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Guidance Manual
 Effective July 1, 2015
Endorsement Standards and Criteria

For The Construction Trades Training Programs 

INTRODUCTION

The Pennsylvania Builders Association (PBA) shall use this manual as a guidance document in examining criteria for determining program eligibility by which selected Pennsylvania construction trade training programs can seek and receive program endorsement.  Eligible programs should use this manual in comparing their programs to the recommended industry standards and in preparing their program application for consideration by the PBA.  Peer educators and administrators from similar programs, construction trade training providers, representatives of the residential construction industry and PBA representatives shall conduct the program review and assessment.  The Program Director shall review the school’s application and other required appendices and schedule an on-site visitation by a PBA designated program review team. Program applicants will be expected to provide information and evidence corroborating the information contained in the application and appendices at the time of the on-site visit. 
ELIGIBILITY AND INDUSTRY SUPPORT

To be considered for PBA endorsement, a school offering construction trade training programs must have in place the general elements and specific criteria outlined in this guidance manual.  Schools are also required to comply with all state and federal laws and regulations governing the institution.  The PBA’s program endorsement is not intended to claim or certify compliance with any local, state or federal law including, but not limited to, laws related to equal employment opportunity, education or any other applicable statute or regulation. 

A secondary program seeking PBA Endorsement must be approved by the Pennsylvania Department of Education, Bureau of Career and Technical Education.  A post-secondary program, public or private, must have approval from the governing agency in the Commonwealth of Pennsylvania.  Specific programs eligible for PBA endorsement have been identified using the National Center for Education Statistics, Classification of Instructional Programs (CIP) Codes, see Table 1.  In addition to PBA’s criteria, programs shall be reviewed and measured against the CIP Code’s program description.   

Schools are required to obtain the support of the local Home Builders Association (HBA) as part of the application process.  If the local HBA is unable to provide this support, the requesting program may solicit the support of a neighboring HBA to assist in the endorsement process.  To obtain a listing of PBA’s local associations, log on to www.pabuilders.org or contact the Director of Endorsement Operations at 800-692-7339, extension 3024. 

Endorsed programs must have a functioning National Association of Home Builders (NAHB) Student Chapter, and students in the program must be afforded the opportunity to join and participate in chapter activities.  The school and instructor must support the Chapter’s activities, encourage students’ involvement, and promote industry relations to enhance students’ training and career objectives.   If the program does not have a Student Chapter, an application for charter must be submitted to the supporting HBA prior to, or simultaneously with, the application for endorsement.   For information on NAHB Student Chapters, including an application for charter, visit the Home Builders Institute (HBI), the educational arm of NAHB, at www.hbi.org, or contact the Director at PBA.
PROGRAMS ELIGIBLE FOR ENDORSEMENT 

Table 1 – Construction Trade Programs Eligible for PBA Endorsement
	CIP Code
	Program Title
	Program Description

	46.0101
	Mason/Masonry
	An instructional program that prepares individuals to apply technical knowledge and skills in the laying and/or setting of brick, concrete block, glass block, hard tile, marble and related materials using trowels, levels, hammers, chisels and other hand tools.

	46.0201
	Carpentry/Carpenter
	An instructional program that prepares individuals to apply technical knowledge and skills to lay out, fabricate, erect, install and repair structures and fixtures using hand and power tools. This program includes instruction in common systems of framing, construction materials, estimating, blueprint reading and finish carpentry techniques.

	46.0399
	Electrical and Power Transmission Installers, Other
	An instructional program that prepares individuals to apply technical knowledge and skills necessary to install, operate, maintain and repair electrically-energized residential, commercial and industrial systems, and DC and AC motors, controls and electrical distribution panels. Instruction emphasizes practical application of mathematics, science, circuit diagrams and use of electrical codes and includes blueprint reading, sketching and other subjects essential for employment in the electrical occupations. Reading and interpretation of commercial and residential construction wiring codes and specifications, installation and maintenance of wiring, service and distribution networks within large construction complexes are also critical components of the program.

