
PROGRAM SYSTEMS SECTION 
 
P-1 Please provide a list of your  ten required program elements, the availability of 

these elements in your local communities and the methods you or your 
contractors use to provide the opportunity of all 10 elements to each youth.    
Please include a list of non-WIA funded programs that deliver any of the WIA ten 
required program elements and which elements they provide. (20 CFR 664.410; 
TEGL 09-00;05-12; 33.12)  In addition, please explain how staff or contractor 
staff coordinate case management with the listed entities that are providing any 
of the ten required program elements.  Note: TEGL 33.12 states on page 7, “ETA 
recognizes that with declining resources it can be difficult to fund all WIA Youth 
program elements.  However…rather, the WIA Youth program is intended to act 
as an intermediary, partnering with various publicly and privately funded 
organizations to ensure that all 10 youth program elements are available to all 
youth participants.”  (Revised) 

 
 
The youth WIA contractor staff coordinate services for participants, working directly with 
staff from other organizations and the youth.  Systems and relationships are in place to  
help streamline processes for working together, coordinating resources, and aligning 
service plans to support youth as a cohesive team. 
 
The 10 required program elements are mostly available in the community, and are 
provided by the following non-WIA funded program examples: 

1. Structured opportunities to gain work experience: local businesses and 
partnering youth programs including Clackamas Community College, 
Providence Health Care Systems, Haggen Food and Pharmacy, Academy for 
Kids, WOAPE, and Bajio Grill. 

2. Opportunities to assist in the completion of a high school diploma or GED: 
Clackamas Community College, Mt Hood Community College, 10 school 
districts throughout the region, Clackamas Web Academy, Oregon City Service 
Learning Academy, and Sandy Blended Learning Program. 

3. Alternative education options: New Urban High School, Clackamas Middle 
College, Ackerman Center, Twilight School, PACE, Wilsonville Arts and 
Technology High School, plus the resources listed in #2. 

4. Summer employment assistance: Assistance to secure employment mostly 
provided by WIA youth program, however, actual unsubsidized summer 
employment provided by area businesses such as Mt Hood Ski Bowl, 
Burgerville, Wilderness International, and Ant Farm. 

5. Occupational skills training: provided by Clackamas Community College, Mt 
Hood Chiropractic, K and D Services of Oregon, Providence Health Care 
Systems, Job Corps 

6. Leadership opportunities: some provided by youth WIA contractor, and many 
provided through community partners such as Clackamas Community College, 
Ant Farm, First Star, Independent Living Program, Tri-County School-to-Work 
Collaborative, Saturday Academy, Oregon Health and Sciences University 



7. Supportive services: some provided by youth WIA contractor when other 
community resources are not available, but many supportive services provided 
by Clackamas County Social Services, Rent Well, Oregon Youth Authority, 
Clackamas County Juvenile Dept, Madonna Center, Annie Ross House, Love 
Inc, Clackamas Service Center, Clackamas County, area school districts and 
homeless liaisons, DHS, Independent Living Program, The Inn Home, and 
Housing Authority of Clackamas County, Voc Rehab 

8. Structured adult mentoring: provided by Big Brother/Big Sister, Madonna 
Center, Home Safe, Squires 

9. Comprehensive guidance and counseling: General guidance and 
education/employment counseling provided by youth WIA contractor and 
WorkSource Clackamas with community organization providing professional 
counseling services such as, Clackamas County Mental Health, NW Behavioral 
Health, Clackamas County Juvenile Department, Life Works, NW Family 
Services, Voc Rehab 

10. Follow-up and support services for 12 months after completion of program 
activities: provided by youth WIA contractor and organizations listed above, as 
well as CASA of Oregon, and appropriate community agencies to support 
specific youth needs. 

 
Every youth participant is advised of their right to receive access to all ten mandated 
program elements upon program entry.  This language is included in the youth 
provider’s program brochure, Participant Benefit handout, and Program Guide.   

 
In addition, all of the youth provider’s partners who provide services identify during the 
annual Funds Request process, whether they are directly providing or providing "Access 
to" all ten elements at their site.  Partners agree to provide access to all Ten Required 
Elements by signing the youth provider’s Youth Services Partnership Contract. 
 

Please go to http:/ / www.clackamascareers.com/ youth-providers/  to reference Region 
15’s youth program’s forms and participant handouts. 
  

http://www.clackamascareers.com/youth-providers/


P-2 Please demonstrate how achievements of performance measures that do not use 
wage records are documented:    

 Youth – Placement in Employment or Education outcome in first quarter 
after exit quarter 

 Youth – Attainment of a Degree or Certificate outcome by end of third quarter 
after exit quarter 

 Youth – Literacy & Numeracy Gain outcomes 

 In addition, please provide a list of degrees/certificates that are tied to the above 
performance measure and the number earned so far in PY14 for each one listed.  
(Revised) 

 
PY 2013 response is still applicable. Amy Evans 

 
All data that supports achievements of performance measures is entered into i-trac, the 
data management system that Region 15 uses to document performance.  This 
information can be found in the Outcomes (Placement in Employment or Education and 
Attainment of a Degree or Certificate) and Assessments (Literacy & Numeracy) tabs in 
i-trac with pertinent backup information in the participant’s hard copy file. 

 
So far in PY 14, there has been one GED and one High School Diploma completed. 

 
  



P-3 Does the program utilize the 5% window?  If yes, describe the system used to 
monitor the percentage of non-income eligible youth enrolled in the youth 
program, and provide a hard copy the prior program year’s  report which 
demonstrates that no more than 5% of the youth enrolled during that year were 
non-income eligible. (20 CFR 664.220) 

 
The program utilizes the 5% window on rare occasions. The program's current policy is 
that any request to enroll a non-income eligible youth must be pre-approved by the 
Program Coordinator and is documented during the eligibility verification process. 
Numerous factors are considered prior to granting approval, including the number of 
barriers experienced by the youth and the financial circumstances of the applicant.  The 
Program Coordinator tracks the number of waivers granted. 

Attached is a copy of the 5% window report for PY 2013. 

  





P-4 Does the local board identify serious barriers to employment for youth for 5% 
waiver for over income youth?  (20 CFR 664.220 (h))  If so, please provide a 
copy. (Revised) 

 
No.    



P-5 How are youth assessed to determine basic skill levels and categories of 
eligibility? What assessment tool is used?  How are these results documented in 
the individual service strategy (ISS) if CASAS is used, please provide a list of 
certified staff members.  (20 CFR 664.205; TEGL 33-12) (Revised) 

 

For a detail description of assessments used go to the Assessment, Individual Service 
Plan & Goal Setting section in C-TEC’s online Youth Services Handbook: 
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_
Handbook_3-27-14.pdf  

 

Staff members certified to administer CASAS include: Michele Murphy, Kemper Shrout, 
Jamie Adams, Jennie Young, and Molly Aleshire. In addition, almost all partners serving 
out-of-school youth are certified to administer CASAS.  For partners that are not 
certified, they make appointments for their youth to test with certified staff. 
 
 

  

http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_3-27-14.pdf
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_3-27-14.pdf
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POLICY #: P-05 
TITLE:    WIA Youth Program Eligibility 
 
Issue Date: January 17, 2013 
 
PURPOSE  
To establish the local policy regarding the eligibility standards for the Workforce 
Investment Act (WIA) Title 1B Youth program in accordance with the WIA and 
State Policy Guidelines.  
 
REFERENCES 

 Workforce Investment Act of 1998 (WIA), as amended (29 U.S.C. 2801 et seq.) 
(http://www.doleta.gov/USWORKFORCE/WIA/wialaw.pdf);  

 WIA Regulations, 20 C.F.R. Part 664 
(http://www.doleta.gov/usworkforce/wia/finalrule.pdf  

 TEGL No. 46-11,  Announcement of the Workforce Investment Act (WIA) Youth Program 
Reference Tool (    http://wdr.doleta.gov/directives/attach/TEN/ten_46_11_acc.pdf ) 

 TEGL No. 46-11 Attachment WIA Youth Program Reference Tool  
(http://wdr.doleta.gov/directives/attach/TEN/ten_46-11att.pdf ) 

 TEGL 11-11, Change 2  Selective Service Registration Requirements 
http://wdr.doleta.gov/directives/attach/TEGL/TEGL_11-11_change2-Acc.pdf 

 DOL ETA Youth Services http://www.doleta.gov/youth_services/ 

 Oregon Revised Statutes (ORS) ORS 660.300 - 660.364 
http://www.oregonlaws.org/ors/chapter/660 

 CCWD Policy 589-30.1 WIA Title IB Youth Participant Eligibility and File Content 
Standards http://www.oregon.gov/ccwd/pdf/WIA1B/589-30.1.pdf 

 CCWD Policy 589-30.7 WIA Title IB Lower Living Standard Income Level and Poverty 
Guidelines http://www.oregon.gov/ccwd/pdf/WIA1B/589-30.7.pdf 

 CCWD Policy 589-40.4 WIA Title IB Records Retention and Public Access 
http://www.oregon.gov/ccwd/pdf/WIA1B/589-40.4.pdf  

 Americans with Disabilities Act of 1990, as amended. Sec.12102. Definition of disability 
http://www.ada.gov/pubs/adastatute08.pdf 

 Stewart B. McKinney Homeless Assistance Act SEC. 103. [42 USC 11302] 
http://www.hudhre.info/documents/HomelessAssistanceActAmendedbyHEARTH.pdf 

 Workforce Investment Council Policy A-02 Record Retention, Maintenance, Disposition, 
Disclosure and Confidentiality 
http://www.wicco.org/media/uploads/A-02RecordRetention.pdf 
 

DEFINITIONS: 
Acceptable documents:  Any document, or combination of documents, recognized by DOL/ETA or the 
state of Oregon, that can be used to validate required eligibility data elements. 
 
Individual with a Disability  
An individual with:  

http://www.doleta.gov/USWORKFORCE/WIA/wialaw.pdf
http://www.doleta.gov/usworkforce/wia/finalrule.pdf
http://wdr.doleta.gov/directives/attach/TEN/ten_46_11_acc.pdf
http://wdr.doleta.gov/directives/attach/TEN/ten_46-11att.pdf
http://wdr.doleta.gov/directives/attach/TEGL/TEGL_11-11_change2-Acc.pdf
http://www.doleta.gov/youth_services/
http://www.oregonlaws.org/ors/chapter/660
http://www.oregon.gov/ccwd/pdf/WIA1B/589-30.1.pdf
http://www.oregon.gov/ccwd/pdf/WIA1B/589-30.7.pdf
http://www.oregon.gov/ccwd/pdf/WIA1B/589-40.4.pdf
http://www.ada.gov/pubs/adastatute08.pdf
http://www.hudhre.info/documents/HomelessAssistanceActAmendedbyHEARTH.pdf
http://www.wicco.org/media/uploads/A-02RecordRetention.pdf
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 a physical or mental impairment that substantially limits one or more major life activities,  

 a record of such an impairment;  

 or being regarded as having such an impairment that establishes that he or she has been 
subjected to an action prohibited under this chapter because of an actual or perceived 
physical or mental impairment whether or not the impairment limits or is perceived to 
limit a major life activity.  

 Being regarded as having such an impairment shall not apply to impairments that are 
transitory and minor. A transitory impairment is an impairment with an actual or expected 
duration of 6 months or less. 

 Youth that have received treatment for alcohol and/or drug addiction are also considered 
disabled individuals under this definition. 

 
Low Income Individual   
An individual who:  

 Receives, or is a member of a family that receives cash payments under a Federal, State, or 
local income-based public assistance program; or  

 Received an income, or is a member of a family that received a total family income for the 
six-month period prior to application for the program that, in relation to family size, does 
not exceed the higher of:  
o The poverty line for an equivalent period; or  
o Seventy percent (70%) of the lower living standard income level 

 Is a member of a household that receives (or has been determined within the 6 month 
period prior to application for the program involved to be eligible to receive) food stamps 
pursuant to the Food Stamp Act of 1977; or  

 Qualifies as a homeless individual as defined in subsections (a) and (c) of section 103 of 
the Stewart B. McKinney Homeless Assistance Act; or  

 Is a foster child on whose behalf state or local government payments are made; or  

 Is an individual with a disability whose own income meets part 1 or 2 above, but who is a 
member of a family whose income does not meet such requirements.  

 
POLICY: 
It is the policy of the Workforce Investment Council to adopt and comply with WIA Title 1B law and 
applicable policies, regulations, definitions and guidelines in determining eligibility for service under 
WIA Title 1B. 
 
ELIGIBILITY CRITERIA  
To be eligible for WIA youth services a youth must be a United States citizen or non-citizen who is 
employment authorized by the Immigration and Naturalization Service; 

 in compliance with the Selective Service Act as defined in WIA Section 189; 

 between the ages of 14-21, 

 low-income and have one or more of the following barriers:  
• is deficient in basic literacy skills;  
• is a school dropout;  
• is homeless, a runaway or foster child;  
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• is pregnant or parenting;  
• is an offender; or  
• requires additional assistance to complete an educational program, or to secure 

and hold employment (including youth with disabilities) 
•  Registered for Selective Service (if male and age 18 or older) 

(NOTE:  If a male turns 18 while a participant in a WIA Title 1-funded program, 
registration with Selective Service must be completed no later than 30 days after he 
becomes 18 in order to continue to receive services as defined in TEGL 11-11, Change 2.) 

 
ELIGIBILITY EXCEPTION:  
Up to 5 percent of enrolled youth may be eligible without meeting the “Low Income Individual” 
definition but provided that they are within one or more of the categories listed below as identified 
by WIA section 129(c)(5) and 20 CFR 664.220:. 
 

• is a school dropout;  
• is deficient in basic skills, as defined in WIA section 101(4);  
• is one or more levels below the grade level appropriate to the individual’s age;  
• is pregnant or parenting;  
• possesses one or more disabilities, including learning disabilities;  
• is homeless or runaway;  
• is an offender; or  
• faces serious barriers to employment as identified by Workforce Investment Council.  

 
DOCUMENTATION:  
All eligibility documents must be maintained in the participant’s file in accordance with CCWD Policy 
589-40.4 and Workforce Investment Council records retention Policy A-02.  All files shall be made 
available for authorized review. 
 
SERVICE PROVIDERS: 
All contractors providing services under Workforce Investment Council WIA Title 1B are responsible 
for  

 acquiring updates and following all applicable WIA Youth Program Eligibility law, policy, 
and guidelines  

 providing appropriate WIA Youth Program Eligibility information and procedures to all 
staff working under the Workforce Investment Council contracts.   

 
 
 
Approved: 
 
 
________________________________   __________________________ 
WICCO Board Chair     Date 



P-6 How does the objective assessment provided to each youth participant meet the 
requirements at Section 129 and include a review of the academic and 
occupational skill levels and service needs of each youth?  (20 CFR 664.405; 
TEGL 33-12; 5-12) (Addition) 

 
 
PY 2013 response is still applicable.  Amy Evans 
 
The objective assessment utilized with each youth participant meets the requirements of 
Section 129 by conducting a comprehensive interview process that includes the 
following: 
 

 Completion of an Individual Service Plan  

 CASAS testing 

 School transcripts 

 Individualized Education Plan (IEP) and 504 plans 

 Other relevant plans that may be in place with another service provider (e.g. Drug 
Court Requirements, Transition and Case Plans, DHS case plans, parole and 
probation plans, etc.) 

 

  



P-7 Does the program have a supportive services policy or incentive and stipends 
standards specific to youth?  If yes, please provide a copy. In addition please 
include current incentive and/or stipend standards being used by your 
organization and/or contractors.   (20 CFR 664.440 and Section 129 (c)(2)(G))  
(Revised) 
 

The Workforce Investment Council does not have a supportive services policy or 
incentive and stipends standards specific to youth.  The youth program is expected to 
adhere to the attached Workforce Investment Council’s general supportive services 
policy, P-08 (attached). 

 
The youth WIA contractor has developed policies for Incentives and Stipends which are 
contained in the C-TEC Youth Services Program Handbook at : 
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_
Handbook_3-27-14.pdf  
Please see Incentives, pg. 54, and Subsidized Employment pg. 45-47. 
Additionally, please see the Support Service section of the handbook on pg. 52. 
 
  

http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_3-27-14.pdf
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_3-27-14.pdf






P-8 Please provide copies of youth eligibility policies.  
 
Please see attached P-05.   
  









P-9 Retired this element because it is redundant and over laps element A-15 and P-6.   
 
  



P-10  How is the need for intensive services documented in participant files?  (20 CFR 
663.160)  

 
PY 2013 response is still applicable.  Jan Filgas 
 
The need for intensive services is first documented by a participant completing the 
WorkSource Oregon customer registration process as required by the State, which is 
considered a core level service in Oregon.  This process is documented in the WOMIS 
at the State level.  After the registration process is completed, staff meets with the 
participant and completes the process of documenting their eligibility for WIA.  Hard 
copies of required eligibility elements are kept in locked file cabinets.  Documentation 
data is entered by staff into the I-Trac data management system and is required prior to 
staff having the ability to provide and enter intensive level services to the participant and 
into the data management system.   
 
The need for intensive and training level services is also documented in the participant’s 
individual employment plan.  This plan can be found in I-Trac data management 
system’s participant file’s case notes.   
 
The plan includes a participant’s: 

 General work and education history  

 Career exploration and assessments completed 

 Employment goal 

 Steps needed to take to reach goal 

 Services needed to achieve goal 

 Who will provide the services (resources explored and exhausted) 

 Cost of those services and who will pay the costs 

 Participant’s responsibilities in carrying out the plan 

  
  



P-11  Does each service office prominently display current EO notices and the EO 
Officer’s name and contact information? (29 CFR 37.26) 

 
Yes. 

 

  



P-12 Is program information available in languages other than English? Please provide 
samples. 

 
PY 2013 response is still applicable.  Jan Filgas 
 
 
Yes.  See attached.   
  









































































P-13 How are staff able to effectively communicate with persons with disabilities?  Is 
program information available in alternative formats? Please provide samples. 
(29 CFR 37.9) 

 
PY 2013 response is still applicable.  Jan Filgas  
 
WorkSource Clackamas has assistive technology available and this information is 
posted on the WorkSource Clackamas website and on information throughout the 
Center.  WorkSource Clackamas also utilizes the 711 State Relay Service.  Our goal is 
to provide equal access and reasonable accommodations for populations with 
disabilities to address communication barriers.   
 
Our youth provider has established partnerships with agencies that specialize in serving 
youth with disabilities (examples include Department of Vocational Rehabilitation and 
Clackamas Community College's Disability Resource Center).  These organizations 
provide access to alternative communication options as necessary to communicate with 
applicants or customers.  In addition, school-based partners are required by law to 
provide equal access and reasonable accommodations for students with disabilities to 
address communication barriers.     
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POLICY #: P-13         
  On–the-Job Training (OJT) 
 
ISSUED: January 17th, 2013 
REVISED: August 6th, 2014 
 
PURPOSE 
The on-the-job training (OJT) program provides full-time unsubsidized employment and training 
for WIA eligible individuals.  The OJT program departs from traditional practice in that it may be 
characterized as a “hire first, train later” program.  An alternative to more traditional 
classroom-based learning for eligible and registered participants, an OJT is a training 
partnership with employers allowing participants to learn in their real work environment with a 
structured training plan, under the supervision of their employer, with a commitment of 
continued employment following successful completion of the OJT.  
 
In consideration of the extra costs to the employer of hiring and training a new employee or 
promoted employee onsite, a portion of the employee's wages may be reimbursed for a limited 
duration.  OJTs are not a wage subsidy to employers or an incentive to hire.  OJTs are intended 
to encourage the development of in-company training programs that lead to transferrable skills 
for WIA eligible individuals who would not otherwise be hired or promoted to a given position. 
 
The purpose of an OJT contract is to assist businesses in training and retaining skilled, 
productive workers.  OJT’s may be used to help train newly hired employees or eligible current 
employees.  This policy outlines how an OJT Agreement and subsequent Training Plans are to 
be developed by the Workforce Investment Council’s service providers. 
 
In addition, all service providers are to follow the guidance provided in the OJT Development 
Manual which includes detailed information on OJT development and OJT rules and regulations.  
 
