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OJT Webinar Features

 Please “mute” teleconference lines during 
presentation; Please do not use “hold” 

 Questions & Discussion

 Use the “Question/Chat” option to post your 
questions or comments during the session

 Questions will be answered throughout presentation 
and/or during open discussion at the end

 PowerPoint

 To download this presentation:

Go to http://www.wa.gov/esd/1stop/

http://www.wa.gov/esd/1stop/


Webinar Agenda

 OJT Background

 Outreach & Assessment Strategies

 Employer Roles & Responsibilities

 Provider Roles & Responsibilities

 Contacts



Overview of OJT

 OJT is a hire-first training option; each trainee is an 

employee of the company while receiving training

 Employers choose from candidates provided 

through assessment and screening    

 Employers receive reimbursement for a portion of 

employee wages covering costs of supervision and 

provision of training   

 Employees build new skills, re-establish positions 

in new fields, and gain self-sufficiency  



OJT: A Familiar Tool

 Used since the 1960’s

 Proven track record helping unemployed 

workers gain new skills and retain 

employment  

 One of several training tools available 

in the workforce development system  



Current Emphasis

 Incentive to employers to help stimulate job 

recovery

 DOL Priority: OJT NEGs, $75 million nationally 

and received $1.9 million in Washington

 Governor Priority: WIA 10%, $1.5 million

 Statewide focus through “Retooling Washington”



What’s Happening Now?

 Tap growing employer interest in on the job 

training, internships, and work experience

 Support local coordination given the similar 

makeup of OJTs in partner programs 

 Advance OJT connections to other training 

options, such as apprenticeship



Southwest: 

OJT to Apprenticeship

 Weatherization OJTs

 Initiated by ARRA

 Unofficial apprenticeship first – combined 

OJT with certification

 Official apprenticeship sought with 

continued demand



Benefits to Employers

 Assists employers with the costs of training 

new employees

 Training is aligned with skills required for the 

occupation

 Employers realize gains in productivity as 

participants learn on the job



Benefits to Job Seekers

 Earn as you learn!

 Acquire job and career advancement skills

 Learn in a hands-on environment

 Opportunity for long-term employment



OJT: Outreach

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Outreach

 To ensure partner outreach that fits community 

employment situation and focuses on jobs in 

demand sectors or occupations

 To get the word out on incentives to employers 

ready to hire 

 To determine employer suitability for OJT      



Outreach Strategies

 Integrate OJTs into local business services and job 

seeker services   

 Research employers and their labor needs before 

initial contact   

 Work with community partners to target regional 

demand sectors   

 Educate employers on OJT training benefits

 Ensure minimal employer paperwork    



OJT: Assessment

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Assessment

 Documents worker fit for on-the-job training by 

identifying current skills, aptitudes and interests

 Helps staff match employer demand for skilled 

workers with workers who will attain entry-level 

skills during on-the-job training

 Strengthens employer and worker satisfaction     



Determine Training Duration

 Duration negotiated with employer based on 

entry-level skills to be learned

 Maximum duration based on DOL’s Specific 

Vocational Preparation (SVP) estimates for 

occupations 

Adapted from O*NET OnLine Help Specific Vocational Preparation (SVP) 

http://www.onetonline.org/help/online/svp and O*NET OnLine Help Job Zones 

http://www.onetonline.org/help/online/zones

http://www.onetonline.org/help/online/svp
http://www.onetonline.org/help/online/zones


SVP Levels and SOC Zones



Length of Training: One Method



Exceeding Training Duration

 Basic skill deficiencies and training need 

identified (including ESL, reading writing, and 

oral communications and mathematics)

 Identified soft skills deficiency and training 

need

 Complexity of  job exceeds O*NET description 

 Relevant factors concerning target populations  



OJT: Pre-Screening

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Employer Pre-screening

Learn about 
the business

Observe work 
setting and 

environment

Review 
business 

solvency and 
retention 
potential

Qualify a 
business for 

OJT

Explain program



Northwest Workforce Council

OJT Worksheet
ABOUT THE BUSINESS: 
 

