 425.271.5900.
The date you last physically worked for the employer is usually the Friday BEFORE block training,
unless you worked on the weekend.
For average gross income, enter it in hourly wages. This seems to work best for most applicants.
For the question, “Why did you separate from this employer?”, a drop-down menu displays. Select
temporarily out of work to attend mandatory apprenticeship training (bottom of the list).

Enter occupation – choose from the “Search Occupation” feature they have.
YES, you are going to continue to look for work in this occupation.

REVIEW ALL YOUR ANSWERS BEFORE YOU SUBMIT.

SCHOOL ATTENDANCE QUESTIONNAIRE – SENT VIA ESERVICES
It is likely that after you have successfully submitted your application, you will get a “School Attendance”
questionnaire in your eServices e-mailbox. Complete it right away. Here are the answers to provide:
1. Enrolled in school or training program – YES
2. Is this union apprenticeship or open shop training – YES
3. Where enrolled*, address, phone: SEATTLE AREA PLUMBING & PIPEFITTING INDUSTRY TRAINING
TRUST
595 MONSTER ROAD SW, RENTON WA 98057 425.271.5900
* It may ask for your union instead. Select “United Association Plumber & Pipefitters Local 32” from that
drop-down.
4. Dates of school or training – ENTER THE DAYS OF THE WEEK YOU ATTENDED BLOCK TRAINING -NOT
THE FULL APPRENTICESHIP, NOT THE PROJECTED GRADUATION – JUST THE WEEK YOU WILL ATTEND
BLOCK TRAINING!!!!!
5. Are you enrolled full-time – YES
6. Are you looking for work while enrolled in classes – NO
7. PROVIDE DOCUMENTATION SHOWING YOU ARE A REGISTERED APPRENTICE (page 10)

SCHOOL ATTENDANCE QUESTIONNAIRE – SENT VIA POSTAL
MAIL
IF YOU GET THIS FORM IN THE POSTAL SERVICE, THE ANSWERS ARE:
1. Enrolled in school or training program – YES
2. Is this union apprenticeship or open shop training – YES
3. Where enrolled, address, phone: SEATTLE AREA PLUMBING & PIPEFITTING INDUSTRY TRAINING TRUST
595 MONSTER ROAD SW, RENTON WA 98057 425.271.5900
4. Dates of school or training – ENTER THE DAYS OF THE WEEK YOU ATTENDED BLOCK TRAINING -NOT
THE FULL APPRENTICESHIP, NOT THE PROJECTED GRADUATION – JUST THE WEEK YOU WILL ATTEND
BLOCK TRAINING!!!!!
5. Dates and Times: CLASSES BEGIN AT 6:00AM AND END AT 4:30PM
6. Program – ENTER THE NAME OF YOUR APPRENTICESHIP PROGRAM (HVAC/R, STEAMFITTER,
COMMERCIAL OR RESIDENTIAL PLUMBER)
7. This Training will lead to a….OTHER: (3 OR 5 YEAR) CERTIFICATE OF COMPLETION IN APPRENTICESHIP
8. Are you enrolled full-time – YES
9. Are you looking for work while enrolled in classes – NO

10. Are you willing to drop your classes to accept a job… - NO
11. Why did you fail to report previously: SEATTLE AREA PIPE TRADES IS A STATE-REGISTERED
PROGRAM. THEY CONVERTED THEIR TRAINING DELIVERY TO BLOCK TRAINING PER APPROVAL BY THE
WASHINGTON STATE APPRENTICESHIP TRAINING COUNCIL. IT BEGAN JANUARY 2021. FOR THE
REMAINDER OF MY APPRENTICESHIP, I WILL ATTEND FIVE, 50-HOUR WEEKS PER YEAR. THIS
APPRENTICESHIP TRAINING IS A REQUIREMENT OF MY JOB.
After that - YOU DO NOT WANT TO APPLY FOR COMMISSIONER APPROVED TRAINING. SKIP QUESTIONS
12 – 21.

