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Session Objectives

e Address misconceptions around On-the-Job
Training (OJT)

e Provide an overview of areas for consideration in
implementing OJT

e Encourage the use of OJT as a practical and
effective tool for workforce development
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| am a Discretionary Grant.

Do | have to follow
WIA rules for OJT?

YES!*

* Some grantees follow On-the-Job Experience Rules
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Where are the rules?

20 CFR Part 652 et al.

Workforce Investment Act;

Final Rules

Subpart G—On-the-Job Training (OJT)
and Customized Training
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OJT Misconceptions

eUsing OJT is a red flag to be audited
by the OIG

¢OJT is too complicated

eOJT is ineffective

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA
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OIJT Is...

e Training provided to a paid participant while
engaged in productive work in a job that:

— Provides knowledge or skills essential to
performance of the job;

— Provides reimbursement to the employer for
extraordinary costs of training including
additional supervision related to the training;

— Is limited in duration as appropriate to the
occupation for which the participant is being

trained.
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OJT is Not:

e Subsidized or Transitional Employment
— OJT emphasizes training

— Employers are reimbursed for extraordinary costs of
training

— Skills are documented

— Participants are given a high priority for future
employment upon completion of training

— Employers are held to contractual commitments

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA



US DOL/ETA
Discretionary Grants Conference

BEYOND

3 4 1

Pa\)ing the Road to
Economic Stability

Things to Consider

Selection of employers and occupations should
ensure:
eEmployers are known and in business in the
community
eJobs are of sufficient skill level to require more
than a short demonstration period for training
eSame working conditions (wages, benefits,
policies) apply as for other similar workers

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA
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OJT Considerations (cont’d)

e Training & reimbursement schedules

— Limited to a period of time required for a participant
to become proficient in the occupation being trained
but should be adjusted to reflect complexity of job
and training requirements

— Training outline should be of sufficient detail to
demonstrate what skills will be imparted and to
evaluate success

— Reimbursement should reflect policy and appropriate
to training requirements and number of hires

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA
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OJT Considerations (cont’d)

e Employer Commitments
— Provide training
— Provide adequate supervision for trainees

— First consideration in hiring to trainees upon
successful completion
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Why OJT Now?

e OJT is proven as an effective training strategy

e OJT is a constructive way to engage employers and
may assist in decisions to hire.

e OJT can be combined with other tools such as WOTC
to build an attractive package for employers

e OJT allows previously unemployed workers to upgrade
their skills and update their resume while earning an
income; particularly in a tough economy

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA
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Where can | get help?

https://ojttoolkit.workforce3one.org/
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OJT Tools ~  Helpful OJT Resources

What is OJT? O.T Toolk
On-the-job training (OJT) is a training strategy that the workforce investment system can offer local =
employers and job seekers. This strategy is particularly important during the current economic Policies and Procedures

environment. OJT puts unemployed workers back to work earning a wage while receiving training. Even
better, employers can be reimbursed for the costs associated with training this new employee.

Why is OJT Important? N
With many employers still reluctant to hire new staff and many skilled individuals facing extended Training Plans
unemployment, OJT is experiencing a resurgence. It can get job seekers back to work and train them to
meet employer needs. This also allows people to continue to draw a paycheck while learning new skills.
Both employees and employers can see the benefit from day one.

Outreach Materials

Contracts and Modifications

Monitoring Tools

Ei—— 2
Target Audience? ﬁmm_ﬂedggrﬂents
The OJT Toolkit is developed for state workforce agencies and local OJT providers who are beginning or 3F .

looking to strengthen their OJT. OJT providers include entities that directly administer OJT.

Purpose of the Toolkit

The OJT Toolkit provides you with customizable OJT templates and forms including ocutreach materials,
contracts, and monitoring documents. Further, OJT Toolkit documents allow you to quickly and efficiently
implement OJT in your area.

How to Get Started
Use the OJT Tools and Related Resources menus to navigate the site and learn how to implement OJT in
your area.