	46.0401
	Building/Property Maintenance 
	An instructional program that prepares individuals to apply technical knowledge and skills to keep a building functioning, and to serve a variety of structures including commercial and industrial buildings and mobile homes. Instruction includes the basics of carpentry, millwork, plumbing, painting, glazing, electricity, plastering, welding, minor sheet metal, concreting, bricklaying, tile setting, hardware usage, heating, ventilation, waterproofing, roofing and record keeping.

	46.0408


	Painting/Painter and Wall Coverer
	An instructional program that prepares individuals to apply technical knowledge and skills in applying paint, varnish, stains, enamels or lacquers to decorate and protect interior and exterior surfaces and using sandpaper, paint remover, scraper, wire brush or blow torch to prepare surfaces for finishing. Learning experiences also include filling nail holes, cracks and joints with putty, plaster or other filler; selecting premixed paints or preparing paint to match specified colors by mixing required portions of pigment, oil, thinning material or drying substances; and painting surfaces with brush, splat gun or painting roller. Instruction includes simulating wood grain, marble, brick and other effects and creating special effects by applying paint with cloth, brush, sponge or fingers. Hanging wallpaper and fabrics may also be included in the instructional program. 


Table 1 (Continued) – Construction Trade Programs Eligible for PBA Endorsement
	CIP Code
	Program Title
	Program Description

	46.0503


	Plumbing Technology/Plumber
	A program that prepares individuals to practice as licensed plumbers by applying technical knowledge, safety and skills to lay out, assemble, install and maintain plumbing fixtures and systems for steam, natural gas, oil, hot water, heating, cooling, drainage, lubricating, sprinkling and industrial processing systems in home and business environments. Includes instruction in source determination, water distribution, waste removal, pressure adjustment, basic physics, technical mathematics, blueprint reading, pipe installation, pumps, brazing and soldering, plumbing inspection and applicable codes and standards.

	46.9999
	Construction Trades, Other
	This program prepares individuals to apply knowledge and skills in the construction technology field. Instruction is provided in the basic skills in a variety of areas associated with building construction such as carpentry, masonry, plumbing, heating and electrical. Instruction includes but is not limited to blue print reading; cost estimating; uses of hand and power tools; cutting, fitting, fastening and finishing various materials; and applying technical specifications and knowledge concerning the physical properties of materials.

	47.0201
	Heating, Air Conditioning, Ventilation and Refrigeration Maintenance Technology/ Technician 


	An instructional program that prepares individuals to apply technical knowledge and skills to install, repair and maintain commercial and domestic heating, air conditioning and refrigeration systems. Instruction includes theory and application of basic principles involved in conditioning of air (cooling and heating); filtering and controlling humidity; operating characteristics of various units and parts; blueprint reading; use of technical reference manuals; the diagnosis of malfunctions; overhaul, repair and adjustment of units and parts such as pumps, compressors, valves, springs and connections; and repair of electric/electronic and pneumatic control systems.

	48.0703


	Cabinetmaking and Millwork
	An instructional program that prepares individuals to apply technical knowledge and skills in the production of products such as window frames, moldings, trim and panels and such products as furniture, store fixtures, kitchen cabinets and office equipment. Instruction includes training in cutting, shaping and assembling parts using hand tools and woodworking machines (including CNC) and refinishing furniture and installing hardware (hinges, catches and drawer pulls). Instruction also includes planning layouts, blueprint reading, drafting and knowledge of practical uses and identification of various kinds of woods.




PROGRAM CRITERIA AND STANDARDS FOR ENDORSEMENT

SCHOOL ADMINISTRATION COMMITMENT TO THE PROGRAM

Administrators must support the construction trade program comparable to that of other programs of similar size and function with regard to finances, staffing, instruction support, program priorities and other academic support.  Budget allocations must be compatible with the size of the program with respect to students, faculty and staff.  An important measure of support is adequate funding for the program’s training operations, including support for materials, supplies, facilities and equipment, which are necessary to provide appropriate training.  In examining financial resources and support for the program, the PBA will recognize the extent of non-budgeted funds and support that are donated by industry and organizations supporting the program; however, non-budgeted funds should be used to supplement rather than replace those funds necessary for basic training and education. 
INSTRUCTORS 

Instructors must possess certification as required by the Department of Education.  Each must have a minimum of two years practical experience in residential construction.  