HOW TO PROVE YOU ARE AN APPRENTICE
Washington State Department of Labor & Industries regulates registered apprenticeship. Seattle Area
Pipe Trades is a state-approved, registered apprenticeship. Your official record proving you are one of our
apprentices is available to you in an online, searchable public database. Not your class calendar, not your
UA card membership…
This is the best documentation to submit to Employment Security where the questionnaire asks for
documentation. Here is how you get it:
1. Go to www.LNI.wa.gov

2. Enter “ARTS” into the search bar at the top right of their website home page. ARTS stands for
Apprenticeship Registration Tracking System.

It will take you to a result for Apprenticeship Registration & Tracking System (ARTS). Click the link.

3. When you get to the ARTS subpage, choose the “Search for Apprentices” link.

4. Enter your name.

5. Select your record. Your name will be hyperlinked (image blacked out to preserve person’s privacy).

6. Print or snip the screen, and scan it into a PDF.

7. Submit it to ESD in the screen asking for documentation. Name it your FULL NAME.
We’ve registered MES and SPM, too.

HOW TO PROVE YOU ATTENDED SCHOOL
Some apprentices have been asked by ESD to prove they attended school in a specific week. This can
happen when:
•
•

You reopened your claim and/or submitted your weekly claim late.
You didn’t provide the LNI – ARTS registration as documentation that you are a registered
apprentice in your application, your reopened claim, or your School Attendance questionnaire.
IF NEEDED BY ESD, at the beginning of every training week, we will give you a letter verifying you are
attending school AND a copy of your training calendar. We will not send it to you electronically, as it will
contain sensitive information. You can take a picture of the letter and calendar, and download it to the
ESD website, in addition to your LNI state registration.

MADE A CLAIM ONLINE IN THE PAST? REOPEN A CLAIM
If it’s been longer than five weeks since you filed a claim, you need to “refresh” your SAW account every
time you are attending Block Training. This is called “Reopening A Claim.”
You can get to your SAW account through the Employment Security Department login, or through Secure
Access Washington.
• Go to the “I Want To” section and Choose “Reopen A Claim”
• Reopen a claim on the Monday you attend class.
• It will ask you if you are able to work – the answer is YES
Block Training is scheduled throughout the year, and there is more than five weeks between blocks. This
means you should be prepared to reopen your claim at the beginning of each week of Block Training –
unless YOU chose what the state calls a “continuous claim.” YOU MAY NOT KNOW IF YOU DID THIS, but a
good indicator is every time you log in, the system is asking you to file for another week.
•

If you get these requests to file another claim, you likely entered the dates of your entire
apprenticeship into the system. You can do this, but you would need to file every week, and on
the weeks you work, you report your wages and employer.

•

If you only filed for the week you were in Block Training, be prepared to reopen your claim, every
time. It will look A LOT like the initial application submission:
o

You will be asked the same sorts of employer questions.

o

You will be asked why you are not working, including:

o

o

Your first day of work with your current employer (including any helper/tradesman
time – you can call the office at 425.271.5900 to verify start dates). USE THE
WEBSITE’S CALENDAR ICONS RATHER THAN ENTERING DATES.

o

Any other employers you worked for in the last 18 months (NOTE: it will ask why you
left every employer. Don’t ignore/skip this, do it all)

o

Last day physically worked (generally the Friday before your Block Training week)

o

Why you are out of work: SELECT “Temporarily out of work due to attend mandatory
apprenticeship training”

You will want to make sure your contact information is up to date.

o

You will want to make sure you accept correspondence electronically, by paper, and by
phone.
o You will want to make sure your bank account information is up to date.
On Sunday AFTER YOUR BLOCK TRAINING IS OVER, you will submit your weekly claim following the
questions on page 16 and 17.

FILE A WEEKLY CLAIM
File online or by phone the Sunday after training. We recommend online. YOU MUST FILE WITHIN ONE
WEEK OF THE TRAINING PERIOD PER WASHINGTON STATE ADMINISTRATIVE CODE. IF YOU SUBMIT A
WEEKLY CLAIM LATER THAN THAT, YOU MAY BE DENIED.
Go to your eServices Account through ESD.wa.gov/unemployment.
You should have a notice showing you have a weekly claim to file. Click on either link to begin the
process.
Note: If you have unread messages or letters, or an overpayment as this screenshot below shows, you
should read them and deal with outstanding funds. There is likely important information that may
impact your ability to successfully submit a claim.