REFERENCES 

 Workforce Investment Act, Sections 101, 134, 195(4) 

 20 CFR Parts 663.300 through 663.320; 663.440; 663.700 through 663.730; 667.260 
through 667.275; 667.400 through 667.410 

 
POLICY 
Aligning OJTs in Clackamas County and Portland/SW Washington Metro Service Areas 
Because the Portland Metro, Clackamas County and SW Washington service areas comprise one 
labor market, area employers may work with a number of OJT brokering agencies and several 
workforce regions.  It is desirable from a customer service and marketing standpoint to keep 
OJT paperwork and rules as simple and standard as possible throughout the greater 
Portland/SW Washington labor market.  
 
To that end, these standards define an OJT process that is similar to Multnomah, Washington, 
Clark, Cowlitz, and Wahkiakum Counties. 
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Regional Program Requirements  
1. OJT Structure 

OJT Agreements are signed by employers and Workforce Investment Council service 
providers.  OJT Agreements are non-financial.  When a Trainee is identified and determined 
eligible, a Training Plan is completed and, at that point, funds are obligated. 
 
The OJT payment to the employer is divided into two parts:  
1) Training completion and expected continued employment at thirty (30) or more hours 

per week; and  
2) Continued employment through the ninety (90) day retention period and expected 

continued employment at thirty (30) or more hours per week. 
 
The total OJT reimbursement amount may never exceed 50% of the Trainee’s gross earnings 
during the training period, or $5,000 whichever is less, unless special circumstances apply in 
discretionary grants.  Up to half the OJT reimbursement is paid at the end of the training if 
all conditions for a Training Payment are met (see #9 below).   
 
The remainder of the OJT reimbursement is paid at retention, if all conditions for a 
retention payment are met (see #9 below).  The total OJT reimbursement obligation – the 
sum of the training payment and retention payment amounts – should be calculated and 
shown on the top of the Training Plan and is the amount obligated for the training activity. 

 
2. OJT Trainees 

OJTs may be written for newly hired employees (during the first 2 weeks from the hire date 

or 4 weeks for OJTs originating with staffing services) or for current employees who require 

additional training to advance in their salary structure to a new position or to a position 

eligible for benefits.   

3. National Career Readiness Certificate 
Participants who receive OJT funding, for whom a National Career Readiness Certificate 

(NCRC) is appropriate, must obtain an NCRC.  Employers who are being reimbursed with OJT 

funds must sign a letter of support to prefer the NCRC.  Exceptions to participants getting an 

NCRC or employers signing a letter of support must be brought before the Workforce 

Investment Council of Clackamas County’s Program Manager for review and consideration 

prior to funding.   

 
4. OJT Forms and Paperwork 

The following standard OJT forms will be used.  The forms are provided as Word Document 
Forms and are designed to be created on a computer and printed for signature.   
 
 On-the-Job Training Employer Checklist 
 On-the-Job Training Agreement and Rules 
 On-the-Job Training Plan and Instructions  
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 On-the-Job Supplemental Training Plan 
 On-the-Job Training Plan Modification 
 On-the-Job Training Invoice – Training Period  
 On-the-Job Training Invoice – Retention Period  
 On-the-Job Training Exception Request 

 
If the OJT is written with a staffing agency, the following staffing agency forms will be used 
along with the standard Employer Checklist, and Supplemental Training Plan and 
Modification (if needed). 
 
 On-the-Job Training Agreement and Rules – with Staffing Agency 
 On-the-Job Training Plan and Instructions – with Staffing Agency 
 On-the-Job Training Invoice – Training Period – with Staffing Agency 
 On-the-Job Training Invoice – Retention Period – with Staffing Agency 
 

5. On-the-Job Training Employer Checklist 
Complete the Employer Checklist when an employer is interested in entering into an OJT 
Agreement.  OJT agreements cover both new hires and eligible, current employees.  The 
checklist should be updated when the business is sold; transferred; or when any other 
major changes affecting training, hiring or job retention occur.  Every employer must have a 
completed, current and signed checklist on file.   

 
The first twelve items on the Employer Checklist are informational and designed to trigger 
discussion around the employer’s business and workforce needs.  The second eight items 
are regulatory and may prevent writing the OJT if an irresolvable problem surfaces (refer to 
the OJT Development Manual for additional details).  When the employer representative 
signs the form, they are attesting to the validity of the regulatory information.  The 
Employer Checklist becomes a part of the OJT Agreement by reference. 

 
6. On-the-Job Training Agreement and Rules 

An OJT Agreement is completed after the Employer Checklist has been finalized, and any 
issues that may have surfaced have been resolved.   
 
Note:  If the employer has entered into OJT’s in the last two (2) years, the retention rate 
must either be adequate or an acceptable corrective action plan must be in place.  A 75% 
retention rate is presumed to be adequate.  If a lower retention rate has occurred (See 
Checklist item #20), a reasonable explanation or a corrective improvement must be 
documented.  If fewer than five OJT’s have completed in the last two years, the small 
sample size should also be considered.  This calculation is to take into consideration all OJTs 
written within the Region.  If an employer indicates they have used OJTs in the past, check 
with the Workforce Investment Council Program Manager to determine regional experience 
(if any).  Any OJT’s written for businesses that are located in other regions must be 
coordinated with that region and cleared with the Workforce Investment Council Program 
Manager.  Refer to the OJT Development Manual for further detail and information. 
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The Agreement will cover any positions that have been identified for which the employer 
expects to need help filling and which are likely to require On-the-Job training; as well as 
positions which are now filled by eligible adults, dislocated workers or youth who need 
training to retain employment and advance. 

 
The Agreement and OJT Rules should be reviewed and discussed with the employer (and 
any involved staffing agency) to assure they understand the intent of the Agreement as well 
as the restrictions that apply.  The employer, staffing agency (if involved), and the service 
provider sign the OJT Agreement (see Employer Checklist item #4). 

 
7. On-the-Job Training Plan and Instructions 

The On-the-Job Training Plan is the document which obligates training funds for a trainee 
and outlines the planned training activities to be accomplished during the training period.  
Instructions for making the skill assessments are included on the form.   
 
All trainees must be determined WIA eligible, been newly hired by the employer (OJTs must 
be written within two weeks of the hire date or 4 weeks for OJTs originating with staffing 
services) and determined to require training in order to meet the employer’s entry-level 
standards for the position.  The trainee may also be a current employee who has been 
determined WIA eligible and needs training to advance to a new position. 
 
“Skills Objectives” should be documented in the Training Plan.  Write the skills in plain 
English, basing the score primarily upon the supervisor’s judgment.  Training is presumed to 
be needed when the Skills to be Learned “Starting Capability” scores are either a “1” 
(beginning) or a “2” (intermediate) and can be raised to “3”s (skilled) by the end of the 
training period.  Exceptions may be granted on a case-by-case basis through the Workforce 
Investment Council’s Program Manager. 
 
For new hires, the job should provide at least thirty (30) hours of work each week.  The 
wage in the training plan should be at least $10.00 per hour plus a benefit package that 
includes at least medical insurance with an employer contribution toward premiums.   
 
A current employee must also, as a result of successfully completing the OJT: 

a. Expect a wage gain of $0.50 or more by the end of the training period; or  
b. Expect an upgrade to a new position; with the vacancy created for the employee’s 

previous position “backfilled” with a new hire made through the service provider 
after training is complete.   

 
Case-by-case exceptions may be granted.  Examples of exceptions might include (but are 
not limited to) a worker who: 

a. Has a disability and requires retraining; or 
b. Will gain medical benefits and regular employment status as a result of the training; 

or 
c. Would avoid a layoff through retraining. 
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Training need, training completion, and training length are determined trainee-by-trainee 
using the OJT Training Plan Instructions.   
 
The duration of the training period should be estimated as follows: 

a. The service provider representative, working with the employer, determines the job 
title for the position to be trained for by referencing the Occupational Network (O-
Net). 

b. From O-Net, specific vocational preparation (SVP) parameters are obtained.  It is 
within these parameters that the length of training is set (see OJT Development 
Manual Section VI.D). 

c. The service provider representative should consider the training needs of each 
participant. 

d. An OJT must be limited to the period of time required for a participant to become 
proficient in the occupation for which training is being provided.  In determining the 
appropriate length of the contract, consideration must be given to the skill 
requirements of the occupation in conjunction with the academic and occupational 
skill level of the participant, their prior work experience, and any disability they may 
have. 

e. No OJTs should be written with a training period of less than four weeks or more 
than 25 weeks (see OJT Commitment Obligation Calculator).  Exceptions may be 
made on a case-by-case basis through the Workforce Investment Council’s Program 
Manager. 

f. A current employee may receive an OJT if they are determined eligible and 
additional skills and abilities are needed.  The OJT “Starting Capability” score and 
planned gain by the end of the training period document the need for additional 
skills and abilities and justify the writing of an upgrade OJT. 

 
8. On-the-Job Supplemental Training Plan 

Supplemental training tied to training on-the-job may be negotiated using the OJT 
Supplemental Training Plan.  An example is a computer class that is scheduled during the 
trainee’s normal work hours that would help the trainee better complete their job duties.  
The employer might agree to release the trainee for that time period if that trainee agrees 
to take, attend and make satisfactory progress in the class.  Supplemental training is highly 
encouraged when appropriate and may be paid for, in whole or in part, by the employer, 
the service provider or by the trainee.  WIA training funds may be used for supplemental 
training required as a part of the Training Plan. 

 
9. On-the-Job Training Plan Modification 

Modifications to the OJT may be executed as needed.  The most common modification is 
extension of the training period.  The second most common modification is a changed 
training plan.  Work conditions often shift or trainee skills may require new work duties or a 
position change.   

 
10. OJT Invoices  
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There are two pay points for On-the-Job Training Plan obligations – at the completion of 
training and at the end of the retention period.  The total OJT payment may not be more 
than 50% of the wages earned during the training period, or $5,000, whichever is less 
(unless special circumstances apply in discretionary grants).  One-half of the payment is 
made at the completion of training and the remainder paid 90 days later at the successful 
retention of the trainee. 
 
OJT Invoice – Training Period:  Once all of the “Skills Objectives” listed in the Training Plan 
have been scored a “3” (“skilled”), an invoice may be submitted for the training period.  The 
standard for scoring a “3” is “Meets the employer’s standard for the task.”  Scoring should 
consider the employer’s normal expectation for an employee in the same position at the 
same pay grade and with similar job tenure.  Exceptions may be made on a case-by-case 
basis. 
 
The trainee must still be employed and expected to work at least thirty (30) or more hours 
each week in the normal course of business after the training period and retention period.  
No material compliance issues may be outstanding. 
 
Complete all components of the training period invoice and use the calculation on the 
invoice to compute the appropriate billing amount.   
 
OJT Invoice – Retention Period:  The remainder of the OJT reimbursement (no more than 
50% of gross wages in the Training Period, minus the Training Payment) may be requested 
after an additional ninety (90) days has elapsed after training completion and the trainee 
has retained employment which is expected to provide thirty (30) hours of paid work a 
week or more.   
 
When a trainee voluntarily switches jobs to increase their pay rate or gain other significant 
benefits, payment may be made to the employee’s last day worked.  If the trainee quits or is 
fired for cause, disqualifying them from receiving unemployment compensation, payment 
may also be granted, particularly if the employer has a good retention track record and 
continues to hire through the WorkSource system. 
 
Total OJT reimbursements for an individual trainee should not exceed the amount obligated 
as shown on the top of the Training Plan, or any subsequent modifications. 

 
11. Trainees Leave Prior to Completion of Retention 

If the Trainee leaves during the training period, the employer will be reimbursed only for 
50% of the wages earned during training, prior to separation.   
 
If the Trainee leaves on their own or is terminated for cause during the retention period, 
the employer should be reimbursed for all training costs (both the training payment and the 
retention payment).  A meeting with the employer should try and determine if the trainee 
actually went to another employer at an equal or better salary as a result of the training 
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received.  Are there circumstances that need to be addressed in future referrals?  Can a 
replacement re-fill the position, with or without another OJT?   
 
If the Trainee is laid off during the retention period, the employer does not qualify to 
receive the retention payment. 

 
12. Writing a Second OJT for the Same Individual 

When training and retention is completed, there may be opportunity to see if an “upgrade” 
is possible (increasing pay $.50 an hour or more) and if a “backfill” and a new hire can be 
negotiated.  If “upgrade” is possible, consider writing a second OJT for the same trainee.  
Significant additional training, as documented in a new Training Plan, must be needed. 

 
13. On-the-Job Training Exceptions 

From time-to-time a participant or work conditions may not fit the “OJT” model outlined in 
this procedure.  Exceptions should not become the norm but may be made when 
appropriate.  Examples of possible exceptions include: 
 

a. The trainee is not expected to be fully skilled (all “3”s on the Ending Capability score) 
at the end of the training period, but substantial training has occurred and the 
trainee is expected to be retained and trained further by the employer.  The trainee 
should have gained a significant number of score points overall:  “1”s to “2”s and 
some “2”s to “3”s, for example.  An extension of the training period past the 25 
weeks may be warranted or the employer may deem the participant “trained” to a 
satisfactory level to maintain employment in the position. 

b. A trainee’s individual circumstances should also be considered.  For example, the 
OJT length or amount may be adjusted to reasonably accommodate a learning or 
other disability. 

c. The trainee is placed in a job that is less than 30 hrs per week because physical or 
mental challenges limit their ability to work a 30 or more hour work week.  

d. The trainee is placed in a job that does not provide health insurance coverage.   
 

All exceptions should be documented using the On-the-Job Training Exception Request form 
and submitted to the Workforce Investment Council Program Manager to bring before 
Workforce Investment Council’s Business Services Committee for consideration and review.  
 
 
  

Approved: 
 
 
 
____________________________________________________________________ 
Workforce Investment Council Board Chair   Date 



P-14 Please provide samples of brochures and media communication which 
demonstrates that applicable EO language (EO employer/program, auxiliary 
aids/services available), TDD/TTY, and other required information is included. 
(29 CFR 37.34) 

 
See attached. 
  















































P-15 Please provide a copy of the EO/ADA complaint process. (29 CFR 37.76) 
 
Attached is Policy P-04, Nondiscrimination and EO Requirements.   
  















P-16 Which staff person maintains the EO/ADA complaint log? (29 CFR 37.37)  
 
Amy Evans, Program Manager and WorkSource Liaison   



P-17 Please provide copies of the written procedures for internal staff and contractors 
that provide guidance on timely data entry procedures, and deadlines for 
inputting data after collection.  

 
PY 2013 response is still applicable.  Jan Filgas 
 
All staff are trained and required via contract to follow I-Trac data management system 
user requirements which state that all required information must be entered into I-Trac 
within five business days of the event that generated the information.   
 
Sample language included in all A/DW service provider contracts includes: 
“Contracted service provider will collect program participant data using two internet-based 
management information systems: I-Trac, which is a system built and maintained by 
Worksystems, Inc, and WOMIS, which is a system built and maintained by the State of Oregon.  
All participant data must be input into I-Trac within 5 business days of the activity.”  

 
The Workforce Investment Council and service providers monitor service gaps in case 
files regularly to ensure up to date case management and job development services are 
case noted and entered timely into I-Trac.   
 
  



P-18 Retired this element because internal reports are now handled by I-Trac staff.   
 
  



P-19 Retired this element because reconciliation of data and reports are now handled 
by I-Trac staff.  

 
  



P-20 Please provide information that demonstrates safeguards for data such as:  

 Written procedures for data security 

 Frequent back-up of data base (how often)  

 Storage of back-up data off site that maintains confidentiality as well as data 
security. 

 Business continuity plan in case of fire, acts of God, etc. 
 

Per the Workforce Investment Council’s I-Trac data management system contract with 
WSI, WSI will provide storage for the Workforce Investment Council’s client tracking 
data. The data will be stored with WSI’s client data. The data will be differentiated via a 
range of fund numbers allocated to the Workforce Investment Council. The data storage 
and protection will meet WSI’s internal standards. These protection standards comprise 
various methods including but not limited to: Firewall; Hardware Fault Tolerance; 
Software Fault Tolerance; and Daily Backup to a second location. The Workforce 
Investment Council’s data will be stored in the same system as WSI’s data. Based on 
back-ups and protections in place, apart from a catastrophic event outside WSI control, 
data entered and saved in the previous 24 hours is the maximum that would be lost. 

 
Regarding Workforce Investment Council’s records and data, the Workforce Investment 
Council server is backed up to an external IDE Drive using Symantec System Recovery 
software.  The backup is performed in full each weeknight and 5 backups are performed 
per week.  Backups are monitored directly each night by ACS.  Backup comprises all 
files and all operating system data on the server.  All email and exchange configuration 
data is also backed up in full daily.  The backup data can be accessed independently of 
the server if required.  And the server can be restored from a blank state if needed 
using the system recovery CD. 

 
The Workforce Investment Council is continuing to develop a business continuity plan 
and will be looking at developing a system for offsite backups.  The Workforce 
Investment Council will also be attending a “Business Resilience” seminar in March to 
learn more about how to continue operations if affected by adverse physical conditions, 
such as a storm, fire or crime.  
  



P-21 Please provide copies of processes used to ensure that participants who have not 
received any partner services (WIA or non-WIA services) for 90 days and are not 
scheduled for future services (except for follow-up services) are terminated from 
WIA as of the last date of receipt of services (TEGL 33-12; 17-05).  

 
PY 2013 response is still applicable.  Jan Filgas 
 
Both youth and adult and dislocated worker service providers enter new 
services/payments into customer records within 5 business days of the event.  Service 
providers review I-Trac exit management reports at least monthly to identify cases with 
the “most recent service between 60 and 90 days ago.” Gaps in service are identified 
during this review and addressed to minimize exits that are not planned.   

 
Customer records without a service in the last 90 days are automatically exited through 
the I-Trac MIS.  A/DW services cannot be provided unless the customer re-registers 
through the Customer Registration process in WOMIS.   
 
  



P-22 How do program providers ensure that participants employed in programs and 
activities funded under the Act meet wage and labor standards at Section 
181(a)(1)?  (20 CFR 667.272) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   
 
  



P-23 How do program providers ensure that WIA funds are not spent on: 

 the wages of incumbent employees during their participation in economic 
development activities provided through a statewide workforce investment 
system. (Section 181(b)(1) and 20 CFR 667.264 (a)(1)) 

 
 

PY 2013 response is still applicable.  Jan Filgas 
 
Service providers are required per their service contracts to meet this requirement.   
 
  



P-24 How do program providers ensure that participants in programs or activities do 
not: 

 displace any currently employed employee (including a partial displacement, 
such as a reduction in the hours of non-overtime work, wages or employment 
benefits). (Section 181(b)(2)(A) and 20 CFR 667.270(a)) 

 cause impairment of existing contracts for services and existing collective 
bargaining agreements, unless the employer and the labor organization 
concur in writing? (Section 181(b)(2)(B) and 20 CFR 667.270(b)) 

 
PY 2013 response is still applicable.  Jan Filgas 

Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   

 
  



P-25 How do program providers ensure that a participant in a specified activity shall 
not be employed in a job if: 

 any other employee or individual is on layoff from the same or substantially 
equivalent job; 

 the employer has terminated the employment of any regular employee or 
otherwise reduced the workforce with the intention of filling the vacancy with 
the participant;  

 the job is created in a promotional line that infringes upon the promotional 
opportunities of currently employed individuals. (Section 181(b)(3) and 20 
CFR 667.270 (c)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 

Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   
 
 

  



P-26 Describe how programs ensure:    

 that the health and safety standards and working conditions provided to 
participants are comparable to those provided to other employees. (Section 
181(b)(4) and 20 CFR 667.274 (a)) 

 that to the extent that workers' compensation law applies, workers' 
compensation is provided to participants on the same basis as other 
individuals in similar employment. (Section 181(b)(4) and 20 CFR 667.274 
(b)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 

Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   
 
  



P-27 How do program providers ensure that WIA funds are not used: 

 to encourage or induce to relocate a business or part of a business if such 
relocation would result in a loss of employment at the original location. 
(Section 181(d)(1) and 20 CFR 667.268) 

 

 to provide specified services to an employer who has relocated, for at least 120 
days after the employer begins operation at the new location, when the 
relocation resulted in the loss of employment of any employee at the original 
location. (Section 181(d)(2) and 20 CFR 667.268) 

 for employment generating activities, economic development activities, 
investment in revolving loan funds, capitalization of businesses, investment in 
contract bidding resource centers, and similar activities that are not directly 
related to training for eligible individuals under  Title IB. (Section 181(e) and 
20 CFR 667.262(a)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 

Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   
 
 
  



P-28 Do program providers use WIA funds for participant drug testing? If yes, are 
these funds charged to WIA statewide activities administration? (Section 181(f)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
No. 
  