In order to provide instruction on the most up-to-date techniques, convey the applicable codes and standards and ensure the curricula reflects changing technologies and standards, instructors of endorsed programs shall obtain a minimum of 12 hours of trade related training on an annual basis.  Instructors are encouraged to look to the PBA and sponsoring HBA(s) in obtaining this professional development, which is available to its industry members on a regular basis.  Instructors of the endorsed programs should pursue industry certifications, including OSHA and ICC, and actively participate in professional organizations that will assist in maintaining a high level of professional competence.  

Program faculty should encourage the involvement of PBA members in classroom and practical instruction.  Such involvement could include field trips, guest speakers and participation in HBA activities.  Faculty should encourage students to actively participate in the activities of the PBA/HBA(s) through participation in internships and other cooperative education programs.

CURRICULUM, SKILL STANDARDS

The PBA recognizes the autonomy of the school regarding curriculum development and establishing program goals and objectives.  PBA’s Program Endorsement is designed to convey the training interests and needs of the local construction industry by providing national and state skill standards for residential construction, which can be used in designing curriculum and evaluating individual training outcomes.    

For selected construction programs, national skills standards are established through an initiative begun in 2001 by NAHB and HBI.  The process, which involved building industry professionals and educators, resulted in the development of residential craft standards in seven trade areas: Carpentry, Electrical, HVAC, Painting, Plumbing, Masonry and Facilities Maintenance.   

Cabinetmaking and Millwork use PA skill standards from the Program of Studies.
Programs seeking the PBA Endorsement must demonstrate a correlation or crosswalk of their curriculum and key training activities to the National Skill Standards.  The Site Review and Endorsement Team (SRET) will determine if this instruction is included in the program’s curriculum. Programs that use the Residential Construction Academy (RCA) curriculum credentialed by NAHB and HBI do not have to provide a crosswalk.   

A link to these standards for selected construction trade areas is contained in the application materials for PBA endorsement at the PBA Endorsed Trade website, www.pbaendorsedtrade.org. 
In order for students to fully understand and develop the key activities needed to accomplish the critical work functions of the program trade, students must be exposed to a blend of applied academic and practical activities.  Programs should have a heavy influence on practical, hands-on, training focusing on work functions and key activities identified in the national skill standards.  A recommended balance of 30 percent theory and 70 percent practical lab skills training has been identified as the optimal balance of classroom activity for development of semi-skilled and skilled trade’s persons. 
At the time of the review team’s site visit, the applicant program(s) shall provide the following for review by the team:  

Documents Required for All Schools:
· A complete inventory of tools and equipment.  Schools may elect to use the PBA website listing where available.
· Syllabus/outline for program instruction including course objectives, goals, instructional methods and use of courseware. 

· A complete inventory of tools and equipment on the website application. 

· Evidence of an active NAHB student chapter.

· Copies of textbooks, laboratory manuals or guidance documents and reference materials used by the program.

· Copies of quizzes, tests, and other projects and assignments that are representative of all students’ levels and abilities. 

· Evidence of any contact the program and students may have with the industry in support of the curriculum and students’ training.

· A copy of the program’s plan for curriculum and courseware updates.

Additional Documents Required for Secondary Schools:
· Report of test scores for the past three years administered by the National Occupational Competency Testing Institute (NOCTI).

· All documentation provided to PDE to evidence compliance from the last 339 evaluation.  Programs currently holding PBA endorsement may elect to complete a self-evaluation of the site review checklist in lieu of producing new documents for PBA.
Additional Documents Required for Post-Secondary Schools:

· Report of final test scores in the program and the GPA for the past three years for graduates in the program.

FACILITIES

Programs must be housed in buildings and shops that are conducive to learning and have adequate physical facilities to support the training of students.  Facilities should be well maintained and accommodate academic (theory) activities such as classroom instruction, discussions, demonstrations and seminars, as well as laboratory (practical) instruction. There should be adequate facilities for office and classroom activities, as well as facilities for hands-on activities. Additional space, which does not interfere with training and instruction, should be allocated to provide safe and adequate storage for materials and supplies needed to support the program. 