Related Resources
If you need additional OJT information from
ETA, other agencies, and stakeholders,
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Policies and Procedures

The policies and procedures adopted by state and local on-the-job training (OJT) providers define OJT
operations, establish the governing parameters and processes, and provide the structure for a successful
T,

Well-crafted policies and procedures should:

> Address the economic conditions in the local area.
 Be sensitive to the needs of area employers.
 Use efficient ways to contract for and provide the needed training to job seekers.

» Meet all Federal and state requirements for OJT.

Policies and Procedures Templates

You may wish fo modify these documents to create your own customized versions with information that is
specific to your state or focal area.

®  QJT Policy and Procedures Manual Template

The purpose of the manual is to provide minimum standards and suggestions for operating a
federally funded OJT and to encourage OJT providers to develop consistent protocol and
processes across workforce areas for outreach and building effective OJT training options.

1 AM Download MNow

Checklist Template: State and Local OJT Policies and Procedures

This tool provides state workforce agencies and local OJT providers a checklist used to determine
if their OJT policies and procedures include all the essential elements.

16:33PM Download Now

QJT Tools
Policies and Procedures
Qutreach Matenals
Contracts and Modifications
Training Plans

Monitoring Tools

i_.-_-_'. 37
How to: R
Protect/Unprotect your
Templates and Forms



State and Local OJT Provider Samples

Here are a2 few sample documents showing fow other states and focal areas address policies and
procedures. Please note that these samples are not customizable; however, they may be useru
references 35 you create documents to meet your particu/ar area’s needs.

State (Missouri) OJT Practices and Procedures Manual Sample

This sample includes a state’s (Missouri) minimum standards for operating federally funded OJT
and its instructions to local workforce areas, and links to the forms used in the State.

=
= iy il

/| State (Missouri) Operating Guidelines for OJT Sample

This is a copy of a state’s (Missouri) guidance to its local areas related to OJT.

o=,
=

A~ State (Minnesota) OJT Policies and Procedures Sample
This is a copy of a state’s (Minnesota) OJT policies and procedures.

o=,
(o

State (Idaho) WIA/TAA OJT Technical Assistance Guide Sample

This Technical Assistance Guide [TAG] for WIA and TAA OJT is a state (ldaho) sample that
includes policy, procedures and instructions governing OJT in the state. The material can be
downloaded as a template and adapted for use in other states.

o 4
= —

Local Area (Portland, OR) OJT Development Manual Sample

This is a copy of a local area’s (Portland, Oregon Worksystem) OJT policy and procedures manual.
It i1z in Microseft Word format and is easily adaptable by other users

G 34 P Cownload Mow

G 37 P Download Mow

A& :36FPM Cownload Mow

JG:38PM Cownload Mow

1618570 10:43PM Download MNow
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Outreach Materials (

This section contains a suite of outreach materials to be used at the local level to work with employers and job
seekers. We've collected the best examples to help you promote QJT senvices. Mot only will you find easily
customizable templates, but you will find a resource guide to help you develop and implement your outreach plan.

Before you begin customizing the outreach templates, make sure you consider the following tips.

5 Tips before you get started:

1. Work across your region with other states, and nearby areas as well as employers to define
promote objectives and goals.

2. |dentify the high growth sectors that you want to target.
J. |dentify current employers participating in OJT to act as OJT champions.
4. Create a pool of pre-screened applicants to promote to potential employers.

5. |dentify and train staff member{s) to be responsive to potential employers' inquiries.

__Outreach Templates




Outreach Templates

You may wish fo modify these documernts fo create your own custormized versions with imformation that is
specific fo your state or local areas.

State and Local Planning for OJT Outreach

This template provides guidance and an approach on how to promote to job seekers and employers
about OJT opportunities.

2617710 O7032PM Cownload Mow

OJT Benefits Employers — An Introduction to On-the-Job Training

Use this template in a presentation slide format to highlight the benefits of OJT for potential
employer groups.

5 Si53PM Cownload Mow

OJT Simplified - An Overview of OJT for Employers

Use this simple, customizable template to describe OJT for employers.

5 G- 43I PM Cownload Mow

OJT FAQs - Answering Employer Questions and Concerns
Employver Freguently Asked Questions (FAQs) template with answers about OJT.

JG6:33PM Ciownload Mow

=
=

Turning No Into Yes: Preparing Staff for Conversations with
Potential Employers Template

This template may be used to help staff prepare for conversations with potential employers about
OJT.