P-29 How do program providers ensure that participants are not employed in the 
construction, operation or maintenance of any religious facility? (Section 
188(a)(3) and 20 CFR 667.266) 

 
PY 2013 response is still applicable.  Jan Filgas 
 

Service providers are required per their service contracts to meet this requirement.  This 
requirement is also stipulated in Workforce Investment Council’s OJT documents.  Staff 
who are setting up OJTs are trained to ensure that each placement meets these 
requirements.   
 
 
  



P-30 How do program providers ensure that funds provided under the Act are used 
only for activities that are in addition to those that would otherwise be available 
in the local area in the absence of such funds? (Section 195 (2)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
Service providers are required per their service contracts to meet this requirement.   
 
Region 15 LWIB also works in partnership with other agencies (including Oregon 
Department of Human Services, Office of Vocational Rehabilitation Services, Easter 
Seals, Community Solutions for Clackamas County, Clackamas County Social Services, 
Clackamas Community College, Job Corps, C-TEC, IRCO, Housing Authority of 
Clackamas County, and Clackamas County Community Corrections) that may have 
funding available for services/activities to leverage funds whenever possible.  Both 
youth and adult and dislocated worker service providers are present during our monthly 
partner meeting discussions to ensure funds are leveraged when possible and services 
are not duplicated.   
 
  



P-31 How do programs ensure that no person or organization charges an individual a 
fee for placement in or referral to a workforce investment activity? (Section 195 
(5)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
WIA participants and potential participants are informed via multiple communication 
tools that services are available at no cost.  No provider has authority to reimburse or 
fund any fee for placement or referral.   
 
  



P-32 How do program providers ensure that funds are not used for public service 
employment?  (Section 195 (10) and 20 CFR 667.264 (2)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
Service providers are required per their service contracts to meet this requirement. 
 

  
  



P-33 How do program providers ensure that individuals referred to training are:  

 assessed as being in need of training services in order to obtain or retain 
employment and as having the skills and qualifications needed to successfully 
complete the selected training program? (20 CFR 663.310 (b)) 

 selecting a program of training that is directly linked to the employment 
opportunities either in the local area or in another area to which the 
individual is willing to relocate? (20 CFR 663.310 (c)) 

 unable to obtain grant assistance from other sources to pay the costs of such 
training including Pell grants or required WIA assistance in addition to other 
sources of grant assistance? (20 CFR 663.310 (d)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 

Adults and dislocated workers who enroll in services at WorkSource Clackamas and 
who express an interest in pursuing training after registration talk to a Skills 
Advancement Team member who registers them into Career Exploration Gateway, a 4 
hour workshop designed to assist job seekers in the career exploration process 
(including computer assessments).  Those participants where training may an 
appropriate step to gaining employment then meet individually with a Workforce Advisor 
who works with them to develop an employment plan.  The participant’s history of 
learning is considered along with relevant assessments including college placement 
tests to determine a participant’s skills and qualifications needed to complete a training 
program.   

In order to be more intentional with Region 15’s ITA funds, annually we contract with 
OED to provide a more detailed examination of occupations considered in-demand or 
with significant annual openings or vacancies in the Portland Metro region resulting in 
the Workforce Investment Council’s Strategic Occupations List.  Provider staff work with 
participants to guide them towards training for occupations on this list.  Customer choice 
is still valued.  Knowing that the occupations on the list are in demand; matching a 
person’s interest, experience and profile to one of the occupations on the list benefits 
the participant.  Relationships with employers and the WorkSource Clackamas 
Business and Employment Services Team are used after training completion to ensure 
employment goals are met. 

All participants requesting training are required to apply for Federal Financial Aid (if the 
program is eligible). The participant’s budget and individual circumstances are taken 
into consideration when deciding how to fund the individual’s training. 
 
  



P-34 Describe how programs coordinate with Higher Education financial aid 
programs, including Pell grants and waiver requests when appropriate, so that 
WIA funds supplement other sources of training grants. (20 CFR 663.320) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
Per Workforce Investment Council’s Individual Training Accounts policy, the adult and 
dislocated worker program provider must coordinate with Higher Education financial aid 
programs, including Pell grants, so that WIA funds supplement other sources of training 
grants.   
 
Coordination with financial aid is conducted by our adult and dislocated service 
providers to ensure that WIA funds are used to supplement/leverage other sources.  
Participants are required to complete a FAFSA application to support their training 
costs.  This is documented in the Employment Plan that is in case notes in the I-Trac 
MIS.  Staff also assist customers by providing resource information applicable to their 
program of study and to their individual eligibility status for additional financial aid.    
 
 
  



P-35    Do programs provide On-The-Job-Training? (20 CFR 663.700)  If no, please 
provide information on why OJTs were not provided. If yes, please provide 
information for P-36 through P-39.  Review team may test aspects of the local 
OJT policy/procedures.  In addition, please provide a table that captures the 
number of WIA formula funded number of OJT completed for current program 
year, number of OJTs in contract but not completed and remaining planned OJT 
for remainder of the year.  Furthermore, please provide the total dollars for each 
category.  Finally, for each of the above categories, provide the number of OJT 
contracts that included existing eligible employed workers with their current 
employer.  (Revised)  

 
Yes, the Workforce Investment Council’s adult and dislocated worker program providers 
do provide OJT services.  
 
For the current program year (7/14 – 6/15) as of 9/12/14: 
 

OJT TYPE NUMBER TOTAL DOLLARS 

Completed 3 $14,720.00 

In progress 5 $13,980.00 

Planned 51 $204,000.00 

Incumbent  0 0 

 
Note:  OJT service count was determined by PY14 OJT end date. 
 
 
 
 
 
  



P-36 How do programs ensure that the following OJT conditions are met? 

 Participant wages are at the same rate, including periodic increases, as 
similarly situated employees or trainees, and not less than the highest of the 
Federal or State minimum hourly wage.   (20 CFR 667.272 (a)) 

 Reimbursement to the employer is for no more than 50% of the participant's 
regular wages paid over the period of the contract.  (20 CFR 663.700 (a))  

 OJT contracts are not written with an employer who has exhibited a pattern of 
failing to provide continued long-term employment for participants trained in 
previous OJTs.  (20 CFR 663.700 (b)) 

 OJT contracts are written for eligible employed workers only when the 
training relates to the introduction of new technologies, new production or 
service procedures, upgrading to new jobs that require additional skills, 
workplace literacy, or other appropriate purposes identified by local policy, 
and when it is determined that the worker is not earning a self-sufficient wage 
in their current employment.  (20 CFR 663.705 (c)) 

 
The Workforce Investment Council’s OJT policy, P-13, and supporting documents 
ensure all of the above conditions and those that follow in questions P-37 to P-39 are 
met.  OJT development staff and the WorkSource Clackamas Business and 
Employment Services Team all have been trained in this policy and the procedures on 
how to develop and document OJT plans to ensure compliance with WIA, CCWD and 
Workforce Investment Council’s regulations. 
 
Attached are all of Workforce Investment Council’s OJT policy documents: 

 P-13 On-the-Job Training (OJT) policy 

 On-the-Job Training (OJT) Development Manual 

 On-the-Job Training Employer/Worksite Checklist 

 On-the-Job Training Agreement and Rules 

 WICCO OJT Commitment Obligation Calculator 

 On-the-Job Training Plan and Instructions 

 On-the-Job Training Exception Request 

 On-the-Job Training Supplemental Training Plan 

 On-the-Job Training Plan Modification 

 On-the-Job Training Invoice – Training Period 

 On-the-Job Training Invoice – Retention Period 

 On-the-Job Training Agreement and Rules – with Staffing Agency 

 On-the-Job Training Plan and Instructions – with Staffing Agency 

 On-the-Job Training Invoice – Training Period – with Staffing Agency 

 On-the-Job Training Invoice – Retention Period – with Staffing Agency 

 
  



 

 

SERVICE PROVIDER ORGANIZATION:       
OJT NO.:        

FUND:       
 

 
ON-THE-JOB TRAINING AGREEMENT – WITH STAFFING AGENCY 

 

This On-the-Job Training (OJT) Agreement is between      (Employer),      (Staffing 
Agency) and      (Service Provider).  Funding is made available to assist businesses in 
training and retaining a skilled, productive workforce.  This agreement is effective on       

and shall remain in effect until all Training Plans initiated are completed. 
 

Employer will provide training and will be paid up to       per Trainee or 50% of each Trainee’s gross earning 
during the Training Period, whichever is less.  One half of the total OJT payment will be paid to Employer within 
thirty (30) calendar days of the completion of the training plan if the Trainee is working as a permanent/regular 
employee of the Employer and expected to work at least thirty hours each week.  The remainder of the payment 
will be made to the Employer at the end of the Retention Period, which is three months after completion of the 
Training Period, if the participant remains working as a permanent/regular employee of the Employer.  Service 
Provider must approve all Trainees and the Training Plans prior to the beginning of the training period.  
Payments may be requested on the day Training is completed – as long as the hiring requirements listed above 
have been met – and when the Retention Period is completed.  Payments must be requested within thirty (30) 
calendar days after the end of the Training or Retention Period, using the OJT Invoice form.  The Staffing Agency 
will be required to provide documentation of wages paid during the training period from which the 
reimbursement payment will be based.  Late invoice submission may void payment rights.  Service Provider staff 
will help prepare invoices. 
 

OJT rules are on the reverse side of this agreement and are included by reference.  The OJT Checklist and any 
Training Plans are also included in this agreement by reference.  This agreement may be modified, in writing, at 
any time. 
 

Material deviations from this agreement, Training Plans or OJT rules may void the right to reimbursement or 
require repayment by the Employer or Staffing Agency of funds previously received from Service Provider. 
 

The Employer, Staffing Agency and Service Provider agree to all the terms in this OJT agreement by signing 
below. 
 

FOR THE EMPLOYER: 
Company Name:       
Address:       
        

 

FOR SERVICE PROVIDER: 
Organization Name:       
Address:        
        

__________________________________        
Authorized Signature                                    Date 

__________________________________        
Authorized Signature                                    Date 

      
Printed Name and Title 

      
Printed Name and Title 

      
Contact Person Name and E-mail Address 

      
Contact Person Name and E-mail Address 

Phone No.       Phone No.       
 
FOR THE STAFFING AGENCY: 
Company Name:                 
Address:           Authorized Signer Printed Name and Title 
        
__________________________________              
Authorized Signature                                    Date  Contact Person and E-mail Address 
       Phone No.       
  



 

July 2014 

 

 
 

OJT Rules 
 
KEY PAYMENT DEFINITIONS 
 
Training Completion:  Training is complete when the Training Period is over and the Trainee meets the Employer’s standard for each “Skill 
Objective” as shown in the Training Plan.  Service Provider staff will help with training design and scoring. 
 
Trainee Hired as Permanent/Regular Employee:  The Trainee is a permanent/regular employee of the Employer when the Employer that has 
provided the training becomes the Trainee’s employer of record and the Trainee is no longer employed with the Staffing Agency.  If the Trainee is 
not hired by the Employer as a permanent/regular employee within thirty (30) calendar days of training completion a reimbursement will not be 
made. 
 
Trainee Gross Pay:  These are the amounts earned by the Trainee for work performed during the training period.  Pay does not include fringe 
benefits which are not included in the pay check. 
 
Retention Period:  Retention occurs ninety (90) days after training completion, if the Trainee is still working as a permanent/regular employee, at 
least thirty (30) hours per week.   
 
Contact the Service Provider representative if a Trainee quits or gets fired.  Staff will work with you to find a qualified replacement and prevent a 
reoccurrence.  You may also qualify for partial or full payment. 
 
APPLICABLE LAWS AND RULES 
 
1. The Employer and Staffing Agency shall comply with all applicable Federal, State, and local laws, rules and regulations, which deal with or 

relate to employment, including but not limited to the Fair Labor Standards Act, as amended. 
2. Training positions covered by this OJT agreement have not been created by relocating the business and displacing former employees within 

the last four (4) months. 
3. The Employer or Staffing Agency have not been debarred, suspended, declared ineligible or voluntarily excluded from Federal contracting. 
4. No Trainee shall be illegally discriminated against on the grounds of race, color, religion, sex, national origin, age, disability, political 

affiliation or belief, citizenship, or his or her status as a Trainee. 
5. This OJT will not result in the displacement of employed workers nor impair existing contracts for services nor result in the substitution of 

Federal funds for other funds in connection with work that would otherwise be performed. 
6. If the Employer or Staffing Agency has not established a grievance procedure regarding the terms and conditions of employment, the 

grievance procedure of Service Provider will be utilized.  The Employer shall inform Trainees of the grievance procedure to be followed. 
7. The Employer and Staffing Agency shall notify Service Provider in writing prior to the sale, closure or transfer of its business.  Failure to 

notify shall void the right to payment under this OJT agreement. 
 
TRAINEES 
 
1. Only those persons determined eligible by Service Provider will be trained under this OJT agreement. 
2. No OJT Trainee may assist, promote or deter union organizing or engage in political activities during work hours. 
3. OJT Trainees shall not be employed in the construction, operation or maintenance of any facility which is used for religious instruction or 

worship. 
4. No OJT Trainee will be required or permitted to work or train in buildings or surroundings under working conditions which are unsanitary, 

hazardous or dangerous to the Trainee’s health or safety. 
 
TRAINEE WAGES AND BENEFITS 
 
1. Hourly wages paid to a Trainee shall not be less than the hourly wage specified in the Training Plan. 
2. Appropriate worker’s compensation insurance protection will be provided to all Trainees. 
3. Each Trainee shall be provided pay, benefits and working conditions at the same level and to the same extent as other employees similarly 

employed. 
 
RECORDS 
 
1. The Employer and Staffing Agency shall maintain, preserve and make available records to support OJT payments until seven (7) years after 

final payment under this OJT agreement.  If any litigation, audit or claim has been initiated, the records will be maintained until a final 
determination has been made. 

2. The Employer and Staffing Agency agree that authorized representatives of Service Provider shall be given reasonable access to facilities and 
records. 

3. The Employer and Staffing Agency will report OJT hires and terminations to Service Provider. 
 
CONTRACT TERMINATION 
 
The performance of work under this contract may be terminated by Service Provider, Employer or Staffing Agency for good cause or convenience. 

PRINT ON THE REVERSE SIDE OF THE “OJT AGREEMENT” PAGE 
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 SERVICE PROVIDER ORGANIZATION:       
OJT NUMBER.:        

FUND:       

 
 

ON-THE-JOB TRAINING AGREEMENT 
 

This On-the-Job Training (OJT) Agreement is between      (Employer) and      .  Funding is 
made available to assist businesses in training and retaining a skilled, productive workforce. 
 

This agreement is effective on       and shall remain in effect until all Training Plans initiated 
are completed. 
 

The Employer will be paid up to       per Trainee or 50% of each Trainee’s gross earnings 
during the Training Period, whichever is less.  One half of the total OJT payment will be paid 
when training is completed if the Trainee is still employed and is still expected to work at least 
thirty hours each week.  The remainder of the payment will be made at the end of an additional 
Retention Period of three months.        must approve all Trainees and the Training Plans 
prior to the beginning of the training period.  Payments may be requested on the day Training is 
completed and when the Retention Period is completed.  Payments must be requested within 
thirty (30) calendar days after the end of the Training or Retention Period, using the OJT Invoice 
form.  Late invoice submission may void payment rights.        staff will help prepare invoices. 
 

OJT rules are on the reverse side of this agreement and are included by reference.  The OJT 
Checklist and any Training Plans are also included in this agreement by reference.  This 
agreement may be modified, in writing, at any time. 
 

Material deviations from this agreement, Training Plans or OJT rules may void the right to 
reimbursement or require repayment by the Employer of funds previously received from 
     . 
 

The Employer and       agree to all the terms in this OJT agreement by signing below. 
 

FOR THE EMPLOYER: 
 
Company Name:       
Address:       
 

FOR      : 
 
Name:       
Address:        
 

__________________________________        
Authorized Signature                                    Date 

__________________________________        
Authorized Signature                                    Date 

 
      
Printed Name and Title 

 
      
Printed Name and Title 

 
      
Contact Person and E-mail Address 

 
      
Contact Person and E-mail Address 

Phone No.       Phone No.       



July 2014 
 

OJT Rules 
 
 
KEY PAYMENT DEFINITIONS 
Training Completion:  Training is complete when the Training Period is over and the Trainee meets the Employer’s standard for 
each “Skill Objectives” as shown in the Training Plan.        staff will help with training design and scoring. 
 
Trainee Gross Pay:  These are the amounts earned by the Trainee for work performed during the training period, excluding 
holiday, vacation and sick pay.  See OJT Development Manual for restrictions regarding overtime hourly pay calculations.   
 
Retention Period:  Retention occurs ninety (90) days after training completion, if the Trainee is still working at least thirty (30) 
hours per week.   
 
Contact your       representative if a Trainee quits or gets fired.  We’ll work with you to find a qualified replacement and 
prevent a reoccurrence.  You may also qualify for partial or full payment. 
 
APPLICABLE LAWS AND RULES 
1. The Employer shall comply with all applicable Federal, State, and local laws, rules and regulations, which deal with or 

relate to employment, including but not limited to the Fair Labor Standards Act, as amended. 
2. Training positions covered by this OJT agreement have not been created by relocating the business and displacing former 

employees within the last four (4) months. 
3. The Employer has not been debarred, suspended, declared ineligible or voluntarily excluded from Federal contracting. 
4. No Trainee shall be illegally discriminated against on the grounds of race, color, religion, sex, national origin, age, disability, 

political affiliation or belief, citizenship, or his or her status as a Trainee. 
5. This OJT will not result in the displacement of employed workers nor impair existing contracts for services nor result in the 

substitution of Federal funds for other funds in connection with work that would otherwise be performed. 
6. If the Employer has not established a grievance procedure regarding the terms and conditions of employment, the 

grievance procedure of       will be utilized.  The Employer shall inform Trainees of the grievance procedure to be 
followed. 

7. The Employer shall notify       in writing prior to the sale, closure or transfer of its business.  Failure to notify shall void 
the right to payment under this OJT agreement. 

 
TRAINEES 
1. Only those persons determined eligible by       will be trained under this OJT agreement. 
2. No OJT Trainee may assist, promote or deter union organizing or engage in political activities during work hours. 
3. OJT Trainees shall not be employed in the construction, operation or maintenance of any facility which is used for religious 

instruction or worship. 
4. No OJT Trainee will be required or permitted to work or train in buildings or surroundings under working conditions which 

are unsanitary, hazardous or dangerous to the Trainee’s health or safety. 
 
TRAINEE WAGES AND BENEFITS 
1. Hourly wages paid to a Trainee shall not be less than the hourly wage specified in the Training Plan. 
2. Appropriate worker’s compensation insurance protection will be provided to all Trainees. 
3. Each Trainee shall be provided pay, benefits and working conditions at the same level and to the same extent as other 

employees similarly employed. 
 
RECORDS 
1. The Employer shall maintain, preserve and make available records to support OJT payments until seven (7) years after final 

payment under this OJT agreement.  If any litigation, audit or claim has been initiated, the records will be maintained until 
a final determination has been made. 

2. The Employer agrees that authorized representatives of       shall be given reasonable access to facilities and records. 
3. The Employer will report OJT hires and terminations to      . 
 
CONTRACT TERMINATION 
The performance of work under this contract may be terminated by       or the Employer for good cause or convenience. 