These are the basic questions you will be asked when you file by phone or via Secure Access Washington
account.
UNLESS some of these are TRUE for your unique situation, these are the basic answers/conditions for
requesting UI benefits after your training week:
•

You “AGREE” to the fraud statement (be honest with every question!)

•

Are you physically able to work – YES (unless you are out due to an injury, you would have been
able to perform the duties of your job if you had not been in training)

•

Did you receive paid time off, holiday, or vacation pay? – NO

•

Are you getting paid for any period after you last worked, such as severance pay, in lieu of notice
or termination pay – NO

•

Did you work for other employers during the period training week – NO – unless you did, and you
know the answer.

•

Did you work in self-employment or casual labor – NO – unless you did, and you know the answer.

•

Did you get paid for jury duty during the training week – NO

•

Did you collect worker’s compensation during the training week – NO

•

Other than social security, did you apply or have a change in retirement plans not previously
reported? - NO

•

Did you attend a school or training program – YES

•

Is it a union or open shop based training? - YES

•

Enter the beginning and end dates of your classroom apprenticeship training with your union –
it will be the Monday – Friday period. If you are filling out a paper questionnaire, your classes
start at 6:00am and end at 4:30pm. It is a total of 50 hours of training.

Review the questions BERFORE YOU SUBMIT– you should have answered NO
to everything but attending school or training, the fact that it is union
apprenticeship training, and the dates worked.
CHECK YOUR PERSONAL INO TO MAKE SURE IT’S UP TO DATE!

FREQUENTLY ASKED QUESTIONS
The following represents questions we’ve received regarding UI, and the answers we’ve provided.
Do I even have to apply for UI?
Nope! It is a benefit you can access because you are in employer-required training for a week. It is up to
you to access it, or not.
Isn’t Block Training messing up my ability to get paid for a week?
NO. First, many other programs charge apprentices tuition, book charges, equipment and tool fees…you
have none of these things. Second, apprenticeship day training is noted as unpaid in the current collective
bargaining agreement. In the old training model, you were not getting paid for training days, either. You
could’ve applied for UI benefits, but the state would have said you made too much money in the
remainder of your work week.
With Block Training, because you are out of work for a more significant period of time, there is a provision
that allows apprentices to draw upon unemployment. And while there is a wait week, this is actually
financially better in the long run than not getting any sort of compensation.
Finally, we have Block Training calendars posted through 2024 showing weeks of all current apprentices’
in-school periods. Use these to figure out your wait weeks, and budget accordingly.
Why doesn’t/can’t the school set up the account and submit forms for me?
This is adult education, and you are responsible for yourself. We can do our best to assist with questions
or problems, but we won’t do the legwork for you.
I haven’t heard anything from ESD about my claim and it’s been a month. What is up?
Have you checked your ESD account recently, and thoroughly? Often, when we assist an apprentice with
ESD questions, we find the following:
✓ He or she isn’t monitoring his/her ESD UI account for correspondence or decisions from the
department. Please, do this daily. You don’t need our help to stay up to date on your own
account.