61710 06:23PM Download Mow



Outreach Samples

Heare are 3 few sample documents showing how other states and local areas address outreach. Flease note
that these samples are not customizable; however, they may be useful references a5 you create
Jdocuments to meet your particular area’s needs.

@ OJT Presentation to the Workforce System - Missouri

Missouri OJT Presentation to the Workforce System on Why OJT is important and it's benefits
presented by Amy Deem.

-, =, { m L
= = —

OJT Brochure Alaska Highway Construction Project

Sample OJT opportunity created by Alaska for women and minorities designed to increase their
participation in every skilled craft classification in the highway construction industry.

1615710 091 64AM Cownload Mow

Broome-Tioga Workforce New York OJT Brochure

Sample brochure created by Broome-Tioga Workforce New York that promotes OJT details to
employers.

065153710 09:144AM Download Now
Broome-Tioga Workforce New York OJT Employer Flier
Sample brochure created by Broome-Tioga Workforce New York that promotes OJT to employers.

2651 5 2091 3AM Ciownload Mow

CareerWorks (MA) Training Opportunity
Sample brochure created by CareerWorks (MA) that promotes OJT opportunity to job seekers.

JGs 1 5 0059 2AM Crownload Mow
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Contracts and Modifications 0JT Tools

The contract process sets the ground-rules for an on-the-job training (OJT) with an employer and assists Policies and Procedures

in making the determination if an employer is eligible to provide an OJT opportunity. This section contains Outreach Materials
the various contracts you may need depending on the QJT needs and employer situation. It is important
that you have a properly executed contract with each OJT employer, otherwise there is no legally binding Contracts and Modifications

agreement between the parties. Training Plans

Some important things to know about OJT Contracts: Monitoring Tools

_ Contracts are the terms and conditions that the employer and OJT provider agree

" to provide for an OJT experience. How to:

Protect/ Unprotect your

The contract includes the federally required elements of an OJT agreement;
» however, states, counties or municipalities may have additional contract Tem PlEltL‘f‘: and Forms
requirements.

Company contracts can be set up for a specific period of time but may not
» necessarily include individual trainees. This allows the employer to provide training
to more than one trainee.

. If an employer only has one position or plans to limit the training experience to one
employee, then a contract may also include the individual trainee's information.

. A Contract Modification Form is necessary if any changes are needed for a
particular trainee.

There may be additional requirements for OJTs that are funded through the Trade
Adjustment Act (TAA), Veterans Administration, American Recovery and

 Reinvestment Act (ARRA), Vocational Rehabilitation, Temporary Assistance for
Needy Families (TANF), WIA discretionary grants, and WIA National Emergency
Grants (NEG).

Additionally, ETA has granted waivers for OJT requirements to many states
modifying the reimbursement formula based on the employer size.



Contracts and Modifications Templates

Youw may wisf? fo modif)y these docwments fo creatfe your oWr Custonized Versions witf smfornmation 3t s
speciic fo youwr state or focal area.

Emplovyver Pre-Award Rewview Checklist Template

This is the first step to build an OJT opportunity with an employer. Use this checklist to interview
the company for minimum eligibility reguirements.

S OFM Crownload MNow
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OJT Company Contract Template

This contract may be used when setting up an employer to provide OJT opportunities for multiple
OJT Trainees. Specific trainee information may be provided through a Trainee Referral andsor a
Training Plan.

Crownload MNow

%)
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Basic OJT Contract Template

This contract may be used as a basic contract to identify an OJT occcupation and contract for a
specific trainee.

S OPM Download MNow

)]

h

OJT Contract with Training Plan Template

You may wish to include the trainee information and Training Plan in one document to simplify the
paperwork. If this is your goal, then you may begin with this template.

C > OFM Crownload MNow
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Contract Modification Template

A moedification may be necessary if any changes are needed for a particular trainee and the
modification to a contract must be presented in writing.

F bl Crownload MNow

)]

h

Trainee Referral Template

This template referral is used to match a Trainee with an employer. If vou hawve a contract with
the employer to provide OJT to multiple trainees, then you may use this document to refer
specific trainees to the employer.