PRINT ON THE REVERSE SIDE OF THE “OJT AGREEMENT” PAGE 



Hourly 4 weeks 5 weeks 6 weeks 7 weeks 8 weeks 9 weeks 10 weeks 11 weeks 12 weeks 13 weeks 14 weeks 15 weeks 16 weeks 17 weeks 18 weeks 19 weeks 20 weeks 21 weeks 22 weeks 23 weeks 24 weeks 25 weeks

$10.00 $800 $1,000 $1,200 $1,400 $1,600 $1,800 $2,000 $2,200 $2,400 $2,600 $2,800 $3,000 $3,200 $3,400 $3,600 $3,800 $4,000 $4,200 $4,400 $4,600 $4,800 $5,000

$10.50 $840 $1,050 $1,260 $1,470 $1,680 $1,890 $2,100 $2,310 $2,520 $2,730 $2,940 $3,150 $3,360 $3,570 $3,780 $3,990 $4,200 $4,410 $4,620 $4,830 $5,040 $5,250

$11.00 $880 $1,100 $1,320 $1,540 $1,760 $1,980 $2,200 $2,420 $2,640 $2,860 $3,080 $3,300 $3,520 $3,740 $3,960 $4,180 $4,400 $4,620 $4,840 $5,060 $5,280 $5,500

$11.50 $920 $1,150 $1,380 $1,610 $1,840 $2,070 $2,300 $2,530 $2,760 $2,990 $3,220 $3,450 $3,680 $3,910 $4,140 $4,370 $4,600 $4,830 $5,060 $5,290 $5,520 $5,750

$12.00 $960 $1,200 $1,440 $1,680 $1,920 $2,160 $2,400 $2,640 $2,880 $3,120 $3,360 $3,600 $3,840 $4,080 $4,320 $4,560 $4,800 $5,040 $5,280 $5,520 $5,760 $6,000

$12.50 $1,000 $1,250 $1,500 $1,750 $2,000 $2,250 $2,500 $2,750 $3,000 $3,250 $3,500 $3,750 $4,000 $4,250 $4,500 $4,750 $5,000 $5,250 $5,500 $5,750 $6,000 $6,250

$13.00 $1,040 $1,300 $1,560 $1,820 $2,080 $2,340 $2,600 $2,860 $3,120 $3,380 $3,640 $3,900 $4,160 $4,420 $4,680 $4,940 $5,200 $5,460 $5,720 $5,980 $6,240 $6,500

$13.50 $1,080 $1,350 $1,620 $1,890 $2,160 $2,430 $2,700 $2,970 $3,240 $3,510 $3,780 $4,050 $4,320 $4,590 $4,860 $5,130 $5,400 $5,670 $5,940 $6,210 $6,480 $6,750

$14.00 $1,120 $1,400 $1,680 $1,960 $2,240 $2,520 $2,800 $3,080 $3,360 $3,640 $3,920 $4,200 $4,480 $4,760 $5,040 $5,320 $5,600 $5,880 $6,160 $6,440 $6,720 $7,000

$14.50 $1,160 $1,450 $1,740 $2,030 $2,320 $2,610 $2,900 $3,190 $3,480 $3,770 $4,060 $4,350 $4,640 $4,930 $5,220 $5,510 $5,800 $6,090 $6,380 $6,670 $6,960 $7,250

$15.00 $1,200 $1,500 $1,800 $2,100 $2,400 $2,700 $3,000 $3,300 $3,600 $3,900 $4,200 $4,500 $4,800 $5,100 $5,400 $5,700 $6,000 $6,300 $6,600 $6,900 $7,200 $7,500

$15.50 $1,240 $1,550 $1,860 $2,170 $2,480 $2,790 $3,100 $3,410 $3,720 $4,030 $4,340 $4,650 $4,960 $5,270 $5,580 $5,890 $6,200 $6,510 $6,820 $7,130 $7,440 $7,750

$16.00 $1,280 $1,600 $1,920 $2,240 $2,560 $2,880 $3,200 $3,520 $3,840 $4,160 $4,480 $4,800 $5,120 $5,440 $5,760 $6,080 $6,400 $6,720 $7,040 $7,360 $7,680 $8,000

$16.50 $1,320 $1,650 $1,980 $2,310 $2,640 $2,970 $3,300 $3,630 $3,960 $4,290 $4,620 $4,950 $5,280 $5,610 $5,940 $6,270 $6,600 $6,930 $7,260 $7,590 $7,920 $8,250

$17.00 $1,360 $1,700 $2,040 $2,380 $2,720 $3,060 $3,400 $3,740 $4,080 $4,420 $4,760 $5,100 $5,440 $5,780 $6,120 $6,460 $6,800 $7,140 $7,480 $7,820 $8,160 $8,500

$17.50 $1,400 $1,750 $2,100 $2,450 $2,800 $3,150 $3,500 $3,850 $4,200 $4,550 $4,900 $5,250 $5,600 $5,950 $6,300 $6,650 $7,000 $7,350 $7,700 $8,050 $8,400 $8,750

$18.00 $1,440 $1,800 $2,160 $2,520 $2,880 $3,240 $3,600 $3,960 $4,320 $4,680 $5,040 $5,400 $5,760 $6,120 $6,480 $6,840 $7,200 $7,560 $7,920 $8,280 $8,640 $9,000

$18.50 $1,480 $1,850 $2,220 $2,590 $2,960 $3,330 $3,700 $4,070 $4,440 $4,810 $5,180 $5,550 $5,920 $6,290 $6,660 $7,030 $7,400 $7,770 $8,140 $8,510 $8,880 $9,250

$19.00 $1,520 $1,900 $2,280 $2,660 $3,040 $3,420 $3,800 $4,180 $4,560 $4,940 $5,320 $5,700 $6,080 $6,460 $6,840 $7,220 $7,600 $7,980 $8,360 $8,740 $9,120 $9,500

$19.50 $1,560 $1,950 $2,340 $2,730 $3,120 $3,510 $3,900 $4,290 $4,680 $5,070 $5,460 $5,850 $6,240 $6,630 $7,020 $7,410 $7,800 $8,190 $8,580 $8,970 $9,360 $9,750

$20.00 $1,600 $2,000 $2,400 $2,800 $3,200 $3,600 $4,000 $4,400 $4,800 $5,200 $5,600 $6,000 $6,400 $6,800 $7,200 $7,600 $8,000 $8,400 $8,800 $9,200 $9,600 $10,000

$20.50 $1,640 $2,050 $2,460 $2,870 $3,280 $3,690 $4,100 $4,510 $4,920 $5,330 $5,740 $6,150 $6,560 $6,970 $7,380 $7,790 $8,200 $8,610 $9,020 $9,430 $9,840 $10,250

$21.00 $1,680 $2,100 $2,520 $2,940 $3,360 $3,780 $4,200 $4,620 $5,040 $5,460 $5,880 $6,300 $6,720 $7,140 $7,560 $7,980 $8,400 $8,820 $9,240 $9,660 $10,080 $10,500

$21.50 $1,720 $2,150 $2,580 $3,010 $3,440 $3,870 $4,300 $4,730 $5,160 $5,590 $6,020 $6,450 $6,880 $7,310 $7,740 $8,170 $8,600 $9,030 $9,460 $9,890 $10,320 $10,750

$22.00 $1,760 $2,200 $2,640 $3,080 $3,520 $3,960 $4,400 $4,840 $5,280 $5,720 $6,160 $6,600 $7,040 $7,480 $7,920 $8,360 $8,800 $9,240 $9,680 $10,120 $10,560 $11,000

$22.50 $1,800 $2,250 $2,700 $3,150 $3,600 $4,050 $4,500 $4,950 $5,400 $5,850 $6,300 $6,750 $7,200 $7,650 $8,100 $8,550 $9,000 $9,450 $9,900 $10,350 $10,800 $11,250

$23.00 $1,840 $2,300 $2,760 $3,220 $3,680 $4,140 $4,600 $5,060 $5,520 $5,980 $6,440 $6,900 $7,360 $7,820 $8,280 $8,740 $9,200 $9,660 $10,120 $10,580 $11,040 $11,500

$23.50 $1,880 $2,350 $2,820 $3,290 $3,760 $4,230 $4,700 $5,170 $5,640 $6,110 $6,580 $7,050 $7,520 $7,990 $8,460 $8,930 $9,400 $9,870 $10,340 $10,810 $11,280 $11,750

$24.00 $1,920 $2,400 $2,880 $3,360 $3,840 $4,320 $4,800 $5,280 $5,760 $6,240 $6,720 $7,200 $7,680 $8,160 $8,640 $9,120 $9,600 $10,080 $10,560 $11,040 $11,520 $12,000

$24.50 $1,960 $2,450 $2,940 $3,430 $3,920 $4,410 $4,900 $5,390 $5,880 $6,370 $6,860 $7,350 $7,840 $8,330 $8,820 $9,310 $9,800 $10,290 $10,780 $11,270 $11,760 $12,250

$25.00 $2,000 $2,500 $3,000 $3,500 $4,000 $4,500 $5,000 $5,500 $6,000 $6,500 $7,000 $7,500 $8,000 $8,500 $9,000 $9,500 $10,000 $10,500 $11,000 $11,500 $12,000 $12,500

$25.50 $2,040 $2,550 $3,060 $3,570 $4,080 $4,590 $5,100 $5,610 $6,120 $6,630 $7,140 $7,650 $8,160 $8,670 $9,180 $9,690 $10,200 $10,710 $11,220 $11,730 $12,240 $12,750

$26.00 $2,080 $2,600 $3,120 $3,640 $4,160 $4,680 $5,200 $5,720 $6,240 $6,760 $7,280 $7,800 $8,320 $8,840 $9,360 $9,880 $10,400 $10,920 $11,440 $11,960 $12,480 $13,000

$26.50 $2,120 $2,650 $3,180 $3,710 $4,240 $4,770 $5,300 $5,830 $6,360 $6,890 $7,420 $7,950 $8,480 $9,010 $9,540 $10,070 $10,600 $11,130 $11,660 $12,190 $12,720 $13,250

$27.00 $2,160 $2,700 $3,240 $3,780 $4,320 $4,860 $5,400 $5,940 $6,480 $7,020 $7,560 $8,100 $8,640 $9,180 $9,720 $10,260 $10,800 $11,340 $11,880 $12,420 $12,960 $13,500

$27.50 $2,200 $2,750 $3,300 $3,850 $4,400 $4,950 $5,500 $6,050 $6,600 $7,150 $7,700 $8,250 $8,800 $9,350 $9,900 $10,450 $11,000 $11,550 $12,100 $12,650 $13,200 $13,750

$28.00 $2,240 $2,800 $3,360 $3,920 $4,480 $5,040 $5,600 $6,160 $6,720 $7,280 $7,840 $8,400 $8,960 $9,520 $10,080 $10,640 $11,200 $11,760 $12,320 $12,880 $13,440 $14,000

$28.50 $2,280 $2,850 $3,420 $3,990 $4,560 $5,130 $5,700 $6,270 $6,840 $7,410 $7,980 $8,550 $9,120 $9,690 $10,260 $10,830 $11,400 $11,970 $12,540 $13,110 $13,680 $14,250

$29.00 $2,320 $2,900 $3,480 $4,060 $4,640 $5,220 $5,800 $6,380 $6,960 $7,540 $8,120 $8,700 $9,280 $9,860 $10,440 $11,020 $11,600 $12,180 $12,760 $13,340 $13,920 $14,500

$29.50 $2,360 $2,950 $3,540 $4,130 $4,720 $5,310 $5,900 $6,490 $7,080 $7,670 $8,260 $8,850 $9,440 $10,030 $10,620 $11,210 $11,800 $12,390 $12,980 $13,570 $14,160 $14,750

$30.00 $2,400 $3,000 $3,600 $4,200 $4,800 $5,400 $6,000 $6,600 $7,200 $7,800 $8,400 $9,000 $9,600 $10,200 $10,800 $11,400 $12,000 $12,600 $13,200 $13,800 $14,400 $15,000

WICCO OJT Commitment Obligation Calculator
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I. Introduction and Overview to On the Job Training 
 

WorkSource Clackamas, in Oregon’s Workforce Investment Region 15 – 

Clackamas County - utilizes a number of training tools to systematically develop 

the employability of eligible youth, dislocated workers and adults and, when 

appropriate, to place them into jobs.  To accomplish this goal Region 15 uses 

customized training with employers, individual training accounts that participants use to 

manage their training services, and On-the-Job Training (OJT) Agreements.  When properly 

implemented, OJTs serve these system goals very effectively, since a trainee is hired into a job 

or upgraded within their existing job and is then trained in the requisite skills. 

 

While the WIA contains a number of provisions that broadly define OJT and prohibit various 

practices, many of the parameters of this activity have been left to local definition.  Region 15 

establishes OJTs through its LWIB policy, P-13 On-the-Job Training.   

 

Additionally, because Clackamas County, the Portland Metro, and SW Washington service 

areas comprise one labor market, area employers may work with a number of OJT brokering 

agencies and several workforce regions.  It is desirable from a customer service and marketing 

standpoint to keep OJT paperwork and rules as simple and standard as possible throughout 

the greater Clackamas/Portland/SW Washington labor market.  To that end, these procedures 

define an OJT process that is in place in Clackamas, Multnomah, and Washington counties in 

Oregon and Clark, Cowlitz, and Wahkiakum counties in SW Washington and the City of 

Portland, Oregon. 

 

This manual, along with the On-the-Job Training policy, P-13, provides guidance for WIA Service 

Providers in the development, negotiation, implementation, and monitoring of OJT contract 

packages.   
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II. The Fundamentals of OJTs 
 

A.  On-the-Job Training (OJT) 

The basic purpose of an OJT is to allow an employer to hire an individual, or 

upgrade an eligible employed worker, who would not otherwise qualify for the job 

and to teach the skills needed to perform at the entry level for the position (or at 

the appropriate level for the promotion).  The activity is based upon a contractual exchange 

between the employer and the Workforce Investment Council of Clackamas County’s Service 

Provider.  The Service Provider provides the employer with a partial wage reimbursement for an 

agreed-upon training time period in exchange for the provision of training by the employer and 

a commitment to retain the individual when the training is successfully completed.  This 

commitment is enforced by the “pattern of failure” requirements specified in Section V.C. 

Retention Record of Participating Employer. 

 

OJT is a “hire-first” training program.  The trainee is actually an employee of the company that 

has agreed to provide the training.  It is very important that everyone involved understands that 

it is not a subsidized employment program.  OJT training payments to employers are deemed to 

be compensation to the employer for the extraordinary costs associated with training 

participants and the costs associated with the lower productivity of the participants during the 

training period.  Employers are not required to document such extraordinary costs [WIA reg. 

663.710(c)].  Employers may be reimbursed up to 50 percent of the wage rate of an OJT 

participant for the costs of providing the training and additional supervision related to the OJT 

(except under special circumstances outlined in discretionary grants) [WIA reg. Sec.673.710; 

WIA.101(31)B].  The Workforce Investment Council limits the training duration to not less than 

four weeks and not more than 25 weeks.  Training duration must be in line with Specific 

Vocational Preparation (SVP) estimates (refer to section VI.D. Determining Training Duration). 

 

Because all new employees undergo some form of training, it is essential to differentiate the 

initial "training and orientation" routinely provided by the employer to qualified new hires from 

the additional training that is to be provided for the OJT trainee.  The employer should only be 

compensated for training that is in addition to what is normally provided to a qualified new 

employee.   

 

During the course of the OJT, the trainee must be treated as a regular employee and should 

receive wages and benefits at the same level as similarly employed workers.  Not all jobs are 

appropriate for OJT.  The emphasis on training automatically eliminates all jobs that require no 

more than a brief initial orientation period.  Similarly, because reimbursements are intended to 

compensate the employer for decreased productivity, jobs that pay by commission or 

piecework are generally considered inappropriate.  Additionally, seasonal and temporary jobs 

should likewise be avoided because the desired outcome is long-term retention into full time 

employment at the completion of training.   

 

The individual employment plan assessment process is used to substantiate that each trainee 

has a need for the training that is to be provided and has the capability to benefit from this 

training.  The decision to assign a participant to OJT should be based on consideration of the 

individual's employability skills, skill deficiencies, and interests. 
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OJT can also be inappropriate for a variety of other reasons.  As with 

consideration of any participant for a training service, the potential trainee 

should generally possess at least the threshold level of basic and work readiness 

skill proficiency to ensure the possibility of success.  Placement into OJT before a 

trainee is ready can negate earlier achievements and undermine motivation and 

self-confidence.  Additionally, the placement of trainees who fail to meet even 

basic employer expectations will diminish the credibility of the Service Provider and the Region 

15 Workforce Investment System within the business community.  The initiation of an OJT for 

an unemployed participant is generally delayed until the trainee: 

 

 has identified interests and aptitudes that match the prospective training; 

 has expressed an occupational preference based upon sound and current labor 

market information; 

 understands and/or exhibits the attitudes and behaviors that employers require; 

 appears motivated and committed to give a best effort; and 

 has sufficient basic work readiness and occupational skills to learn the job skills. 

Although the primary focus of OJT is training in job-specific skills, it is necessary to build in 

activities that simultaneously address any needed basic and/or work readiness skill 

deficiencies as part of the overall training plan. 

 

Trainees who already possess a substantial portion of the skills required to perform the job 

also should not be placed into OJT positions.  The responsibilities that accompany the use of 

public funds demand that expenditures for training activities be confined to situations where 

there is a documented need for training; mere subsidies for business or financial incentives to 

hire are avoided.  Thus, the selection of trainees for OJT should be carefully governed by a well-

thought out process.  The skills already possessed by the participant must be considered along 

with the skills required to do the job. 

 

B.  Economic Development Restrictions  

Employment generating activities, economic development, and other similar activities are not 

allowed unless they are directly related to training for eligible individuals.  Activities regarded as 

directly related to training for eligible individuals include:  

 

 employer outreach and job development activities including contacts with potential 

employers for the purpose of placement of WIA participants; 

 the development of OJT activities. 

 

C. Demand for Occupation in Labor Market 

OJT positions must be in demand in the local labor market.  Local labor market information can 

be used to establish that the OJT training is for a demand occupation.  OJTs that occur in small 

businesses where the OJT training covers a relatively broad range of functions that draw from 
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several occupations are generally considered as a unique occupation for labor 

market demand purposes.  With these unique occupations, the fact that an 

opening exists for the occupation at the business presupposes the existence of a 

demand for the occupation. 
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III. Selection of Trainees 
 

A. Recruitment 

Sometimes an unfulfilled demand for skilled workers by an employer or among a 

group of employers may result in a targeted effort by the Workforce Investment 

Council (working through the WorkSource system) to recruit appropriate trainees.  

Candidates may also be identified through system employer relationships, from the pool of 

applicants who have registered in iMatchSkills, or those who have been fully registered in WIA. 

 

B. Employer Referrals 

An employer may sometimes refer an applicant for a vacant position in order to determine 

whether the applicant is eligible for WIA and appropriate for training through an OJT training 

plan.  This practice is allowed under WIA.  Staff should assess the circumstances to determine 

whether an OJT is appropriate in the same way they would assess an individual participant. 

 

Upon completing this assessment, an applicant who is referred to the Service Provider by an 

employer can be registered into an OJT only after eligibility for WIA has been verified and after 

the assessment process has documented a need for and ability to benefit from the training 

offered by the employer.  Documentation of discussions with the referring employer can best 

provide this information. 

 

The OJT arrangement should be explained as an "investment" that the local workforce 

development system is making in both the business and the trainee.  Like any sound business 

decision, the placement of a trainee must be based upon enough information to insure a 

reasonable likelihood of success.  Despite the training reimbursement, the employer is also 

committing valuable time and money to the preparation of a new employee and should not risk 

the expense of rapid turnover resulting from a mismatch.  Hence, the timely assessment of the 

applicant's interests, attitude, skills, and abilities will work to the benefit of the business.  