✓ He or she didn’t research the UI account – don’t just open your account, quit, and expect us to do
it for you.
✓ He or she had an unanswered ESD messages from the new claim, or an expired one, and missed
providing key information that would have gotten the claim approved.
✓ He or she had a denial, disqualification, or other issue from a previous claim that never got cleared
up. It will impact your new claim!
Do I need to say “yes” to PUA funds?
No, you don’t. These are pandemic unemployment assistance funds, and they would be directed to your
benefit if you were out of work for COVID-19 reasons They are still in effect through 2021. However,
they won’t apply to being out of work for apprenticeship training.
I forgot my eServices password. What do I do?
Go to secure.esd.wa.gov/home and select, "Click here if you are having trouble signing in" next to the sign
in button at the bottom of the box labeled, "Secure Access Washington (SAW)." On the next screen,
select, "Forgot password" and follow the instructions to have a temporary password sent to your email.
I forgot my username. What do I do?
Go to secure.esd.wa.gov/home and select, "Click here if you are having trouble signing in" next to the sign
in button at the bottom of the box labeled, "Secure Access Washington (SAW)." On the next screen,
select, "Forgot username" and follow the instructions to have a list of your existing SAW usernames sent
to your email.
Why am I being asked to submit a claim for a week I worked?
If you receive a message through SAW requesting you submit a claim for dates that you were NOT in block
training, but actually working, DO NOT IGNORE IT. This MEANS when you filed, you elected to be in a
“continuous claim” status, OR YOU FILED LATE. Complete it, selecting your current employer, provide the
dates you worked and your wage.
This lets the department know you returned to work after completing your week of training. HOWEVER,
IF YOU FILED LATE, THEN THE SYSTEM ESTIMATED A DIFFERENT WEEKLY CLAIM DATE FOR YOU. You need
to contact the department to see if it can be adjusted.
Why did I get a school attendance questionnaire?
If you get this questionnaire, it is because:
• You didn’t file your weekly claim correctly; OR
• You never applied for UI benefits before; OR
• You have received unemployment in the past, and never was it for apprentice training.
In most cases, because your previous submittals were not for apprenticeship training, the department
needs clarification about why you are asking for benefits now.
What if I worked for more than one contractor, or the contractor’s company name changed, in the last
18 months?

When the system asks you to identify everyone you worked for in the last 18 months, do so. Make sure
you provide why you terminated (most likely, layoff). If you have questions about start and end dates, the
office can verify those for you in our student database. Call during business hours at 425.271.5900.
If your contractor’s name changed, or they went through a different incorporation/business structure with
the state, they may appear twice. It’s still the same company, and you worked for them.
It’s showing an employer I didn’t work for. Why is that?
ESD records might have a different name for your contractor than what you expect. Franchises of larger
corporations may use the corporate name for reporting, but a different name locally. Before manually
entering your employer’s info, find out your employer’s legal business name or look up their Federal
Employer Identification Number (FEIN). You can usually find this on your paystub or W-2.
If a company appears that you did not work for in the last 18 months, period, then choose “did not work
for this employer.” If doing so triggers a problem for you, it could be that you were a victim of fraud in
2020. If you think that’s the case, call the ESD fraud line at 800-246-9763 or report it online at:
https://fortress.wa.gov/esd/tip/_/ .
I was terminated for cause the week before school. Why can’t I get unemployment?
When a person is fired, that takes precedence over any other type of eligibility to claim.
Why are they saying they need to verify my identity? I gave them all the documentation they needed.
Unfortunately, you could have been a victim of the massive fraud situation that happened in spring, 2020.
You wouldn’t necessarily know that, either, until you tried to access a state service. If you think that is
the case, or suspect someone else may have compromised your account, call the ESD fraud line at 800246-9763 or report it online at: https://fortress.wa.gov/esd/tip/_/.
What if my address, bank account or other personal detail needs to be updated?
When you are starting your application, you provide details that can change. That is why it’s important to
check all of your personal details (address, phone number, bank accounts, etc.) in detail before you hit
submit. This is especially true when you are reopening the claim. The weekly claim system isn’t
necessarily set up to process personal information updates.
The department can make amendments, but it can take several weeks in review and possibly even
adjudication.
Why didn’t I get paid yet?
There could be a number of reasons you didn’t get paid.
✓
✓
✓
✓
✓
✓

You didn’t complete the initial application accurately, or you failed to submit it fully.
You have more than one UI benefit account.
You didn’t reopen your claim during the Block Training week, so it’s considered late.
You didn’t submit a weekly claim on the Sunday after Block Training week, so it’s considered late.
It was your wait week.
You reopened your claim for a different reason than “temporarily attending employer required
apprenticeship training.”