Business Name: _______________________________________    Phone: ____________ 
 
Address: __________________________________________________ City:  ______________________ 
 

   
Authorized Representative  Title 
   
 For Profit        Non-Profit       Public                        Unified Business ID (UBI) #: _______________________ 
   
Description of Business/ Products/Services:    

   
   
   
How long in business?  ____________________________  Number of Employees:  ________________ 
   
Business fluctuations (layoff/peak times):  _________________________________________________________ 
   
Anyone currently in layoff?      Yes       No                               If yes,   Permanent   Seasonal 
   
Working under collective bargaining?      Yes       No   
   
Business relocated from another area within the last 120 days?       Yes       No 

If so, were workers laid off?       Yes       No                         Number laid-off: ________________ 

   
Type of jobs: ________________________________________________________________________________ 

 



Northwest Workforce Council

OJT Worksheet (cont.)

 

FINANCIAL / PAYROLL 
Has the business or predecessor ever filed for bankruptcy?  Yes       No 
   
Paid:     Hourly       Salary      Commission      Bonus       Overtime 
 
Frequency:   Weekly      Bi-Weekly      Monthly     Semi-monthly 
 
Is there a payroll system with ledgers which track gross pay, deductions, including: Federal withholdings,  
FICA, Industrial insurance and net pay?   Yes       No 
   
Can copies of pay-stubs, vouchers, or cash pay receipts showing wage and required deductions be provided with 
the first reimbursement vouchers?     Yes    No   
   
   
Comments:   

   

   
 



Northwest Workforce Council

OJT Worksheet (cont.)

ON THE JOB TRAINING POSITION(S) 
 
Previously used OJT?        Yes       No          Results:________________________________________________ 

   
Job(s) to be filled: ____________________________________________________________________________ 
   ATTACH JOB DESCRIPTION(S) 
   
   
Opening due to:     Expansion   Separation   If separation,   Quit    Retired     Fired         
   
If fired, please state circumstances: ______________________________________________________________ 

 
Employee benefits: ___________________________________________________________________________ 

   
Wage: ____________                                Work schedule: ______________________________________________ 
 
Designated Supervisor: ____________________________ 
   
Training Site: _______________________________________   

 



Northwest Workforce Council

OJT Worksheet (cont.)

Are there sufficient tools, equipment, workspace and supervisory personnel to accommodate the trainee? 
 Yes       No 
  
Does your business have any pre-existing employee training programs?   Yes       No 
   
Brief description of training methods available/needed:   
   
Does the worksite appear reasonably safe and sanitary?      Yes       No 
 
Does this appear to be a good training site / business?         Yes       No 
(Include comments on transferability of skills, potential within company, and/or concerns) 
 
 

 

 
 
 
 
 
_______________________________________                     _______________________________________ 
Coordinator Signature       Area Manager Signature 



OJT: Contract

Outreach Assessment Pre-Screening
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Employer Contract

 Clear statement of purpose

 Identification of all parties including the trainee

 Signatures of parties to agreement

 Training Job Title and appropriate job and training 

Specific Vocational Preparation (SVP) Code

 Start and end dates 

 Any supplemental training away from the worksite



Employer Contract (cont.)

 Wage reimbursement showing wage rate, 

reimbursement rate, planned raises, and 

training duration

 Concurrence between employer and union 

when OJT is under a collective bargaining 

agreement

 General provisions ensuring regulatory 

compliance

 Training plan



Reimbursement Methods

 Must be equal to those similarly employed and backed up 

by attendance records

 Based on percentage of wages and benefits (generally 

50% under WIA) but can be higher with federal waiver    

 Some methods include:  

 Monthly: 50% of earnings during the previous month

 At the completion of training: 50% of earnings the 

day after the OJT ends

 Sliding scale: Variable rates tied to specific milestones

 Retention model: 50% of earnings 90 days after end 

of the OJT 



SWWDC: Retention Model

 Developed in coordination with Portland WIB

 Two pay points

 Demonstrates our investment value

 Rewards best use

 Maintains longer term relationship with 

employer



OJT: Placement/Training

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Benefit of Training Plans

 Specify training details of agreement between 

employer and OJT participant 

 Promote development of effective placement

 Serve as tool to document milestones, 

progress and success  

 Document employer retention for future OJTs    







(cont.)