Similarly, the applicant's best interest is also served by avoiding the failure that will inevitably 

result from a hasty and inappropriate placement.  See Section IV.C. Previous Employer of 

Applicant and Section IV.D. Currently Employed Workers; Upgrade. 
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IV. Assessment  
 

A. Documenting Need 

An individual’s need for OJT is established by documenting their deficiency in 

occupational skills during the assessment process.  Although the primary focus 

of OJT is the acquisition of job specific skills, deficiencies in basic and work 

readiness skills may, for some, also be addressed simultaneously.  Regardless of the method 

used for recruitment, the decision to place a participant in OJT must be based upon an 

individual employment plan assessment of the skills, knowledge, attitudes, and behaviors.  An 

individual may be placed in OJT only when assessment, testing, and/or individual counseling 

indicate a need for and ability to benefit from the training specified in the OJT agreement.  This 

is no different then the processes used to determine any participant’s ability to benefit from 

training services – an OJT is simply another training vehicle. 

 

In addition, consideration must be given to the chosen occupational classification to determine 

whether OJT is an appropriate training modality.  Further discussion of this issue is presented in 

Section V Qualifying the Business. 

 

A review of the individual’s employment history and educational background provides an 

appraisal of whether the applicant has relevant skills.  A deficiency in occupational skills (job-

specific skills) is adequately documented where application and assessment materials show 

that the individual: 

 

 has minimal previous work experience in the occupation; and 

 has not substantially completed a skills training program in the occupation for which 

training will be given. 

 

A presumptive need for training may thus be established.  See Section VI.D. Determining 

Training Duration for guidance in determining the length of training and adjustments for 

previous experience. 

 

B. Participants with Previous Experience in the Occupation 

An individual who possesses knowledge or skills essential to the full and adequate 

performance of the specific occupation for which the OJT is proposed may not be placed into 

an OJT in that occupation.  While strict compliance with this principle is inherent in the concept 

of OJT, in reality many jobs are unique and do not present an exact match of the skills required 

for jobs with other employers, even where the job title is identical.  Thus, even where an 

individual has some relevant experience or training, the need for OJT may still be substantiated 

through the assessment process.  In addition, a lack of contemporary application of skills or a 

change in technology may necessitate additional training. 

 

Where need cannot be established through satisfaction of the presumptive conditions listed in 

the previous subsection, then a deficiency must be demonstrated through: 
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 A pre-test administered by the Service Provider or by an occupational 

skills training provider within two weeks of enrollment into a program 

activity that provides occupational skills training; or 

 a comparison of employers’ job descriptions and/or institutional 

training curricula that provide substantive evidence of the need for 

training in the prospective OJT; or  

 a comparison of the employer’s job description or a task analysis with the 

applicant’s job specific skills. 

An interview, however, does not constitute a pre-test and does not substitute for actual written 

job descriptions or training curricula.  Pre-testing may be accomplished by use of standardized 

paper and pencil tests, computer-interactive techniques, worksite simulations, simulation 

formats conducted by educational institutions or civil service boards, or on the job. 

 

The training plan that is part of the OJT Agreement is discussed further in Section VI.  The OJT 

Contract Package may be used as an assessment instrument to determine skills a trainee 

already possesses and to document the need for further training.  A preliminary two-week OJT 

Training Plan is created.  During this period the trainee is exposed to the range of skills 

required to perform the job and given hands-on opportunity to demonstrate abilities.  The 

employer rates performance for each skill identified in the training plan.  On the basis of the 

skill evaluation, the OJT Training Plan is then modified to specify what skills must be learned 

and specify the time period required to achieve the appropriate level of skill. 

 

C. Previous Employer of Applicant 

As with employer referrals, where a candidate for training is a previous employee of the 

business wishing to provide OJT, Service Providers must carefully examine whether the 

proposed training involves skills and duties that are substantially the same as the previous job.  

This lack of new or upgraded skills is a valid reason to prohibit an OJT.   

 

If, however, there is adequate reason to enter into the agreement, e.g., a new job or upgraded 

job at a higher rate of pay, then OJT can be justified for a proportionately reduced duration.  

Additionally, regular monitoring must substantiate that training is occurring and that the trainee 

is not spending excessive time performing the duties of the previously held job. 

 

D. Currently Employed Workers; Upgrades 

A currently employed worker may be placed into an OJT with the same employer when they 

meet WIA eligibility.  Additionally, the employer must meet OJT employer requirements.   

 

Where the employer proposes to upgrade the employee by training for a job that requires 

substantially different or higher-level skills, the current employee must also, as a result of 

successfully completing the OJT: 

 

 Expect a wage gain of $0.50 or more by the end of the training period; or  
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 expect an upgrade to a new position, and the “backfill” with a new 

hire for the employee’s previous position is made through the Service 

Provider when training is complete.   

 

An exception may be granted by the Workforce Investment Council’s Business 

Services Committee through the Workforce Investment Council’s Program 

Manager.  Examples of exceptions might include (but are not limited to) a worker who has a 

disability and requires retraining, medical benefits and regular employment status are gained 

as a result of the training, or a layoff can be averted through retraining. 

 

Additionally, programs must evaluate whether the funding source that will be used to write the 

OJT allows for services to be provided to employed participants.  For example, an OJT funded by 

Dislocated Worker (DW) funds could only be written for an employed worker if that worker was 

a WIA DW participant when enrolled and is still engaged in services. 
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V. Qualifying the Business 
 

A. The Initial Discussion 

The contracting process begins with a systematic exchange of information 

between the prospective employer and the Service Provider.  The Service 

Provider must make an on-site visit to the interested employer to: 

 

 explain the program; 

 learn about the business; 

 identify and describe the job(s) to be filled; 

 observe the work setting and environment; and 

 review the administrative systems and the business' capacity to insure fiscal 

integrity. 

If initial discussion indicates that the business may be appropriate for an OJT, it is necessary to 

gather and record detailed information that insures that the business can comply with the 

required administrative standards, in effect to "qualify" the business for OJT services.  The 

process entails an interview with the owner or manager, inspection of documents or forms, and 

observation of the premises and work setting.  Additionally, the requirements of the OJT 

Agreement, rules and training plan requirements should be discussed with the employer. 

 

The information that is gathered is summarized and recorded on the On-the-Job Training 

Employer Checklist.  The purpose of this process is to determine whether: 

 

 the business is solvent; 

 it has the capacity and resources to adequately train; 

 successful training will provide a long-term job; 

 the business's turnover rate is reasonable; 

 the health, safety, and working conditions are reasonably safe and sanitary; 

 adequate Workers' Compensation or accident insurance coverage is in effect; 

 adequate payroll and record keeping systems are in place; 

 any positions are covered by collective bargaining agreements, and if so, whether 

the bargaining agent approves of and will concur in writing with the delivery of OJT 

services under the Agreement and subsequent training plans; 
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 there is a need to avoid an OJT because other employees are 

currently in layoff status, currently employed workers will be displaced 

by a trainee, the OJT would infringe on promotional opportunities of 

currently employed workers, or the company has relocated leaving 

dislocated workers at any other sites (this requires a 120 day waiting 

period before OJT services can be provided; 

 the rate of pay, and fringe benefits, and working conditions offered to the trainee 

are the same as similarly situated employees in similar positions in the local labor 

market; and 

 there is any evidence of discrimination or other unlawful practices. 

The Service Provider must also determine if a relocation results in any employee losing his or 

her job at the original location, since WIA funds may not encourage or induce a business, or 

part of a business, to relocate from any location in the United States.  If an employee has lost 

his or her job at the original location, no OJT or customized training funds can be used at the 

new location until the business has operated at the new location for 120 days.   

The Employer Checklist includes a section of Assurances and Compliance Items for discussion.  

In the event that any of the above circumstances exist, further discussion with the employer 

and appropriate documentation of issue resolution is needed to determine if they can be 

qualified as an OJT employer. 

 

B. Appropriate Businesses 

The review process described above is used to determine whether a business is appropriate for 

OJT.  OJT Agreements with organizations represented on the Workforce Investment Council’s 

Workforce Investment Board are subject to the same policies and approval procedures as any 

other employer. 

 

All OJT Agreements must comply with the WIA, its implementing regulations, discretionary 

grants (if applicable) and their implementing regulations, State of Oregon policies, and the 

Workforce Investment Council’s policies, including: 

 

 The business is not involved in a labor dispute, has employees in layoff status, or is 

in violation of Davis-Bacon Labor practices that govern prevailing wage rates for 

government construction contracts. 

 An OJT Agreement must not impair existing contracts for services or collective 

bargaining agreements.  When an OJT Agreement would be inconsistent with a 

collective bargaining agreement, the appropriate labor organization and employer 

must provide written concurrence before the OJT can begin. 

 The OJT Agreement would not assist, promote or deter union organizing. 



 

 
WorkSource Clackamas            Page 13 of 32 

OJT Development Manual                   July 2014 

 

 The OJT employer does not illegally discriminate in training or hiring 

practices because of race, color, national origin, sex, religion, physical 

or mental disability, political beliefs or affiliations, or age. 

 The OJT employer has adequate payroll record keeping systems that 

track hours worked, gross pay, deductions, and net pay. 

 The OJT employer is registered with the Internal Revenue Service and has an 

account with the Oregon Employment Department for Unemployment Insurance and 

carries Workman's Compensation Insurance. 

 The OJT training does not violate the sectarian prohibition [WIA 188(a)(3)]. 

 OJT trainees are compensated at the same rates, including periodic increases, as 

trainees or employees who are similarly situated in similar occupations by the same 

employer and who have similar training, experience, and skills, and such rates shall 

meet the higher of the federal or state minimum wage rate.   

 OJT employees are provided benefits and working conditions at the same level and 

to the same extent as other trainees or employees working a similar length of time 

and doing the same type of work. 

 The prospective OJT employer meets the existing “pattern of failure” requirements 

outlined in Section V.C. Retention Record of Participating Employer. 

 The OJT employee would not be engaged in partisan political activities. 

 The OJT Agreement would not displace any currently employed worker (including 

partial displacement such as reduction in non-overtime hours, wages, or benefits) or 

infringe upon the promotional opportunities of any current employee.  Regular 

employees and program participants alleging displacement may file a complaint by 

following the process outlined in the Workforce Investment Council’s Grievance 

Policy – A-11. 

 No individual is on layoff from the same or any substantially equivalent job; the 

employer has not terminated the employment of any regular employee or otherwise 

reduced the workforce of the employer with the intention of filling the vacancy so 

created with an OJT participant; or the job is not created in a promotional line that 

will infringe in any way upon the promotional opportunities of currently employed 

individuals (as of the date of the participation). 

 The OJT does not encourage or induce the relocation of a business or part of a 

business if such relocation would result in a loss of employment for any employee of 

such business at the original location and such original location is within the United 

States unless 120 days have lapsed since the date on which such business 

commences operations at the new location. 
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 The OJT site has necessary equipment, materials, and supervision to 

provide adequate training. 

 The OJT employer forecasts sufficient work to provide long-term 

regular employment for the OJT participant. 

 The OJT site has safe and healthy working conditions, without previously reported 

health and safety violations that have been reported but have not been corrected.  

(Note that the Service Provider should be attentive to this issue during the initial visit 

- and subsequent visits - to the training site and should inquire about safety records 

and inspections.  The Service Provider is not an OSHA inspector, however, and is 

only expected to question reasonably apparent potential hazards.)  To the extent 

that the State workers’ compensation law applies, workers’ compensation must be 

provided to OJT employees on the same basis as the compensation provide to other 

individuals in the State in similar employment. 

 No fee has been charged to the participant to be referred or placed into the OJT 

training position. 

 

C. Retention Record of Participating Employer 

The decision to enter into an OJT should also take into consideration the track record of 

employers who have previously undertaken OJTs.  The Service Provider must not enter into an 

Agreement with an employer who has previously exhibited a “pattern of failing” to provide OJT 

participants with continued long-term employment with wages, benefits, and working 

conditions that are equal to those provided to regular employees who have worked a similar 

length of time and are doing the same type of work [663.700(b); WIA195(4)].  Only businesses 

with a history of successful training and retention of OJT employees should be used as repeat 

OJT sites.  Employers that use OJT to subsidize short-term "revolving door" positions will be 

decertified as OJT sites.  For the purposes of re-contracting and “pattern of failure” 

considerations, additional OJT agreements and/or training plans should not generally be 

negotiated with any business that, having had five or more previous OJT training plans: 

 

 Does not meet an employment (retention) rate of 75%.  The employment rate is the 

percentage of all exiters from the applicable program (OJTs with a particular 

employer) who has unsubsidized employment in the 3rd quarter after exit.  The 

employment rate calculation is: 

# of exiters from the applicable program employed in the 3rd quarter after exit 

# of exiters from the applicable program during the reporting period 

Exception: When an employer does not meet the employment rate of 75% for five or 

more exiters, but agrees to a corrective action plan that addresses the identified 

problems, additional OJT training plans can be approved on an interim basis after 

the corrective action plan has received administrative approval from the Workforce 

Investment Council’s Business Services Committee through the Workforce 

Investment Council’s Program Manager.  Absent an approved corrective action plan, 
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a business that has been determined to exhibit a pattern of failure to 

retain trainees will be decertified as an OJT site for a limited duration 

of two years. 

 

Such recontracting/corrective action decisions take into account the 

circumstances of trainees who have failed to complete training.  A pattern of 

failure determination is generally not made until at least five OJT training plans have expired 

and the trainees have completed the follow-up period for performance.  Efforts should be made 

to determine why trainees failed to complete.   

 

D. Disproportionate Share of the Work Force 

To effectively implement an OJT agreement it is necessary that the employer have adequate 

supervisory staff or other skilled workers who are available to instruct the trainee.  The number 

of trainees participating at any business should, therefore not represent a disproportionate 

share of the employer's work force.  Although a reasonable ratio may vary with circumstances 

such as the size and nature of the business, as a general guideline, the number of trainees 

placed into OJT positions should not exceed: 

 

 One trainee for businesses with five or fewer employees; and 

 50% of the work force for businesses with six or more employees. 

 

This guideline may be exceeded with administrative approval if sufficient benefit to the trainee 

can be documented.  Submit an exception request to the Workforce Investment Council’s 

Program Manager for review and consideration prior to entering into an agreement with the 

employer.   

 

E. Work Opportunity Tax Credit (WOTC)  

Participants who meet WOTC eligibility requirements may from time-to-time be hired into 

positions using an OJT.  The WOTC may not be used at the same time as the employer is 

receiving reimbursement for wages with the OJT, but may be applied once the OJT has been 

completed and closed and the Service Provider is no longer reimbursing for wages. 

 

When OJT participants also qualify under the WOTC, all WOTC paperwork must be completed 

for the trainee’s hire date into the company – this is very important in order for the employer to 

access the tax credit.  The employer should let their tax accountant know that the OJT is in 

place and assure that the tax credit is not applied against OJT reimbursed wages. 

 

Questions can be referred to the Oregon Employment Department at 1-800-237-3710 ext. 

71670 or review their web information at:  

http://www.oregon.gov/EMPLOY/ES/BUS/pages/tax_incentive_programs.aspx#Work_Opportunit
y_Tax_Credit 
 

http://www.oregon.gov/EMPLOY/ES/BUS/pages/tax_incentive_programs.aspx#Work_Opportunity_Tax_Credit
http://www.oregon.gov/EMPLOY/ES/BUS/pages/tax_incentive_programs.aspx#Work_Opportunity_Tax_Credit
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VI. The OJT Contract Package 
 

In Region 15, OJT contract packages are comprised of two central documents:  

the OJT Agreement and the individual participant OJT Training Plans. 

 

The OJT Agreement is a contractual arrangement between the Service Provider 

and the employer in which the employer agrees to abide by the rules governing OJTs for all 

positions that have been discussed and identified as appropriate for OJT as the training 

vehicle.  The Employer Checklist, which includes the position discussion and assurance and 

compliance items, is made a part of the Agreement by reference (so a current and complete 

copy – including signature –must be in the employer file).  The Agreement is non-financial but 

does outline how the payments will be made and the maximum allowable per OJT training plan.   

 

The OJT Training Plan is the financial component of the OJT contract package, as well the 

document that defines the training parameters – in essence, what we are “purchasing” from 

the employer.  The training plan obligates funding for the identified trainee and outlines the 

skills that will be developed through the training.  The importance of a clearly written and 

concise but thorough training plan cannot be overemphasized.  Refer to Section VI.E. The 

Training Plan for further detail on development of training plans. 

 

A plan and associated training duration must be developed for each individual trainee, taking 

into consideration the skill requirements of the occupation, the academic and occupational 

skill level of the participant, prior work experience, and the participant’s individual employment 

plan.  O-Net Specific Vocational Preparation (SVP) parameters are to be used to guide training 

duration decisions (refer to Section VI. D. Determining Training Duration for additional detail).  

 

A. Appropriate Jobs and Conditions 

Types of employment to avoid for OJT placements include: 

 

 employment on a part-time, temporary, or seasonal basis (note that some seasonal 

jobs may only have a brief lay-off period and thus afford economic self-sufficiency 

despite this characterization and may therefore be acceptable for OJT);  

 the principal method of payment is by commission or piecework;  

 working conditions do not comply with program requirements;  

 there is no need for training other than a brief period of orientation; or 

 a professional license or other certification requiring institutional training is 

necessary. 

An individual's need for training is determined through the assessment process.  Whether a job 

warrants training is determined by the time it takes an average employee with no previous 

experience to learn to perform at the entry level for that position.  This average duration is 

provided by the Specific Vocational Preparation (SVP) code for each occupation listed in the 

Dictionary of Occupational Titles (DOT).  In general, any job that requires less than 30 days of 
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training for the previously inexperienced employee is not appropriate for an OJT.  

Exceptions to this guideline may be justified by documentation of special 

circumstances such as basic skill deficiencies or disabilities that substantiate the 

need for training or for longer training periods and must be sent to the Workforce 

Investment Council’s Program Manager for Business Services Committee’s 

review and consideration. 

 

B. Starting Wage 

To insure that WIA resources are utilized in a manner that provides participants with high 

quality training placements leading to long term job retention and financial independence, the 

Workforce Investment Council periodically reviews the minimally acceptable starting wage rate 

for OJT sites.  OJT training plans will have a minimum starting wage rate of $10.00 per hour 

plus a benefit package that includes at least medical insurance with an employer contribution 

toward premiums.  In addition, for new hires the job must be anticipated to last at least one 

year and provide for at least 30 hours of work per week. 

 

Written exceptions may be issued by the Workforce Investment Council’s Business Services 

Committee through the Workforce Investment Council’s Program Manager based on special 

circumstances, e.g.:  

 

 Special client needs such as disability, criminal history, or limited English. 

 The employer provides a good benefit package; for example, adequate employer-

paid health and dental insurance, paid sick leave, retirement benefits, etc. 

 

C. Limitations on Annual Training Costs 

In order to control costs of OJT contracting, the Workforce Investment Council periodically 

reviews and updates limits to individual OJT training plans.  The training cost limitation of 

$5,000 applies to each OJT training plan (unless special circumstances apply in discretionary 

grants) and only includes the training cost reimbursement to the employer.  Supplemental 

training costs such as the participant attending outside classes to enhance basic skills are over 

and above the $5,000 limit and are allowable.  The regional cap of 25 weeks for an OJT 

applies. 

 

Written exceptions may be issued based on special circumstances such as the need for 

additional training for special needs populations such as disabled persons and limited English 

communicators. 

 

D. Determining Training Duration 

An OJT training plan must be limited to the period of time required for a participant to become 

proficient in the occupation for which the training is being provided.  In determining the 

appropriate length of the training plan, consideration is given to the skill requirements of the 

occupation, the academic and occupational skill level of the participant, prior work experience, 

and the participant’s individual employment plan [WIA 101(31)C]. 

 

Training duration is negotiated with the employer on the basis of the skills that need to be 

learned to perform the job at a level comparable to an employee who would be hired without 
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the need for OJT.  An upper limit for training duration is established using the 

Specific Vocational Preparation (SVP) estimates for occupations in the U.S. 