✓ You didn’t note that your training was full time. Remember, apprenticeship is school + work. That
is full time! Even if you are a MES or SPM in apprentice classes – we’ve registered you as full time
apprentice.
✓ You didn’t respond to a request for information from ESD by the due date they gave you.
✓ Your bank account or other personal information was not up to date with the state, so they
couldn’t complete a transfer.
✓ You owed money to the state or another lien, like child support or federal taxes.
✓ You had an open LNI claim for an injury. You won’t get paid for both an ESD and a LNI claim.
✓ You didn’t work 680 hours in the quarter before you filed. This would be rare for an apprentice.
Can an issue that delayed or denied my claim be fixed?
In some cases, yes, but it takes time and will likely need to be reviewed by the department first. It can
also be hard to reach the department by phone.
During 2020, the state waived some rules to support people out of work due to COVID-19. However, at
the end of the year, the laws that govern how unemployment works reverted back to pre-COVID rules.
The biggest changes people didn’t expect are:
▪ The extension of time to file a claim went back to 7 days, period.
▪ The waiver of a “wait week” was eliminated.
▪ The waiver of a “wait week” in 2020 now means you may have a wait week reimposed in 2021.
Here is how you can help yourself with claim issues:
▪

Go into your ESD eServices account and review your submissions. Compare them to the steps
we’ve provided in this book. Did you provide different information? That could be the problem.

▪

Read all the correspondence in your eServices account. They may have told you what you need to
do.

▪

Email ESD through the eServices account. Under “I Want To…” there is an option to send a
message. Include your full name, the claim number, dates you applied, reopened, and submitted
weekly claims, and what you suspect the issue may be.

▪

Email your training coordinators with a full explanation of what has happened. Include your claim
number and screenshots of your account, if possible. They have a contact through the state who
can answer questions about what they see inside the ESD system – not necessarily a fix, but a way
to know what needs to happen next.
Regardless, you need to make every attempt to fix the issue yourself, in nearly every case. There are
some things we can’t do for you. We can’t make authorizations for changes in an account, or step into an
adjudication process, for examples.

Do I really have to look for work while claiming unemployment for Block Training?

In short, no. BUT, if you are getting this requirement, it means you may have filed incorrectly, or
inadvertently asked for Training Benefits or Commissioner Approved Training. Review your submissions
to see if this is the case.
Use the email option in your eServices account to submit a request to correct any submissions, if you see
an error.
How can I figure out how much money I’ll get?
The base wage rate can differ among apprentices, based on when they are registered into the program,
and the earnings in their “base year.” A base year is the first four of the last 5 completed calendar
quarters before the week in which a claim is filed.

In the below chart, the blue shaded area represents the base year.

The apprentice will receive a Statement of Wages and Hours form from ESD after they file their first claim,
telling him or her how much they could potentially receive. This is called a “Weekly Benefit Amount.”
Why is the amount of money I received more/less than my wage?
If you received less than you normally earn in a week, it could be:
▪

You owe child support, taxes, or another legal lien, and it has been deducted in part or fully from
your payment.
▪ You didn’t work enough hours in the last quarter (partly waived due to COVID in 2020, now
impacting claimants).
▪ The formula used by the state for the maximum weekly benefit amount is less than your weekly
wage.
If you received more than you normally earn in a week, it could be:
▪
▪

Your time out of work in 2020 qualified you for additional pandemic funds.
There was an error in reporting wages made by your employer to the state. If this happens, you
could OWE money.
Overpayments are serious, and sometimes, a person could receive a notice from the department that they
owe a tremendous amount of money. First and foremost, don’t panic. Sometimes, those notices are
auto-triggered in the ESD database by reporting you made that may not match employer records.

Sometimes, it happens because you didn’t provide information to the department on time. If this
happens, follow the steps provided here:
https://esd.wa.gov/unemployment/overpayments

Why do I owe taxes for unemployment?
Unemployment benefits are a form of earnings. You can elect to have ESD withhold up to 10% from your
weekly benefit payment, but that may not be enough to cover what you owe in federal taxes at the end of
a year. You should get a 1099G form from ESD for IRS tax filing. Make sure you include it with your tax
returns.

ACRONYMS USED IN THE SYSTEM
•
•
•
•
•

ESD - The Washington State Department of Employment Security. They manage unemployment.
SAW – Secure Access Washington – the online platform that supports ESD’s unemployment
benefit application and filing system.
LNI – The Washington State Department of Labor & Industries. They regulate registered
apprenticeship programs.
SAPT – Seattle Area Pipe Trades
PUA – Pandemic unemployment assistance funds – an option for extended benefits when a
person is out of work for a significant time due to COVID-19.