It is essential that students have ready access to and use of consumable and other materials necessary to facilitate students’ training and development.  The program should keep an adequate inventory of materials and supplies needed for instruction.  

Students must also have access to a computer lab, audio visual, library resources, guidance and career counseling and other services necessary to meet students’ career objectives.

TOOLS AND EQUIPMENT

The program must have adequate tools and equipment to facilitate training for the number of students enrolled in the program.  The quantity of tools and equipment should be adequate to meet the program’s training objectives, and equipment should be comparable to that in the industry.  

Equipment should be well maintained and in good working condition.  Instruction must include elements of proper care, use and maintenance of the equipment, and a listing of the personal tools needed to fulfill the skill requirements and key work activities identified in the skills standards for residential construction.     

The program must also have maintenance, update and replacement plans for tools and equipment. The program must have a storage and inventory system to properly account for the tools, equipment and supplies. The inventory and storage system should include procedures for regular inspection of tools and equipment, to note loss, breakage, wear and tear, and to provide for replacement or repair.

Students shall be trained on the use of personal safety equipment and devices.  Students shall either be supplied, or required to purchase, personal safety equipment and attire required in the trade.  The program may also require students to purchase hand tools, which are needed to fulfill the program’s goals and objectives. Instruction on the proper care and maintenance of hand tools must be part of the program’s instruction.
The program should have access to capital improvement funds to purchase, replace and expand facilities and equipment, and to maintain a training program that is up-to-date and reflective of the needs of the construction industry.  Members of the Occupational Advisory Committee (OAC) should be consulted concerning those purchases.  

STUDENT PLACEMENT AND CAREER COUNSELING 
Students should have career objectives consistent with their program of studies, and receive career counseling that exposes them to all the varying career paths available in the construction industry.  Employment and work-study programs shall include, but not be limited to, experiences in residential construction.  For secondary students, articulation agreements and dual enrollment opportunities must be in place. Performance and annual follow-up studies should take place to track students’ placement and measure the level of success in training outcomes. 
APPLICATION, FEES, ENDORSEMENT PROCESS AND PROCEDURES

APPLICATION

     Eligibility


Secondary and post-secondary schools in Pennsylvania offering construction trade training programs may apply for program endorsement by PBA.
Multiple Program Applications
The school may submit an application for any number of programs in a single application.  Individual program and instructor submittals are required for each program the school seeks to have endorsed.  Failure to meet the endorsement criteria in one program will not effect the eligibility or endorsement status of other programs contained in the same application.  The application process can be viewed at www.pbaendorsedtrade.org/apply.

Local HBA Endorsement

The school is required to obtain the support of the local HBA prior to submitting the application for endorsement. If requested, PBA will assist the administrator and instructor(s) in obtaining this support.
Application Content

The school administrator and instructor(s) shall read and understand the standards and requirements contained in this Guidance Manual and the requirements listed in the Site Review Checklist.  All information requested must be submitted before the application can be considered complete and accepted by the PBA for review and consideration.  Information referred to in the Site Review Checklist, such as curriculum correlations and 339 documentation (secondary schools), are not required to be submitted with the application documentation, but will be required to be made available at the time of the scheduled site visit.   

FEES

Initial Evaluation for Endorsement - $1500 for the first program and $500 for each additional program. 