Department of Labor.  The following definitions for SVP levels are contained in 

the Dictionary of Occupational Titles (DOT): 

 

 Level  Time 

     1  Short demonstration only 

   (usually not appropriate for OJT) 

 

     2  Anything beyond short demonstration up to and including 1 month 

 

     3  Over 1 month, up to and including 3 months 

 

     4  Over 3 months, up to and including 6 months 

 

     5  Over 6 months, up to and including 1 year 

 

     6  Over 1 year, up to and including 2 years 

 

     7  Over 2 years, up to and including 4 years 

 

     8  Over 4 years, up to and including 10 years 

 

     9  Over 10 years 

 

Using the O*Net Online website (http://online.onetcenter.org), a Summary Report should be pulled 

for the occupation being considered for the trainee.  In addition to tasks, knowledge, skills and 

abilities, the Specific Vocational Preparation (SVP) Code for job training is provided.  Match 

the code with the definition above to determine maximum training length. 

 

Remember, however, the Workforce Investment Council limits an OJT training plan to a 

minimum of 4 weeks and a maximum of 25 weeks.  Thus all jobs with SVP codes of 1 or 2 

would usually not be appropriate for an OJT without an exception, and jobs with codes of 4 or 

higher will likewise be limited to 25 weeks of training without an exception. 

 

Again, the SVP codes represent upper limits of OJT training duration for an "average" trainee.  

Sometimes these limits can be exceeded where adequate documentation supports the need 

for longer training.  Reasons to exceed these "average" durations frequently include: 

 

 basic educational skill deficiencies that affect the rate of training (including English-

as-a-second Language (ESL), reading, writing, and oral communications, 

mathematics); 

 identified problems with required work attitudes and behavior that will be addressed 

as part of the OJT;  

 complexity of the job exceeds the DOT description; and 

http://online.onetcenter.org/
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 other relevant factors such as disabilities (if the job is not restructured 

as "reasonable accommodation" to the condition). 

Shorter training periods are often established on the basis of the agency's 

successful experience using shorter time periods, an employer's estimate of 

necessary time, job descriptions that vary from the DOT description, or a 

participant's prior experience that makes some of the training unnecessary.  Occasionally, 

adjustments for a trainee's prior experience may be negotiated by varying the reimbursement 

rate instead of the training duration. 

 

Because the length of training is determined through a process of negotiation, it is good 

procurement practice to provide written justification for the agreed-upon duration.  Written 

documentation serves to satisfy procurement regulations and also records the rationale 

employed in the negotiation. 

 

E. The Training Plan 

A well-stated training plan is the heart of the OJT contract package.  Because OJT 

reimbursements are intended to compensate the employer for the extraordinary costs of 

training, the OJT Training Plan serves as the work statement of the Agreement.  Contractually it: 

 

 specifies what is being "purchased" from the employer;  

 serves as an instrument to monitor whether what has been "purchased" has been 

"delivered;" and 

 obligates the training funds. 

The training plan provides structure and context to insure thorough and comprehensive 

training.  Service Provider staff should assist employers in the development of a training plan 

that will satisfy program requirements, serve as a meaningful guide for both the trainer and the 

trainee, and result in a valuable, skilled employee for the business.  It helps to think the plan 

through in several steps: 

 

 Job description.  A comprehensive job description is a critical start place in developing 

training plan components.  Written job descriptions for the positions that may be 

covered under an OJT Agreement should be collected at the time the Employer 

Checklist is completed and kept in the Employer OJT file.  Tasks and requisite skill 

requirements that employees must be able to perform should come from the 

related job description.   

 Identify component skills.  When developing the training plan, list the skills needed to 

perform the job to the standards specified by the Employer.  Skills should be stated 

as specifically and briefly as possible, identifying the skill to be learned.   

 Assess the trainee’s starting capability for each skill identified.  This provides the basis for 

measuring successful completion of a training plan and documentation of skill 

deficiencies which will be addressed through the training.  Record the date of the 
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“starting capability” assessment.  The “starting” and “ending 

capability” scores are based upon observation and/or an interview 

with the trainee’s supervisor or by utilizing another skill assessment 

method used by the employer (refer to Section IV.A. Documenting 

Need), based on the following rating scale: 

 1 Beginning Can do only simple parts of the task 

 2 Intermediate Can do most parts of the task 

 3 Skilled  Meets the employer’s standard for the task 

 Assess the trainee’s ending capability for each deficient skill.  For each skill that had a 

starting capability of less then “3” re-assess following training activities to document 

proficiency using the same scale.  When each skill to be learned on the training plan 

is scored a “3-Skilled” the training is complete.   

 Plan a schedule for achievement.  Training quality can be improved by logically 

sequencing the skills to be learned.  Although a schedule should not be inflexible, it 

generally keeps training on track with the goal.  A clear timetable also helps to 

inform the employer and trainee about progress. 

A training plan structured in this manner has the added benefit of helping to motivate the 

trainee by clearly defining expectations and goals and providing built-in opportunities for 

feedback.  Thus, by thinking through and defining the training process, the employer can be 

helped to fulfill his or her contractual responsibilities, but more importantly, it permits the 

development of an effective employee. 

 

The development of a training plan requires that a job analysis be performed.  This is best 

accomplished with as much input as possible from the prospective OJT employer.  Do not, 

however, rely exclusively upon or require the employer to do this task independently. 

 

Job analysis entails a systematic procedure for gathering, documenting, and analyzing 

information about a job.  Because the training plan is structured around the skill requirements 

of the job, it is necessary to first identify the tasks that must be performed and to then factor 

and translate those tasks into the skills that must be acquired and demonstrated.   

 

At a minimum, each training plan should identify at least five to eight job-specific skills that 

must be demonstrated to perform the job at the entry level for the position and encompass 

safe operation of all tools and equipment that are utilized.  

 

After skill requirements have been specified, it is necessary to identify the method of 

measurement by which it will be determined if the trainee has acquired the skill.  The most 

typical methods of measurement include oral or written questions and answers (testing), 

observation of the trainee as he or she performs a process, or review and inspection of a work 

product.  Depending upon the skill, one of these methods will most likely be utilized by the 

supervisor to determine whether the skill has been acquired to a satisfactory level.  Wherever 

possible the employer should identify an objective standard against which performance will be 

measured.  
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Learning is often most effective when several methods of instruction are used for 

reinforcement.  For example, when demonstration and practice is supplemented 

with written materials, comprehension and retention are improved.  Employers 

should be encouraged to organize written materials that provide background 

information and supplement the demonstration method.  Use of more than one 

expert as trainer (if a business is large enough to have many available) can 

speed progress and enhance the quality and thoroughness of the training.   

 

F. Supplemental Training and Support Services 

In addition to work-based instruction in job-specific skills, it may be necessary to supplement 

the basic OJT design with additional activities and services to insure that all assessed skill 

deficiencies and barriers are addressed.  This can include: 

 

 counseling that focuses on work-related attitudes and behaviors that are needed to 

keep the job;  

 participation in off-site workshops conducted by Service Provider staff or 

professionals that address work readiness skills;  

 participation in basic skills and General Equivalency Degree (GED) preparation;  

 provision of case management and support services to solve problems not related 

to work that interfere with effective and consistent work performance; or 

Additionally, some employers may not be able to provide all the needed job-specific skills 

training or may wish to augment the on-site skills instruction.  Supplemental training in job-

specific skills can be arranged through: 

 

 a class at a community college, technical college or other school outside of work 

hours or during work hours if the employer is willing to pay wages during class time; 

 a short, intensive seminar or training session to teach a specific technical skill (note 

that both of these options can be paid for by the Service Provider if it is training that 

is not normally provided to new employees); and/or  

 a formal in-house program offered by the company to its employees.  (Note that if 

such an in-house program is ordinarily offered to new employees in similar positions 

it should not be part of reimbursed OJT time.  However efforts could be made to 

work such training into the training plan when it would not normally be available to 

the trainee during the training period). 

Basic and work readiness skills or any supplementary classroom occupational skills training 

may be incorporated into the training plan using the Supplemental Training Plan form.  Many 

employers will agree to allow limited leave time for skills instruction.  Some may even agree to 

pay for all or part of the leave time or training expenses. 
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Prior to initiating any of the above-listed supplemental training activities, the 

Service Provider must determine: 

 

 the costs and other available funding sources; 

 related supportive service needs such as transportation lodging, 

necessary books and tools and agreement with the employer regarding cost sharing; 

and 

 admissions and academic requirements such as basic skill levels needed for 

classroom success. 

All supplemental training activities should be carefully reviewed with the employer and trainee 

in advance and must be specified in the Supplemental Training Plan, which is signed by all 

parties.   

 

G. Participant File Documentation 

All documentation relative to the development of the participant’s OJT training plan should be 

included in the hard copy participant file, including: 

 

 All assessments and/or relevant training justification case notes 

 Job description and related OLMIS/O*Net reports to support training duration and 

skills to be learned.   

 Training Plan, plus any Supplemental Training Plans and/or Training Plan 

Modifications. 

 Copy of Training Period Invoice and related documentation. 

 Copy of Retention Period Invoice.   

The individual employment plan, OJT, payments and detailed case notes must be documented 

in I-Trac. 

H. Collective Bargaining 

Whenever OJT is proposed for a job that is covered under a collective bargaining agreement, it 

is necessary to get written concurrence on the OJT Agreement from the appropriate union 

representative.   

 

There is no standard approach to obtaining union concurrence.  Depending upon the 

relationships that exist, the employer may wish to take the lead in contacting the union and 

securing the written concurrence.  From time to time it may be incumbent upon the Service 

Provider to make the necessary contact.  If that occurs, contact the appropriate official, explain 

the purpose of the program, review the specifics of the proposed training including the wage 

rate, and obtain written concurrence.   
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Contact may sometimes be limited to telephone and email due to the location of 

the union official.  Whenever possible, however, a face-to-face meeting should be 

arranged if no previous relationship has been established.  Note that the WIA 

requires that the Workforce Investment Council and the local Workforce 

Investment Board or its Service Providers must neither promote nor deter union 

organizing.  If a proposed OJT Agreement surfaces issues of disagreement or 

dispute between the union and the employer, the Workforce Investment Council’s Program 

Manager must be informed before proceeding. 

 

I. Approval of Contract Packages 

The Workforce Investment Council requires Service Providers to establish procedures for the 

initiation of OJT Agreements, including the steps of Agreement and Training Plan identification 

(numbering), approval and monitoring.  No reimbursement of wages may be made for periods 

prior to the training period start date, as established in the executed Training Plan document. 

 

J. Modifications 

It is not uncommon for circumstances to change after an OJT has commenced.  Training plans 

may be modified to best suit the respective and mutual needs of the employer, the Service 

Provider, and the trainee.  All modifications must be in writing, using the On-the-Job Training 

Plan Modification form and signed and dated prior to the effective date of the modification.  

Oral modifications of OJT training plans are not valid. 

 

OJT training plans may require modification for a variety of reasons.  These can include: 

 

 Changes to the training plan to more accurately reflect the training that will be 

provided.  This may entail a "planned" modification at the end of a two-week 

assessment period, or an unplanned change in the training due to business 

necessity, learning difficulties, or newly discovered aptitudes. 

 Wage increases for the trainee that the employer agrees to implement during the 

training period that were not provided for in the original plan. (Note that a wage 

increase will result in a reduction to the training duration if the total financial 

obligation is not increased.) 

 Extension of the training plan end date to accommodate a brief period of illness, 

layoff, or other unexpected contingency that interrupted the training, or for 

shortening of the training plan to reflect a reduction in the number of training hours. 

 Supplemental training that was not identified in the initial training plan and has 

subsequently been identified as necessary and reasonable that changes the original 

Plan’s duration or skills to be learned. 

 

OJT modifications must follow the Service Providers’ established procedures.  The Training Plan 

Modification form must be completed along with a revised Training Plan or Supplemental 

Training Plan form when necessary. 
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K. Termination 

An OJT training plan may terminate because: 

 

 It has been successfully competed and the trainee is retained as an 

employee. 

 It expires at the ending date or the completion of the specified training duration 

although the trainee is not retained. 

Note that when a trainee's failure to achieve the employer's expectations suddenly 

emerges at the conclusion of the training plan, it is a significant factor in the 

analysis and potential decision not to re-contract with the employer.  Usually 

unsuccessful performance will be identified earlier in the training period, corrective 

action identified and taken, and/or the training plan should be cut short if efforts to 

intervene are to no avail. 

 The trainee quits or is fired.   

Efforts should be made to contact both the trainee and the employer to determine 

the reason(s).  The employer should not fire a trainee without first contacting the 

Service Provider for assistance in correcting the problem unless the trainee has 

exhibited particularly egregious behavior.  This may impact OJT payment, refer to 

Section VIII. Reimbursement Process. 

An OJT training plan may also be terminated if: 

 

 the trainee is determined to be ineligible for WIA upon verification of information 

presented at intake or otherwise;  

 the Service Provider experiences a reduction in grant funds prior to the ending date 

of the training plan;  

 the employer fails to provide the training that was specified in the training plan; or  

 the employer violates a material term of the Agreement such as displacement of a 

non-WIA employee, violation of regulations governing employment of a minor, 

significant safety violations, or failure to pay the trainee at the agreed-upon wage 

rate. 

Service Providers’ OJT procedures should include a provision for reporting and correcting 

violations.  All suspensions should be reported to the Workforce Investment Council’s Program 

Manager.  An OJT that is terminated as a result of serious violations of the Agreement may 

result in referral to Federal authorities for investigation where there is an indication that fraud 

may have occurred.   
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L. Nepotism 

No person participating in the OJT program shall be “hired by” and/or 

“supervised” by a relative of that person.  For the purpose of this rule, relative is 

defined to include: mother, father, son, daughter, grandfather, grandmother, 

grandson, granddaughter, sister, brother, uncle, aunt niece, nephew, cousin, 

step-parent, step-child, foster parent, foster-child, mother-in-law, father-in-law, 

sister-in-law and brother-in-law. 

 

An individual who “hires and/or supervises” refers to an individual who exercises authority to 

hire for the position, provides day-to-day training or direction, or keeps time and attendance 

records.  In addition, owners are included as supervisors/hiring managers since they have 

general authority to supervise, hire and dismiss. 

 

Individual owners of organizations, cooperatives and corporations with more than 20 owners 

shall not be considered an owner in regard to this rule. 
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VII. Staffing Service Relationships  

 

A. Overview  

While OJTs are designed to be “hire first” and provide training opportunities in 

jobs that are expected to last a minimum of one year, positions that originate 

through a staffing service can be valid entry points into long-term 

permanent/regular employment. Many advanced manufacturing companies, a Region 15 

targeted industry, only bring on their new workers through staffing service engagements.  

 

All OJT rules defined in the OJT Development Manual apply to OJT contracts written with the 

involvement of a Staffing Service agency except as noted within this Staff Services Relationship 

section.  

 

B. Structure 

OJT Agreements for positions that originate with staffing services are signed by the staffing 

agency, employer and Service Provider.  (See On-the-Job Agreement – with Staffing Agency 

form.)  OJT agreements are non-financial. When a Trainee is identified and determined eligible, 

a Training Plan is completed, and at that point funds are obligated.  

 

The OJT payment is made directly to the employer and is divided into two parts: 1) Training 

completion and trainee hired within 30 days of the training end date as a permanent/regular 

employee with expected continued employment at 30 or more hours per week; and 2) 

continued employment through the ninety (90) day retention period and expected continued 

employment at 30 or more hours per week thereafter.  

 

The total OJT reimbursement amount may never exceed 50% of the Trainee’s gross earnings 

paid by the staffing agency during the training period, or $5,000 whichever is less (unless 

special circumstances apply in discretionary grants). Up to half the OJT reimbursement, not to 

exceed $2,500 (unless special circumstances apply), is paid at the end of the training if all 

conditions for a Training Payment are met (see D below).  

 

The remainder of the OJT reimbursement is paid at retention, if all conditions for a retention 

payment are met (see D below). The total OJT reimbursement obligation – the sum of the 

training payment and retention payment amounts – should be calculated and shown on the 

top of the Training Plan and is the amount obligated for the training activity.  

 

C. Position Standards  

In alignment with the current Region 15 OJT program standards, OJT contracts may be 

developed for positions that originate with staffing services when:  

 

 The employer where the trainee is placed by the staffing service agrees to provide 

training and enter into the OJT Agreement.  

 The OJT position is expected to transition from temporary to regular employment 

within 30 days of the end of the training period with the company that is providing 

the training as the employer of record.  
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 The position pays a minimum of $10.00 an hour and is scheduled a 

minimum of 30 hours per week.  

 A benefit package that includes at least medical insurance with an 

employer contribution toward premiums.  

NOTE: The benefits package is not required during the time the trainee is employed 

with the staffing service but must be offered with the permanent/regular position 

that the trainee will transition into.  

 

D. Agreement and Rules  

The On-the-Job Training Agreement – with Staffing Agency is completed after the Employer 

Checklist has been finalized, and any issues that may have surfaced have been resolved.  

 

If the staffing service has entered into OJT’s in the last two years, the rate of trainees that 

transition into permanent/regular employment must be either adequate or there must be an 

acceptable corrective action plan in place. A 75% transition rate is presumed to be adequate. If 

a lower transition rate has occurred (see Checklist item No. 20), a reasonable explanation or a 

corrective improvement must be documented. If fewer than five OJT’s have transitioned in the 

last two years the small sample size should also be considered.  

 

If the employer has entered into OJT’s in the last two years, the retention rate for the employer 

must either be adequate or an acceptable corrective action plan must be in place. A 75% 

retention rate is presumed to be adequate. If a lower retention rate has occurred (see Checklist 

item No. 20), a reasonable explanation or a corrective improvement must be documented. If 

fewer than five OJT’s have completed in the last two years the small sample size should also be 

considered. This calculation is to take into consideration all OJTs written within Region 15.  

 

The Agreement will cover any positions that have been identified for which the employer 

expects to need help filling and which are likely to require On-the-Job training, as well as 

positions which are now filled by eligible adults, dislocated workers or youth who need training 

to retain employment and advance.  

 

The Agreement and OJT Rules should be reviewed and discussed with the employer (and any 

involved staffing agency) to assure they understand the intent of the Agreement as well as the 

restrictions that apply. The employer of record, the staffing agency and the Service Provider 

sign the OJT Agreement (see Employer Checklist item No. 4).  

 

E. Trainee Not Hired by Employer  

If the Trainee completes all required training within the planned training period (including any 

plan modifications) but is not hired as a permanent/regular employee of the company within 

30 days of the end of the training period, payment will not be made to the employer. 
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VIII. REIMBURSEMENT PROCESS 
 

Region 15 OJTs are reimbursed in two payments – one at the end of the training 

period and one at the end of a retention period.  There are conditions that define 

each of these pay points, as outlined below. 

 

The OJT Training Plan establishes the trainee’s rate of pay, the maximum total obligation of the 

OJT (hourly rate x hours of training identified by the training period x .5, not to exceed $5,000 

unless special circumstances apply in discretionary grants), the dollar amount of the payment 

to be reimbursed upon completion of training (50% of the total obligation) and the dollar 

amount of the Retention payment (the remaining 50% of the total obligation).   

 

A. Time and Attendance 

The employer is required to maintain daily attendance records for each trainee employed under 

an OJT Agreement.  These records may be kept in any of several ways including sign-in/out 

sheets, time clocks, or other time cards that record hours worked.  The actual form is less 

important than the existence of accurate and verifiable records that must be maintained and 

made available to the Service Provider upon reasonable request, and support the time spent 

training for reimbursement purposes. 

 

B. Invoices 

There are two different invoices – one for the Training Period reimbursement and one for the 

Retention Period reimbursement.  The appropriate invoice must be completed and 

signed/certified by the employer in order for an OJT payment to be made.  Even though the 

payment is divided between two reimbursement points, the total amount to be paid is always 

for the actual training period and never more than the original obligation (or modifications). 

 

 Training period reimbursement.  Once all of the “Skills Objectives” listed on the OJT 

Training Plan have been scored a “3” (skilled), an invoice may be submitted for the 

training period.  The standard for scoring a “3” is “Meets the Employer’s Standard 

for the Task.”  Scoring should consider the employer’s normal expectation for an 

employee in the same position at the same pay grade and with similar job tenure.  

Exceptions may be made on a case-by-case basis, but the exception must be 

documented by the employer. 