Training Plan Outline

 Identify skills to be obtained: Detail specific 

tasks, estimated training hours for each skill, and 

safe operation of tools and equipment        

 Specify how skills will be obtained: Assist 

employer with specific methods of instruction that 

match the trainee’s skill level and learning style    

 Describe skills measurement and attainment 

methods  

 Include employer and participant signatures

 Modify plan when details or timelines change



OJT: Follow-up

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Follow-up: 

Standards of Success

 Participant on track with Training Plan

 Payment of wages timely and at specified 

rate

 Progress reports

 Maintenance of records 



OJT: Review & Discussion

Outreach Assessment Pre-Screening

Contract

Placement/

Training 

Plan

Follow-up



Visit InsideWorkSource

for Resources

http://www.wa.gov/esd/1stop/





References & Resources

New tutorials address the basic components of 

effective OJT. Topics considered the most 

frequently cited implementation challenges: 

 Connecting OJT Candidates and Employers

 Career Counseling Staff and Business Services 

Representatives: Working Together

 Identifying and Connecting OJT Candidates

 Developing the Training Plan

 Marketing OJT to Employers

 Promoting OJT to Employers

WTECB Website – http://www.wtb.wa.gov – for 

information on Washington Retooling efforts.  

https://ojttoolkit.workforce3one.org/view/connecting_ojt_candidates/info
https://ojttoolkit.workforce3one.org/view/career_counseling_staff_bsr/info
https://ojttoolkit.workforce3one.org/view/career_counseling_staff_bsr/info
https://ojttoolkit.workforce3one.org/view/identifying_connecting_ojt/info
https://ojttoolkit.workforce3one.org/view/developing_training/info
https://ojttoolkit.workforce3one.org/view/marketing_ojt/info
https://ojttoolkit.workforce3one.org/view/promoting_ojt/info
http://www.wtb.wa.gov/


WIA Law & Regulations

 Public Law 105-220 Section 101(31) & 188

 20 CFR 663.700

 20 CFR 667.268 through 667.275

 U.S. DOL TEGL 4-10



WSID Contacts 

Kathy Chatwood

(360) 725-9523

kchatwood@esd.wa.gov

Bob Isom

(360) 725-9506

bisom@esd.wa.gov

mailto:kchatwood@esd.wa.gov
mailto:bisom@esd.wa.gov


Partner Contacts

Lisa Romine, Managing Director

North-Central Washington WDC

(509) 663-3091 Ext. 237

LisaR@skillsource.org

Jordana Barclay, Director

Employment and Training Programs

Southwest Washington WDC

(360) 567-1076

jbarclay@swwdc.org

mailto:LisaR@skillsource.org
mailto:jbarclay@swwdc.org


Partner Contacts

Rich Sandeen

(360) 676-3216

rsandeen@nwpic.bellingham.wa.us

O*Net Online: www.onetonline.org

America’s Career Info. Net:   

www.careerinfonet.com

http://www.onetonline.org/


Partner Contacts

Suprina Harrison

Yakima Case Manager

(509) 574-0175

sharrison@esd.wa.gov

Judith K. Triggs

Business Service Specialist

People for People

(509) 895-8253

jtriggs@pfp.org

mailto:sharrison@esd.wa.gov
mailto:jtriggs@pfp.org


Upcoming Event

“Working with Partners" 

Conference Call Discussion

Thursday, September 29th 1-2pm

For more information, please contact;

Heather Bandeen, hbandeen@esd.wa.gov