DO Crowwnload MNow
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State and Local OJT Provider Samples

Here are 3 few sample docwmenits showing Row offer stafes and focal areas address contracts amnd
mrodifcaiions. Flease note that tfese samofes are not custorvzable; fowever, Raey miay be useriis
referanices a5 youw ocresfe docwmrents fo meel your parficular area s nesaas.

Broome-Tioga Employment Center Program Ewvaluation Checklist
Sample

This sample contract from Broome-Tioga includes many of the contract documents. The Frogram
Evaluation Checklist {page 7)) may help vou to determine if the company meets the federal
requirements and if it is a good placement for an OJT.

)]
in

A~ NE Missouri - OJT Employer Orientation

Sample created by MNE Missouri of OJT employer overview and responsibilities, including a checklist.

W)

Portland Metro Worksource OJT Employver Checklist Sample

Fortland Metro Worksource uses this document to allow them to pre-screen a business to ensure
the employver meets the reguirements of and OJT employer. The first portion of this document is
informational to allow the OJT Prowvider to get to know the business. The second page inguires
about the federal assurances.

W]

ldaho Contract and Prowvisions Sample

This sample contract from ldaho is an example of a basic OJT contract. It includes information and
guestions that are specific to WA and TANA OJT funds.

)]

A~ Missouri Department of Economic Development OJT Program
Contract Sample

This sample contract from the Missouri Department of Economic Development allows the employver
to agree to more than one trainee for a limited time. The individual training plans are provided
separately for an OJT with the contracted employer.

W]

A~ Yakima County OJT Agreement Sample

HOP M Download Mow

F Cownload Moww

F Crownload MNoww

F i Download Mow

1 OF M Crownload MNoww
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Training Plans

Training plans assist the employer and on-the-job training (OJT) provider with outlining the specific skill
requirements for an occupation, the trainee’s skills gap for the occupation, and the training necessary to
obtain the necessary skills for that job title. This section contains training plans that you may find useful
when implementing an OJT.

Some important things to know about training plans:

. Training plans are designed to be used for each employee on an OJT. These are
individual agreements with the employer.

Training plans may be included with the contract if there is only one OJT trainee
+ for that employer. Please review the Contracts section if this is your desired
format.

> A modification form is necessary If anything changes in the training plan.

Training Plans Templates

You may wish to modify these documents fo create your own customized versions with information that is
specific to your state or local area.

Training Plan Template

Use this template to outline and document plans for each trainee. Information required for the
template include the job description, skills gap, training goals and outline, starting and ending
wages, obligation for reimbursement to the employer, and training length.

14710 O7:10PM Download Mow

Training Plan Modification Template

Use this template if the training plan needs to be modified because additional skills or training that
have been identified after the initial training plan has started.

T P DR A

Download Mow

OJT Tools
Policies and Procedures
Outreach Matenials
Contracts and Modifications
Training Plans

Monitoring Tools

How to: __PPT

Protect/Unprotect your
Templates and Forms



State and Local OJT Provider Samples

Here are a few sample documents showing how other states and local areas address training plans. Please note
that these samples are not customizable; however, they may be useful references as you create documents to
meet your particular area’s needs.

+~ New York State Workforce Development System Technical Advisory:
Individual Employment Plans/Training Plans for WIA Participants in Training

Sample

This technical advisory from Mew York State Workforce Development System provides a guide for a local
area to develop a training plan. A sample training plan is also included with the advisory.

14010 08:20F Download Mow

®  Broome-Tioga Employment Center Training Outline Sample

This Broome-Tioga Employment Center sample contract includes many of the contract documents. The
Training Qutline (page 3) categorizes each ofthe key elements necessary for an OJT.

IF Download Mow

®  Portland Metro Worksource OJT Training Plan Sample

This brief sample training plan from Portland Metro Worksource provides the kKey elements to develop a
training plan.

10F Download Mow

®  Portland Metro Worksource Exception Request Sample
This i acammnlatraininn nlan ayvcontinn renyacst from Podland Betrn Winrkennrra f anv nad nftha (31T ic
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Monitoring Tools

Appropriate oversight of on-the-job training (OJT) is critical if employer and trainee needs are to be met
on a continuing basis. It is essential to keep OJT operating within federal and state guidelines, and within
the scope of state and local policies for the program.