In order to reimburse the employer the training period payment, the trainee must 

still be employed and expected to work at least thirty (30) hours or more each week 

in the normal course of business after the training and retention periods have 

passed.  No material compliance issues may be outstanding. 

The employer should include a copy of the completed OJT Training Plan showing 

ending capabilities assessment and the appropriate documentation of hours 

worked with the invoice.   

 Retention period reimbursement.  The remainder of the OJT reimbursement (no more 

than 50% of the gross wages paid during the Training Period, minus the Training 

Payment) may be requested after an additional ninety (90) days has elapsed after 
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training completion, and the trainee has retained employment which 

is expected to continue to provide thirty (30) hours or more of paid 

work per week.   

The Retention Period invoice should be completed and signed by the 

employer to certify the status of the trainee.  No other documentation 

is required, as it should have been included in the Training Period Invoice package. 

The total OJT reimbursements for an individual trainee should not exceed the 

amount obligated as shown on the OJT Training Plan, or any subsequent 

modifications. 

 

C. Trainee Termination Prior to Training or Retention Period Completion 

If the trainee leaves during the training period, the employer may only be reimbursed for 50% 

of the trainees wages earned during the training period, prior to separation (in other words, 

documented hours beginning on the Training Period start date to the termination date).  On the 

Training Period invoice the employer should note the trainee terminated employment and is no 

longer with the company. 

 

If during the retention period the trainee quits or is fired for cause, disqualifying them from 

receiving unemployment compensation, the employer should be reimbursed for all training 

costs (both the Training and Retention Period reimbursements), as the employee’s termination 

from the company is outside the employer’s control and the employer did fulfill their obligation 

under the Agreement by training the individual.  A meeting with the employer should attempt to 

determine if the trainee went to another job with higher pay or better benefits as a result of the 

training received, or if there are circumstances that need to be addressed in future OJT 

referrals. 

 

If the trainee is laid-off during the retention period, the employer does not qualify to receive the 

retention payment. 

 

D. Holidays, Vacation and Sick Leave 

Although some trainees may be paid by the employer for holidays, vacation, and/or sick leave, 

the Service Provider may not reimburse the employer for this time.  OJT rules require an 

employer to pay the trainee these "benefits" if they are provided to similarly situated 

employees.  However, because the reimbursement is for training, it cannot be provided for time 

that is not spent in training. 

 

For a trainee who is paid on an hourly basis, proper reimbursement can be calculated by simply 

deducting the holiday, vacation, and sick leave hours from the training schedule.  For a trainee 

who is paid a monthly salary, however, a standard approach must be used to prorate the 

reimbursable portion of the salary.  The reimbursable salary is deemed to be the percentage of 

the month calculated by the actual number of hours worked divided by the total number of 

hours available to be worked in that month had there been no holidays, vacation, or sick leave. 
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Prorating is done on the basis of the actual month in order to insure that 

reimbursement will never exceed 50% of the wage paid for training.  (Note that 

where monthly salary is paid for a training position that begins or ends part way 

through a month, the reimbursement may be calculated either by documenting 

the actual gross pay received by the trainee or the same prorating method.) 

 

E. Overtime 

An employer is generally required to pay the trainee at a rate of 1.5 times the normal hourly pay 

rate for hours worked in excess of 40 per week (overtime).  The OJT training plan may not, 

however, calculate reimbursement to the employer at 50% of the overtime hourly pay rate but 

may reimburse at 50% of base pay for hours in excess of 40 per week. 

 

It is presumed to be the employer's choice to employ the participant for more than 40 hours 

per week.  Reimbursement at a higher pay rate would reduce the number of hours of 

reimbursable training for a given training plan obligation.  Thus, to insure that the trainee 

receives the agreed-upon training, the reimbursement rate is kept at the regular rate of pay. 

 

F. Pay Raises 

Occasionally an employer may wish to provide a pay increase to the trainee that was not 

planned for in the original OJT training plan.  If the pay raise is being given because all (or 

other) employees are also to receive a raise, it may be warranted to modify the OJT training 

plan to increase the total dollar amount obligated.  If, on the other hand, the pay raise is being 

given to the trainee because the trainee is learning more rapidly than anticipated and is 

becoming more productive, then it may not be necessary to adjust the obligation, just the 

duration of training on the OJT Training Plan Modification form as the trainee will complete the 

training plan earlier than anticipated.  The resultant decrease in the number of training hours 

will thus be proportional to the more rapid training progress. 
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IX. MONITORING AND EVALUATION 
 

Monitoring and evaluation play a critical role in insuring that the goals of the OJT 

are achieved. In basic form, monitoring activities are distinguished from 

evaluation in that monitoring examines the process of compliance with the OJT 

Agreement, the Training Plan, the regulations, etc. whereas evaluation focuses 

on the achievement of the training objectives and where that progress fits into the overall goal 

for the participant. 

 

A. Employer Records 

All Service Providers are required to keep an individual file on each OJT employer that enters 

into an OJT Agreement.  The file should include: 

 

 OJT Agreement 

 OJT Employer Checklist, and documentation related to any issues that required 

resolution prior to approving the Employer 

 Job descriptions for covered positions 

 OJT Training Plans and any related supplemental Training Plans or Training Plan 

Modifications 

 Copy of Training Period Invoice and related documentation 

 Copy of Retention Period Invoice 

 Site visit documentation 

 Any corrective action documents and follow-up documentation 

Employer files must be available to the Workforce Investment Council’s monitors for 

compliance review. 

 

B. Regular Contact 

Monitoring entails the regular examination of performance to ensure that the employer is 

complying with the OJT Agreement.  This includes a determination of whether training is being 

provided in accordance with the plan, payment of wages is timely and at the specified rate, and 

the maintenance of records and working conditions are in keeping with Federal requirements. 

 

Effective monitoring requires the desk review of all correspondence from the employer, 

including OJT reimbursement invoices and the requisite documentation.   

 

Additionally, visits to the OJT training site by the Service Provider are essential.  Observation of 

the workstation and interviews with both the trainee and the supervisor (preferably separate 

interviews) should be used to determine whether benefits and working conditions remain 

unchanged, whether the trainee is being paid on time at the proper rate, and if the training plan 
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is being followed and on-track for completion.  Any deviations from the 

Agreement should be dealt with promptly, either with an appropriate corrective 

action plan or by suspension or termination of the Agreement if serious violations 

have occurred.  Care must be taken to avoid the loss of employment for the 

trainee by imposition of inflexible standards or unduly harsh penalties for the 

employer. 

 

The OJT Training Plan is used to guide the trainee evaluation process.  It should be referenced 

each time the Service Provider makes an on-site visit to insure that all key training elements 

are being addressed.   

 

All visits to the employer should be documented in the employer file.  The entry should identify 

when the visit was made, what was observed, who was interviewed, a synopsis of the content 

of the conversation, and any items of concern that need to be addressed.   

 

C. Formal Monitoring 

The Workforce Investment Council may review OJT Agreements and the OJT Training Plans in 

place as a component of the annual Compliance Review.  Additionally, other entities may 

monitor the Workforce Investment Council’s finances and programs including the State of 

Oregon Office of Community Colleges and Workforce Development, the Department of Labor's 

Employment and Training Administration, and the Department of Labor's Office of Inspector 

General.  OJT Agreements and records must be available to any and all of these monitors, 

including access to appropriate employer records. 

 

The contract in place between the Workforce Investment Council and the Service Provider for 

the appropriate program year will govern oversight, corrective actions, associated timelines and 

final determinations.   
 



 
 
 
 

ON-THE-JOB TRAINING EMPLOYER/WORKSITE CHECKLIST  
 

 

Original: Employer File  Copy: Workforce Investment Council of 

Clackamas County 

Page 1 of 2 

 July 2014 

 

 

Employer/Worksite Name:       Federal Tax ID#:    -  -     

Primary Contact:        

Address:       

 
Phone: (503)    -     x      

Email Address:       Fax: (503)    -     

 

INFORMATION ITEMS 

 
1. How long have you been in business in this area?       
 Is the business being sold or merging with another company?        Yes  No 
 
2. What is your chief product or service?       
 What is your NAICS code?       
 (Go to:  http://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2007 if company does not know.) 
 
3. How many full-time employees do you have?       
 How many new hires do you anticipate making in the next two years?       
 What job titles/job descriptions will need to be filled?  (Attach job descriptions if available.)       
 
4. Do you use a staffing agency?                Yes  No 
 If so, which one?       
 Please describe the relationship.       
 
5. Are jobs expected to last a year or more in the normal course of business?     Yes  No 
 
6. What skills will your current workers and new hires need to acquire to be fully productive?       
 
7. Do you have sufficient equipment, materials and supervisory time and expertise to provide necessary training?  
                          Yes  No 
 
8. What are your turnover patterns and causes and could we do anything to help lower turnover?       

 
9. What licenses or entry qualifications do your workers need?  (An attached job description may suffice.)        
 
10. How many hours per week are Trainees expected to work?       
 What are the expected shift times and days?       
 
11. Do any jobs pay based upon commissions, tips, piece work or incentives?     Yes  No 
 Is there a base wage that commissions, tips, piece work or incentive pay is added to?   Yes  No 
 If yes to either of the above, what entry earnings may be expected for each job?       
 
12. Which fringe benefits are provided to regular employees?       
 When are these benefits available?       
 
 

http://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2007
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ASSURANCES AND COMPLIANCE ITEMS 
 
13. Do you have a payroll system which records all pay checks and amounts?     Yes  No 
 Can you verify wage payments quickly onsite?            Yes  No 
 If no to either, how will wages be verifies for OJT payment?       
 
14. What is your Workers’ Compensation carrier (or an equivalent system)?       
 Will OJT trainees be covered?                Yes  No 
 
15. Are any of the jobs considered for an OJT “independent contractors” or not employed by your firm during the entire 

training period?                    Yes  No 
 
16. Are any of these jobs covered by a collective bargaining agreement?      Yes  No 
 If so, obtain and attach a “concurrence letter” from the union(s). 
 
17. Are any employees on layoff currently?              Yes  No 
 
18. Are there any outstanding wage and hour, health and safety, or discrimination complaints or adverse decisions? 
                         Yes  No 
 
19. Has your company relocated from another area in the U.S. within the last 120 days, leaving any workers behind? 

                         Yes  No 
 
20. What percentage of previous trainees, over the last two years, have completed training and have been retained by 

your firm?       
 Number of OJTs:       
 Number of employees retained:       
 % retained:       
 If the retention percentage is below 75%, what improvements are planned?       
 
 
 
I certify that the above information is, to the best of my knowledge, true and correct: 
 
  EMPLOYER               APROVED BY: 
 
__________________________________________   ___________________________________________  
Authorized Signature     Date     Authorized Signature    Date 
 
                           
Type/Print Name            Type/Print Name 
 
                           
Title                 Title 
 
                       
                 Organization 
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SERVICE PROVIDER ORGANIZATION:       
OJT NUMBER:       

FUND:       

 

 
ON-THE-JOB TRAINING EXCEPTION REQUEST 

 
 

Employer Name:       
Number of Employees:       
Employer Website:       

 
 

Employee/Trainee Name:      
Position Title:        O-Net Code:        
Training Period:         to        Maximum Obligation $       
Wage per hour:  $       Amount for Training Payment $       
Hrs/week:        Amount for Retention Payment $       
Date Hired:        Is the trainee a:  Current Employee? 
Date Determined Eligible:                                        New Hire? 

 Training Plan Exceptions 

 
The training period exceeds 25 weeks or is less than 4 weeks or starting wage is less than $10 
per hour. 

 
A current employee trainee will not achieve a wage gain of 50 cents per hour or more, and no 
upgrade and/or “backfill” is expected. 

 A current employee trainee will work less than 30 hours per week. 

 Other – please describe:        

 Describe Training Plan Exception Justification 

 

      

 Payment Exceptions 

 
The Trainee is not expected to be fully skilled (all “3”s on the Ending Capability score) at the end 
of the Training Period, but substantial training has occurred and the Trainee is expected to be 
retained and trained further by the Employer.   

 
The Employer did a good job of training but may not qualify for all or part of the OJT 
reimbursement because the Trainee quit or was fired for cause. 

 Other – please describe:        

 Describe Payment Exception Justification 

       

Submit completed Exception Request to Workforce Investment Council’s Program Manager.  
 
Signature: _____________________________________  Date:        
Type/Print Name:           Title:      
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SERVICE PROVIDER ORGANIZATION:       
  OJT NUMBER:       

FUND:       
 
 
 
 
 

ON-THE-JOB TRAINING INVOICE – RETENTION PERIOD 
 

 
Employer:       Payroll Contact:        Phone:       
 
Address:        
 
OJT Employee/Trainee:       Jobseeker ID number:       
 
Retention invoice date            Retention Period From       To       
 

Reimbursable earnings chart 

Training period       to       
Regular earnings       
Number of hours per week over 40 x regular wage per hour      hrs x       wage =       

or              

Total reimbursable gross wages or earnings  
Gross wages are the wages paid to Trainee for work performed during the Training Period 

      

Training payment requested 
Payment requested is equal to one-fourth of the Gross Wages amount or $     , whichever is less. 

      

 
Please note: Overtime hours are not reimbursable. 
 

Total OJT reimbursements for Training and Retention Invoices may not exceed one-half of the gross wages amount 
shown above or $5,000, whichever is less, and may not exceed the amount obligated on the Training Plan. 
 
Proof of wage payment must be attached to receive any reimbursement.  The OJT Retention Period Invoice should be 
remitted to the following address no later than thirty (30) days after the end of the Retention Period. 

      
 I certify that the above-named Trainee has completed Training, is still employed and is expected to work at least 

thirty (30) hours each week and has been paid wages owed; OR 
 

 I certify that the above-named Trainee is still employed with another employer or is no longer employed with 
Employer and is not eligible for Unemployment Insurance benefits. 

 Separation Date:   New Employer Name:        
 
This is supported by official payroll records.  I further certify that all payroll deductions, employer contributions, workers’ 
compensation insurance and any other required payments or contributions have been made, or funds set aside for 
payment; and that the wages reported have been paid to the OJT Employee/Trainee. 
 
                
Trainer/Supervisor        Date       

Type/Print name:       Title:       
 

 
For Office Use Only 
 
 
                                                                                   
Signature          Date   
 
Type/Print name:       Title:       
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Service Provider Organization:       
OJT No.:        

Fund.:        
 

ON-THE-JOB TRAINING – WITH STAFFING AGENCY  
TRAINING PERIOD INVOICE 

 
Employer Name 
      

Employer Address 
      
      

Staff Agency Name:       

Trainee Name:       

Trainee Jobseeker ID #       

Permanent Hire Date:        Must be within 30 calendar days of Training Period end date to qualify for payment 

Training Invoice Date        
 

Reimbursable earnings chart 

Training period       to       

Regular earnings       

Number of hours per week over 40 x regular wage per hour      hrs x       wage =       
or              

Total reimbursable gross wages or earnings  
Gross wages are the wages paid to Trainee for work performed during the Training Period 

      

Training payment requested 
Payment requested is equal to one-fourth of the Gross Wages amount or $     , whichever is less. 

      

 
 

I certify that the above-named Trainee has completed Training, has been hired by Employer as a 
regular/permanent employee, is expected to work at least thirty (30) hours each week, and has been paid 
wages owed.   
 

Staffing Agency Signature: _____________________________________ Date:        
Type/Print Name:       
Title:         
 

Employer Signature: _____________________________________ Date:        
Type/Print Name:       
Title:         
 
For Office Use Only 
 

Gross wages and training completion have been documented by       by (check all that apply): 
 

 Completed Training Plan   Pay check stubs       
 Time sheets       

 Other (list):       
 Payroll records       

 
Signature: _____________________________________ Date:        
 
Type/Print Name:         
Title:         
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SERVICE PROVIDER ORGANIZATION:       
OJT NUMBER:       

FUND:       

 
 
 
 

ON-THE-JOB TRAINING INVOICE – TRAINING PERIOD 

 
 
Employer:       Payroll Contact:        Phone:       
 

Address:        
 

OJT Employee/Trainee:       Jobseeker ID number:       
 

Training invoice date       
 

Reimbursable earnings chart 

Training period       to       
Regular earnings       
Number of hours per week over 40 x regular wage per hour      hrs x       wage =       

or              

Total reimbursable gross wages or earnings  
Gross wages are the wages paid to Trainee for work performed during the Training Period 

      

Training payment requested 
Payment requested is equal to one-fourth of the Gross Wages amount or $     , whichever is less. 

      

 

Please note: Overtime hours are not reimbursable. 

 

Proof of wage payment must be attached to receive any reimbursement.  The OJT Training Period Invoice should be 
remitted to the following address no later than thirty (30) days after the end of the training period. 

      
I certify that the above-named Trainee has completed Training, is still employed, is expected to work at least thirty (30) 
hours each week, and has been paid wages owed.  This is supported by official payroll records.  I further certify that all 
payroll deductions, employer contributions, workers’ compensation insurance and any other required payments or 
contributions have been made, or funds set aside for payment; and that the wages reported have been paid to the OJT 
Employee/Trainee. 
 

                
Trainer/Supervisor        Date       

Type/Print name:       
Title:       
 

 
For Office Use Only 
 
Gross wages and training completion have been documented by       by (check all that apply): 
 

 Completed Training Plan  
 

 Paycheck stubs       

 Time sheets       
 

 Other (list):       
 Payroll records       

 
 

 
                 
Signature          Date   
 
Type/Print name:       
Title:       
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Service Provider Organization:       
OJT No.:        

Fund.:        

ON-THE-JOB TRAINING – WITH STAFFING AGENCY 
RETENTION PERIOD INVOICE 

 

Employer Name 
      

Employer Address 
      
      

Staffing Agency Name:       

Trainee Name:       

Trainee Jobseeker ID #       

Permanent Hire Date:        Must be within 30 calendar days of Training Period end date to qualify for payment 

Retention Period: Begin Date        and End Date       
Begin Date = Permanent Hire Date; End Date must be at least 90 calendar days later. 

Retention Invoice Date       
 

Reimbursable earnings chart 

Training period       to       

Regular earnings       

Number of hours per week over 40 x regular wage per hour      hrs x       wage = 
      or              

Total reimbursable gross wages or earnings  
Gross wages are the wages paid to Trainee for work performed during the Training 
Period 

      

Training payment requested 
Payment requested is equal to one-fourth of the Gross Wages amount or $     , 
whichever is less. 

      

 
 

 I certify that the above-named Trainee is still employed with Employer and is expected to work at 
least thirty (30) hours each week; OR 

 I certify that the above-named Trainee is still employed with another employer or is no longer 
employed with Employer and is not eligible for Unemployment Insurance benefits.   

  Separation Date:        
  New Employer Name:        
 

Employer Signature: _____________________________________ Date:        
 
Type/Print Name:       
Title:         
 
For Office Use Only 
 

 
Signature: _____________________________________ Date:        
 
Type/Print Name:       
Title:         
Invoice Disposition:       
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SERVICE PROVIDER ORGANIZATION:       
OJT NO:         

FUND:       
 

 
 

ON-THE-JOB TRAINING SUPPLEMENTAL TRAINING PLAN 
 

 
The Employer,       and the Trainee agree to the following supplemental training described 
below: 
      
 
Supplementary Training Times, Place and Dates:   
      
 
Supplementary Training Costs to Be Paid: 
 

 By the Employer:  $      
 

Describe:        
 

 Paid by      :  $      
 

Describe:        
 

 Paid by the Trainee:  $      
 

Describe:        
 
By signing below, all parties agree to the cost payment plan outlined above.  The Trainee agrees 
to participate in and make progress in the supplemental training; the Employer agrees to 
reasonably facilitate and support training completion; and       agrees to facilitate and 
support training start-up and completion. 
 