Re-evaluation required due to Non-Endorsement
from initial evaluation, or Re-evaluation for Continued Endorsement (three years) - $500 for all programs. 
Note there is an additional charge for travel related expenses and paid stipends for the members of the site review team.  PBA can provide an estimate of these expenses when requested.
ENDORSEMENT PERIOD

Program Endorsement shall be for a period of three school years. As an example, an Electrical program initially evaluated in October of 2015 and endorsed in November of 2015 shall be approved for the 2015-16, 2016-17 and 2017-18 school years. Students completing requirements shall be eligible to receive endorsement certificates for each of those three years, and the re-evaluation shall take place during the 2018-19 school year.
Schools that have multiple programs evaluated during the initial site review and evaluation visit shall be required to follow the same program endorsement period for all programs regardless of the date of endorsement for the first, second, third, etc. program(s). As an example, a Carpentry program initially evaluated in October of 2015 (with the above Electrical program) and endorsed in September of 2016 shall be approved for the 2016-17 and 2017-18 school years only. Students who graduate in June of 2016 will not be eligible to receive endorsement certificates. This process keeps all programs at the school sequenced in the same three school year endorsement period. The period does not begin until the school has a minimum of one endorsed program.

NOTE: The PBA Endorsement Period is for three school years only.  At the conclusion of each Endorsement Period, schools must reapply for continued endorsement subject to continued endorsement program availability from PBA.
ENDORSEMENT PROCESS 

Team Membership
Initial evaluation for endorsement - The Director of Endorsement Operations, in conjunction with the EO of the local or sponsoring HBA, will assign a site review and evaluation team consisting of the Director, residential construction industry trades’ representatives for the program(s) being evaluated and representatives (when available) of both secondary and post-secondary institutions offering the same program. 


Reevaluation required due to non-endorsement from the initial evaluation - The Director of Endorsement Operations and the EO of the local or sponsoring HBA will revisit the program(s). 


Reevaluation for continued endorsement - The Director of Endorsement Operations, in conjunction with the EO of the local or sponsoring HBA, will assign a site review evaluation team consisting of the Director, the EO and residential construction industry trades’ representatives for the program(s) being reevaluated. 

The team will issue its report of findings and recommendations within sixty (60) days of the approval by the Workforce Training and Education Committee or Board.  Programs not recommended for endorsement will be provided a list of non-compliance items and must develop an action plan that addresses those items.
APPEAL PROCESS AND PROCEDURES

Appeals Committee 

The PBA Appeals Committee is a special, three member panel selected by the President of the PBA to act in the event of an appeal received from an applicant program in regard to an adverse decision or challenge to a recommendation. Any individual with a potential conflict or bias must recues him or herself from consideration of the appeal. 

Appeals Committee Procedure

The Administrator of the school shall identify the nature of the objection and specific reason(s) for the appeal.  The appeal shall be submitted to the President of the PBA.
Upon receipt, the PBA President shall, within thirty (30) days of receipt of the notice, appoint the Appeals Committee and instruct the PBA’s Director to forward all pertinent materials, including the application and related documents.  The Appeals Committee shall convene a hearing within ninety (90) days and advise the appealing school and sponsoring HBA of the date and place of the hearing.  All expenses incurred by the PBA with respect to the appeal shall be borne by the appealing institution. 

Final Determination
The hearing shall be held in closed-door session, and operated in an informal manner, with the designated chair of the committee keeping minutes of the hearing.  The school shall present evidence and other documentation substantiating their appeal. The discussion of the Appeals Committee shall be based upon all the evidence presented to it and the decision of the Committee shall reflect the opinion of a majority of its members.  The Appeals Committee’s report and recommendation shall be submitted in writing to the PBA’s President within thirty (30) days of the close of the hearing.  Copies of the Committee’s recommendation shall be submitted to the PBA Executive Committee for review at their next scheduled meeting.  PBA’s Executive Committee shall review the Appeal Committee’s report and consider its decision and recommendations and shall communicate its decision in writing within fifteen (15) days following the conclusion of the PBA Executive Committee’s deliberations and decision.  The decision and action on the appeal, by the PBA Executive Committee, shall be final.   

STATUS REPORTS, REPORTING REQUIREMENTS, PROGRAM CHANGE, REEVALUATION 
PBA’s Program Endorsement is conditional upon the institution maintaining quality instruction and program support consistent with the guidelines for endorsed programs and apprising the PBA of any significant change(s) associated with the program. 