Monitoring should include:

> Owersight of the participant training and corresponding employer payroll records.

. Documentation of information received directly from the trainee and the trainee
SUpEervisor.

This part of the Toolkit provides monitoring guide templates, a compilation of applicable regulations and
samples of monitoring tools used by states and local areas.

Monitoring Tools Templates

You may wish to modify these documents to credte your own customized versions with information that is
specific fo your state or local area.

State OJT Monitoring Guide Template

This template provides extensive guidance to state staff monitoring local workforce area 0OJTs and
includes the purpose, scope and methodology used, along with OJT monitoring forms for desk and
on-site reviews. It can be downloaded and customized by state workforce agencies. The review
forms also provide a good tool for use by local workforce areas as a guide for self-assessment of
their OJT operations.

520,710 11:09AM Download Mow

OJT Federal Requirements under WIA

This document is a tool for WiA OJT administrators and monitoring staff to use as guidance when
implementing or reviewing CJT as a training opticn. Administrators should assure that policies and
procedures are in place to ensure compliance with these requirements

12:23PM Download Mow

Local Area Monitoring Guide Template

This template provides a monitoring guide for review and documentation of OJT contract activity,
and includes forms for interviews with the employer and the trainee, as well as a form for
verification of employer record keeping. It can be downloaded and customized by local workforce
agencies.

57PM Download MNow

OJT Tools
Policies and Procedures
Outreach Materials
Contracts and Modifications
Training Plans

Monitoring Tools

How to:
Protect/Unprotect yvour
Templates and Forms



Monitoring Tools Samples

Here are a few sample documents shrowing how other states and local areas address monitoring. Please note that

these samples are not customizable; however, they may be useful references as you create documents to meet
your particular area’s needs.

# | State (NY) Guidance to Local Areas for Monitoring Subrecipents Sample

This file provides a srample of extensive, detailed guidance to local areas for their monitoring of
subrecipients. From the New York State DOL, Workforce Development and Training Division, it includes

guidance for program, fiscal and performance monitoring of WA programs, including QJT, together with
related tools and forms.

16F Download Mow

® | |Local (Broome-Tioga, NY) OJT Mid-Point Monitoring Report Sample

This sample is a form used by one local workforce area (Broome-Tioga, NY Workforce Development

Center) to document trainee progress at the mid-point of an OJT contract. It is available here in Microsoft
Word farmat.

IF Download Mow

# | Local Area (Alameda County, CA) OJT Monitoring Report Sample

This is a protected, tab fill-able report used by a local area (Eastbay Works in Alameda County, CA) to
capture awvariety of data on the QJT contract activity and records.

= Download Mow
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Helpful OJT Resources 0JT Tools

The Resources section of the On-the-Job Training (OJT) Toolkit includes documents, templates, case Policies and Procedures
studies, whitepapers, web site links, gnd mu:rrg to assist with your D._JT planning efforts. Browse through the Dutreach Materials
folders to access valuable tools and information about OJT around the country.

i ! Contracts and Modifications
Things to Consider:

Training Plans

1. Review the resources put together by various agencies, organizations and

non-profits. Monitoring Tools

2. Use the information you want/need. Related Resources
For information on OJT National Emergency
3. Freely mix and match the information according to your needs. Grants (NEGs), please reference OJT MEG.

4. There is no “right plan® only what will work best for your organization’s
vision and needs.

5. Share It — whatever you learn that will help others, pass it on.

@ WIA/TAA OJT Technical Assistance Guide

A comprehensive booklet providing guidance about OJT components.

C 1084

ARRA Guidance

Regulations and advisories regarding on-the-job training (OJT)

055 2PM Downlogd Mow

®  Qccupational Support Information
Resources to azsist with the development of the job description, skills gap, or training outline.

16/14/10 05:39PM Download Now
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Open Discussion

e Overcoming the barriers and moving forward:

— What challenges are you facing in your
programs?

— What successes have you seen in your programs?
— Any advice for those just getting started?

February 15-17, 2011 ® Crowne Plaza Hotel ® Philadelphia, PA