 

Approved by the Employer: Approved by      : Approved by the Trainee: 

 
_____________________        
Authorized Signature                                    
Date 

 
_____________________        
Authorized Signature                                    
Date 

 
_____________________        
Authorized Signature                                    
Date 

 
           
Type/Print Name   
      
Title 

 
           
Type/Print Name   
      
Title 

 
           
Type/Print Name   
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Service Provider Organization:       
OJT No.:        

Fund.:        

 
ON-THE-JOB TRAINING PLAN – WITH STAFFING AGENCY 

Employer Name: 
      

Staffing Agency Name:  
      

Service Provider Name: 
      

Trainee’s Supervisor Name: 
      

Employee/Trainee Name: 
      

Phone No.: 
      

Jobseeker ID No.:        E-mail:        
Position Title:         
O-Net Code:        Fund:        
Training Period:         to        Maximum Obligation $       
Wage per hour:  $       Amount for Training Payment $       
Hrs/week:        Amount for Retention Payment $       
Date Hired:        Is the trainee a:  Current Employee? 
Date Determined Eligible:                        New Hire? 

Within 30 days of completion of training, was the Trainee hired by the Employer as a regular/permanent employee? 
  Yes  No  

Evaluation Directions 

1 Beginning 
Can do only simple parts 
of the task 

2 Intermediate 
Can do most parts of 
the task 

3 Skilled 
Meets the employer’s 
standard for the task 

NO Not Observed  
At this time 

 
 

Skill Objectives: 
 

(What is to be accomplished) 

Measurable Evaluation: 
 

(How evaluated and by whom) 

Evaluate Progress on 
objectives with 

1 - 3 rating 
Evaluation Date: 

Start Final 
 

 
1        

 
 

        

2       
 
 

      
 

  

3             
 
 

  

4             
 
 

  

5             
 
 

  

6             
 
 

  

7             
 
 

  

8             
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ON-THE-JOB TRAINING PLAN – WITH STAFFING AGENCY 
 

   

 

Start 
 

 

Final 
 

 
A Time Management: 

 

Completes jobs on time; Looks for 
work to do; Prioritizes appropriately 

 
Independently, consistently and correctly completes 
jobs on time; Looks for work to do; Prioritizes 
appropriately 
 

  

B Interpersonal Relations: 
 

Cooperates with supervisors; Works 
well with others; Accepts 
suggestions; Has a positive attitude 

 
Independently, consistently and correctly cooperates 
with supervisors; Works well with others; Accepts 
suggestions; Has a positive attitude 
 

  

C Attendance: 
 

Is on time to work and remains until 
hours are completed. Alerts 
supervisor if absent or late for work 

 
 

Independently and consistently is on time to work 
and remains until hours are completed and alerts 
supervisor if absent or late for work 
 

  

D Appearance: 
 

Dresses appropriately for the 
workplace. Exhibits cleanliness and 
good hygiene  

 
Consistently and correctly dresses appropriately for 
the workplace and exhibits cleanliness and good 
hygiene  
 

  

E Problem Solving: 
 

Follows safety rules and all 
directions Works independently Is 
accurate and careful Adapts to work 
conditions. Shows follow-through. 
Looks for ways to improve, is alert to 
new methods 

 

 

Independently, consistently and correctly follows 
safety rules and all directions, adapts to work 
conditions, shows follow-through, looks for ways to 
improve, and is alert to new methods 
 

  

 
 

 
 

 

 

 

 

 

Funding for training is authorized when OJT Training Plans are signed below by the Staffing Agency, Employer, Service 
Provider and the Trainee.  All On-the-Job Training Agreement terms, conditions and OJT Rules, plus the Training Plan 
Instructions, apply to this Training Plan. 

 

 

Approved by Employer 
Approved by Staffing 

Agency 
Approved by Service 

Provider 
Approved by Trainee 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
 

 

Total: 
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ON-THE-JOB TRAINING PLAN – WITH STAFFING AGENCY 
 

INFORMATION AND INSTRUCTIONS 
 
Training Plans are used to outline the specific skill requirements for an employer-based training program.  They 
are also used as the assessment tool to document which skills the Trainee lacks at the start of training and to 
measure skill attainment during the course of training. 
 
SKILL REQUIREMENTS:  List the skills needed to perform the job to the standards specified by the Employer.  
Skills should be stated as specifically and briefly as possible, identifying the skill to be learned. 
 
TRAINEE’S STARTING CAPABILITY:  Used to assess the Trainee’s skill level near the beginning of the training 
period and to document skill deficiencies which will be addressed through training.  Record the date of the 
“Starting Capability” assessment.  The “Starting” and “Ending Capability” scores are based upon an interview 
with the Trainee’s Supervisor or by utilizing another skill assessment method used by the Employer. 
 
TRAINEE’S ENDING CAPABILITY:  Record the date on which the “Ending Capability” assessment is made and the 
skill level which has been obtained using the following rating scale: 
 
  1.  Beginning  Can do only simple parts of the task. 
  2.  Intermediate  Can do most parts of the task. 
  3.  Skilled  Meets the Employer’s standard for the task. 
 
TRAINING COMPLETION:  When each skill to be learned on the Training Plan is scored a “3”, “skilled”, and the 
Training Period has ended, training is complete. 
 
TRAINING LENGTH: 
A. Service Provider representative, working with the Employer, determines the job title for the position to 

be trained for, referencing the Occupational Network (O-Net). 
 
B. From O-Net, SVP parameters are obtained.  It is within these parameters that the length of training is 

set. 
 
C. Service Provider representative shall consider the training needs of each participant. 
 
D. An OJT must be limited to the period of time required for a participant to become proficient in the 

occupation for which training is being provided.  In determining the appropriate length of the contract, 
consideration must be given to the skill requirements of the occupation, the academic and occupational 
skill level of the participant, prior work experience, and the participant’s individual employment plan 
[WIA§101(31)(c)]. 

 
E. No OJT will be written with a Training Period of less than four weeks or more than 25 weeks.  Exceptions 

may be made on a case by case basis, with approval of the Workforce Investment Council’s Business 
Services Committee through the Workforce Investment Council’s Program Manager. 
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SERVICE PROVIDER ORGANIZATION:       
OJT NO:       

FUND:       
 

ON-THE-JOB TRAINING PLAN MODIFICATION 

____________________________________________________________________________ 

Employer:        

Trainee’s Supervisor:        Contact email:       Contact phone:        

OJT Trainee:        Jobseeker ID Number:       

Reason for modification:       

Term of original Training Agreement: Begin       End       Training Hours      

This modification is effective on       and changes the terms of the above numbered OJT as follows: 

 The Training Period is extended to      . 

 

 The maximum obligation has changed to $      .  

 
 The original Training Plan “Skills to be Learned” is changed, and the revised Plan is attached. 

 
 A new, additional Training Plan has been adopted adding additional skills to be learned for an upgraded 

position.  The new Training Plan is attached. 
 
Other terms and conditions have been changed as follows: 
 

      

 

      

 

      

 

Upon completion of the OJT Education & Training Plan, the Trainee will be able to meet or exceed the standards 
expected of regular employees regarding the skills listed in the plan.  When each skill to be learned is scored “3”, 
“meets or exceeds training requirements” and the training period has ended, training is complete.  

Approved by Employer 
Approved by Service 

Provider 
Approved by Trainee 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
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Evaluation Directions 

3  ― Meets or Exceeds  
   Training requirements 

2 ― Needs to  
     Improve 

1 ― Does Not Meet  
    Training requirements 

N0 ― Not Observed  
     At this time 

 
 
 
 
 

 

Skill Objectives: 
 

(What is to be accomplished) 

Measurable Evaluation: 
 

(How evaluated and by whom) 

Evaluate Progress on 
objectives with 

1 - 3 rating 
Evaluation Date: 

Mid Final 

 
1  

 
 
 

   

2  
 
 
 

 
 

  

3  
 
 
 

 
 
 

  

4  
 
 
 

 
 
 

  

5   

 

 
 

  

6  
 
 
 

 

 
 

  

7  
 
 
 

 

 
 

  

8  
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Mid Final 

A Time Management: 
 

Completes jobs on time; Looks for 
work to do; Prioritizes appropriately 

 
Independently, consistently and correctly completes 
jobs on time; Looks for work to do; Prioritizes 
appropriately 
 

  

B Interpersonal Relations: 
 

Cooperates with supervisors; Works 
well with others; Accepts 
suggestions; Has a positive attitude 

 
Independently, consistently and correctly cooperates 
with supervisors; Works well with others; Accepts 
suggestions; Has a positive attitude 
 

  

C Attendance: 
 

Is on time to work and remains until 
hours are completed. Alerts 
supervisor if absent or late for work 

 
 

Independently and consistently is on time to work 
and remains until hours are completed and alerts 
supervisor if absent or late for work 
 

  

D Appearance: 
 

Dresses appropriately for the 
workplace. Exhibits cleanliness and 
good hygiene  

 
Consistently and correctly dresses appropriately for 
the workplace and exhibits cleanliness and good 
hygiene  
 

  

E Problem Solving: 
 

Follows safety rules and all 
directions Works independently Is 
accurate and careful Adapts to work 
conditions. Shows follow-through. 
Looks for ways to improve, is alert to 
new methods 

 

 

Independently, consistently and correctly follows 
safety rules and all directions, adapts to work 
conditions, shows follow-through, looks for ways to 
improve, and is alert to new methods 
 

  

 
 

 
 

 

Total: 



            

July 2014 

SERVICE PROVIDER ORGANIZATION:       
OJT NUMBER:       

FUND:       

 

ON-THE-JOB TRAINING PLAN 

____________________________________________________________________________ 

Employer:            

Trainee’s Supervisor:          Contact email:           Contact phone:       

OJT Trainee:        Jobseeker ID No:        Contact email:        Contact phone:       

Trainee is a:  current employee  new hire 

Job Title:       O-Net Code:       

Date hired:       Date determined eligible:       Term of Training Agreement: Begin       End       

Wage per hour:  $         Hrs/week:       

Maximum Obligation:$       Training Payment Amount:$       Retention Payment Amount:$       

Evaluation Directions 

1 Beginning 
Can do only simple 
parts of the task 

2 Intermediate 
Can do most parts of 
the task 

3 Skilled 
Meets the employer’s 
standard for the task 

NO Not Observed  
At this time 

 
 

Skill Objectives: 
 

(What is to be accomplished) 

Measurable Evaluation: 
 

(How evaluated and by whom) 

Evaluate Progress on 
objectives with 

1 - 3 rating 
Evaluation Date: 

Start Final 

 

 
1        

 
 

        

2       
 
 

      
 

  

3             
 
 

  

4             
 
 

  

5             
 
 

  

6             
 
 

  

7             
 
 

  

8             
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Start 
 

 

Final 
 

 
A Time Management: 

 

Completes jobs on time; Looks for 
work to do; Prioritizes appropriately 

 
Independently, consistently and correctly completes 
jobs on time; Looks for work to do; Prioritizes 
appropriately 
 

  

B Interpersonal Relations: 
 

Cooperates with supervisors; Works 
well with others; Accepts 
suggestions; Has a positive attitude 

 
Independently, consistently and correctly cooperates 
with supervisors; Works well with others; Accepts 
suggestions; Has a positive attitude 
 

  

C Attendance: 
 

Is on time to work and remains until 
hours are completed. Alerts 
supervisor if absent or late for work 

 
 

Independently and consistently is on time to work 
and remains until hours are completed and alerts 
supervisor if absent or late for work 
 

  

D Appearance: 
 

Dresses appropriately for the 
workplace. Exhibits cleanliness and 
good hygiene  

 
Consistently and correctly dresses appropriately for 
the workplace and exhibits cleanliness and good 
hygiene  
 

  

E Problem Solving: 
 

Follows safety rules and all 
directions Works independently Is 
accurate and careful Adapts to work 
conditions. Shows follow-through. 
Looks for ways to improve, is alert to 
new methods 

 

 

Independently, consistently and correctly follows 
safety rules and all directions, adapts to work 
conditions, shows follow-through, looks for ways to 
improve, and is alert to new methods 
 

  

 
 

 
 

 
 

Funding for training is authorized when OJT Training Plans are signed below by the Employer, Service Provider 
and the Trainee.  All On-the-Job Training Agreement terms, conditions and OJT Rules, plus the Training Plan 
Instructions, apply to this Training Plan. 

 

Approved by Employer 
Approved by Service 

Provider 
Approved by Trainee 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

 

_____________________ 
Authorized Signature                                    

Date:  _________________ 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
      
Title 

        
Type/Print Name   
 

 

 

 

 

 

 

Total: 
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INFORMATION AND INSTRUCTIONS 
 
Training Plans are used to outline the specific skill requirements for an employer-based training program.  They are also used as 
the assessment tool to document which skills the Trainee lacks at the start of training and to measure skill attainment during 
the course of training. 
 
SKILL OBJECTIVES:  List the skills needed to perform the job to the standards specified by the Employer.  Skills should be stated 
as specifically and briefly as possible, identifying the skill to be learned. 
 
TRAINEE’S STARTING CAPABILITY:  Used to assess the Trainee’s skill level near the beginning of the training period and to 
document skill deficiencies which will be addressed through training.  Record the date of the “Starting Capability” assessment.  
The “Starting” and “Ending Capability” scores are based upon an interview with the Trainee’s Supervisor or by utilizing another 
skill assessment method used by the Employer. 
 
TRAINEE’S ENDING CAPABILITY:  Record the date on which the “Ending Capability” assessment is made and the skill level which 
has been obtained using the following rating scale: 
 
  1.  Beginning  Can do only simple parts of the task. 
  2.  Intermediate  Can do most parts of the task. 
  3.  Skilled  Meets the Employer’s standard for the task. 
 
TRAINING COMPLETION:  When each skill to be learned on the Training Plan is scored a “3”, “skilled”, and the Training Period 
has ended, training is complete. 
 
TRAINING LENGTH: 
 
A. The       representative, working with the Employer, determines the job title for the position to be trained for, 

referencing the Occupational Network (O-Net). 
 
B. From O-Net, SVP parameters are obtained.  It is within these parameters that the length of training is set. 

 
C. The       representative shall consider the training needs of each participant. 

 
D. An OJT must be limited to the period of time required for a participant to become proficient in the occupation for 

which training is being provided.  In determining the appropriate length of the contract, consideration must be given to 
the skill requirements of the occupation, the academic and occupational skill level of the participant, prior work 
experience, and the participant’s individual employment plan [WIA§101(31)(c)]. 
 

E. No OJT will be written with a Training Period of less than four weeks or more than 25 weeks.  Exceptions may be made 
on a case by case basis, with approval of the Workforce Investment Council’s Business Services Committee through the 
Workforce Investment Council’s Program Manager. 
 



P-37 Describe how programs determine the length of the OJT contract and self-
sufficient wage for eligible employed workers.  (20 CFR 663.700 (c) and 663.705) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
See P-36 supporting documents. 
 
 
  



P-38 Describe the process for the development of job descriptions for OJTs (task 
analysis, etc.) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
See P-36 supporting documents. 
 
  



P-39 Describe the process for conducting periodic on-site reviews of OJT agreements 
to ensure that training is being provided and that reimbursements are justified.  
(20 CFR 664.460 (d)) 

 
PY 2013 response is still applicable.  Jan Filgas 
 
See P-36 supporting documents. 
 
  



P-40 Describe what type of plan (individual employment plan, Individual Service 
Strategy, etc.)  is developed for participants that are solely supported by WIA Tile 
1B funds and for participants that have multiple funding support e.g. DHS, TAA, 
etc. (WIA Section 129 (a)(4); 129(c)(1)(B) and 134 (d)(3)(C); 20 CFR 663.200; 
663.240; and 663.245.)  

 

PY 2013 response is still applicable.  Jan Filgas 
 

An Individual Employment Plan (IEP) is completed for all participants needing intensive 
and training services.  The employment plan includes: 

 General work and education history  

 Career exploration and assessments completed 

 Employment goal 

 Steps needed to take to reach goal 

 Services needed to achieve goal 

 Who will provide the services  

 Estimated cost of those services and who will pay the costs 

 Participant’s responsibilities in carrying out the plan 

Provider staff work closely with other funding sources to ensure coordination of services 
in the IEP and that no duplication of services between partners occurs. 
 

  



P-41 Retired this element; see A-15 which incorporates compliance elements of 
CCWD’s new policy 589-30.12 on Statewide Supportive Services. 

 
 
  



P-42 Retired this element because the monitoring team will be on site conducting a 
review of the region’s Back to Work Oregon program which will include testing 
aspects of the local policy/procedures and delivery systems for this program 

 
  



P-43 Retired this element because the functions for this activity went to the Oregon 
Employment Department.  ) 
 
 
 
 

  



P-44 Please describe the processes (with attach applicable policies/procedures) 
utilized to assure compliance with CCWD’s On-the-Job Training Contract 
Reimbursement Documentation Policy 589-10.19  

 Approved contract exists between the LWIA and employer.   

 Costs submitted for reimbursement were incurred during contract period. 

 Gross amount paid the participant include check stubs or payroll records that 
support the payments. 

 Reimbursement is no more than 50% of the participants wage rate multiplied 
by the numbers of hours worked excluding overtime pay, if applicable 20 CFR 
663.700 (b). 

 Maximum contract amount for reimbursement has not been exceeded. 

 
PY 2013 response is still applicable.  Jan Filgas 
 
The Workforce Investment Council’s OJT policy, P-13, and supporting documents 
(including training and retention invoices) ensure all of the above conditions are met.  
OJT development staff and the WorkSource Clackamas Business and Employment 
Services Team all have been trained in this policy and the procedures on how to 
develop and document OJT plans and payments to ensure compliance with WIA, 
CCWD and Workforce Investment Council’s regulations. 

 
  



P-45 Please describe the policies, training for case managers/contractors to deliver 
effective 12 months of follow-up for youth which includes (a) regular contact 
with a youth participant’s employer, including assistance in addressing work-
related problems that arise; (b) assistance in securing better paying jobs, 
career development and further education; (c) work-related peer support 
groups; (d) adult mentoring; and (e) tracking the progress of youth in 
employment after training.  In addition, please identify year to date number of 
youth that have and/or are being actively followed up on a regular basis for 
PY14.   (WIASRD #349) ( Revised) 

 
Training is provided to case managers on effective follow-up services both as part of 
their initial training and as a training topic at monthly partner meetings.  Work readiness 
training for youth help to provide a foundation for how to use their Career Advisor as a 
resource in addressing work related issues.  Regular check-ins with youth provide a 
structured time to discuss their employment situation, supports the youth may need, and 
coaching on how to address various work related issues.  Progress and assistance are 
tracked in youth’s case notes in I-Trac. 

 
Please see Region 15’s youth provider website 
http://www.clackamascareers.com/youth-providers/ for the youth policies contained in 
the youth program guide 
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_
Handbook_9-9-13.pdf  
 
Also see Region 15’s youth provider website http://www.clackamascareers.com/youth-
providers/ to view the follow up services training materials used in the past during 
regular monthly meetings with case managers (see “Follow Up” under Partner Meeting 
Training Slides). 
 
Additionally, currently there are 193 youth in active enrolled status and 143 youth in 
active follow up status.  See attached I-Trac dashboard report dated 9/18/14. 
  

http://www.clackamascareers.com/youth-providers/
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_9-9-13.pdf
http://www.clackamascareers.com/media/uploads/youthservicesfolder/Youth_Services_Handbook_9-9-13.pdf
http://www.clackamascareers.com/youth-providers/
http://www.clackamascareers.com/youth-providers/




P-46 Please describe how your program defines in your youth application the sixth 
barrier for youth eligibility i.e. an individual who requires additional 
assistance to complete an educational program or secure and hold 
employment.  Please provide an example of how individualized goals for this 
barrier are documented in an ISS. (TEGL 33-12)  

 
PY 2013 response is still applicable. Amy Evans 

 
Region 15’s definition for this sixth barrier is defined as a youth that: 

 has been deemed “at risk of dropping out” by a school official,  

 has a core GPA of 1.5 or below,  

 is lacking at least 2 high school credits to be at grade level,  

 has never been employed,  

 was fired within the last 12 months, or  

 has never held a full-time job for longer than 13 weeks.  

Individualized goals are set on the ISS, depending on the specific barrier.  For example, 
a youth that has a core GPA of 1.5 or below may have a goal on the ISS to increase 
their core GPA to 2.0.  Additionally, a youth that has never been employed may have a 
goal on their ISS to gain employment. 
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