Secondary schools should forward any PDE 339 evaluation reports pertaining to the endorsed program, which may have been conducted and publicly released by the Pa Department of Education.  Similar documentation for both private and public post-secondary schools should also be provided.
When requested by PBA, secondary schools shall report the results of the NOCTI test scores administered to the program’s completers.
When requested by PBA, both secondary and post-secondary endorsed schools are required to submit a roster of student chapter members each year.
USE OF PBA ENDORSEMENT AND RELATED MATERIALS

PROGRAM BENEFITS OF ENDORSEMENT

PBA’s endorsement is the primary means by which Pennsylvania’s schools and construction trade programs can demonstrate recognition of a program’s delivery of quality construction education. The endorsement can serve a multitude of purposes, including:

Assurance of Quality Training Services: The PBA’s Endorsement is an effective way by which the program can demonstrate quality and industry recognition to students, parents, employers, policy makers and the general public.  PBA’s endorsement certifies that the trade program meets certain industry standards relative to the training environment, faculty, instruction, student services and career advancement. 

Provides Confidence to Industry Employers:  Program endorsement is a statewide recognition that students are receiving a quality education designed around the skill standards developed by the industry.  Employers are given a greater level of assurance that certified students graduating from endorsed programs have been exposed to the key activities and critical work functions that are required of the trade.  The importance of industry recognition and involvement by the PBA and its members is magnified by the general business environment of the construction industry in Pennsylvania, which is dominated by employers with less then 50 employees. Given their limited size and internal resources, these small businesses rely heavily on trade associations, such as the PBA, to help facilitate their workforce training and development efforts.  With nearly 6,000 member companies, no other building organization in Pennsylvania represents such a large and diverse segment of the industry’s employers.
Assists in Articulation and Training Advancement for Secondary Students to Post-Secondary Training:  By involving post-secondary institutions as part of its endorsement process, and also endorsing post-secondary programs in Pennsylvania, the PBA’s endorsement is intended to aid in the transition to postsecondary studies.  The PBA Endorsement Program is designed so that secondary graduates from PBA-recognized programs will be prepared to enter college, or begin a successful career, at an advanced placement level commensurate with their training and education. 

STUDENT SKILL CERTIFICATES AND PBA WEBSITE LISTING
Secondary students who obtain a competent or advanced level score in both the written and performance portions of the NOCTI exam are eligible to receive a PBA skills certificate, and be listed on the website for employment purposes.  Post-secondary students who obtain a minimum B grade on the program’s exit exam and have maintained an overall minimum 3.0 grade point average are eligible to receive a PBA skills certificate, and be listed on the state website for employment purposes.  
USE OF PBA ENDORSEMENT AND LOGO

Both the school and the program will receive a certificate from the PBA recognizing the endorsement in the construction area. The certificate may be displayed in the school in a conspicuous area worthy of the acknowledgement.

The school may place the PBA’s endorsement logo on the certificates of students graduating from an endorsed program acknowledging the students’ training.
The granting of the PBA’s endorsement authorizes the school or program to publicize the designation in promotional and other recruitment materials.  Schools may include information concerning the PBA’s endorsement in the description and information associated with the endorsed program. 

Endorsed programs may utilize the PBA’s Endorsed Trade logo in all promotion or advertising specific to the program during the three-year term of the endorsement.  Unless renewed, the school shall immediately remove and cease all use, promotion or advertising of the program’s endorsement upon expiration of the endorsement term.  The school and program shall also immediately cease use and promotion of the logo and PBA’s endorsement upon notice by the PBA that any advertising, promotion or other use of the PBA’s logo and endorsement by the school or program is not in accordance with the standards, criteria or mission of PBA’s endorsement program.  
WAIVER TO PROGRAM ELIGIBILTY AND/OR REQUIREMENT

Schools may request a waiver to a specific program eligibility and/or requirement identified in this guidance manual by submitting a letter to the Director of Endorsement Operations identifying the reason(s) why the program cannot comply. The letter must be jointly signed by the local HBA sponsoring the application, the instructor(s) and the school administrator. The members of the Workforce Training and Education Committee will review the request at their next meeting to determine if a waiver is to be approved, and whether or not any conditions or requirements are to be included as part of the granting of the waiver.
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