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[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Process: Supervisor – On-the- Job Training (OJT)
On-the-Job Training (OJT) offers on-site skills training with an employer.  The goal of an OJT is to prepare a participant for full time employment. 
 (
Step by Step
    Important Facts      Overview
)Important Facts About This Process:
1. OJTs are full time which is defined as 32-40 hours per week. 
2. OJTs can be combined with classroom training.
3. The four required documents for a completed OJT contract are:
a. WorkFirst OJT Training Master Agreement 
b. WorkFirst OJT Terms and Conditions 
c. Step-by-Step Creating an OJT Training Contract in JAS 
d. Time Sheets 
Process Steps:
On-the-Job Training and Work Experience (Internal Controls Manual, Section 6)
1. The supervisor must review and approve the contract to ensure policy is followed (WorkFirst Handbook 4.3). 
2. The Supervisor must sign the contract and then obtain signatures on the contract in the following order before the JOT training is started:
a. If a Union, JATC, or L&I concurrence is needed, get those signatures. 
b. The employer signs next with his/her printed name and title below the signature. 
c. The staff responsible for the contract signs and dates last. 
3. The supervisor makes four copies of the signed documents, and distribute as follows: 
a. 	Original for the office file. 
b.	Copy 1 - ECDD WorkFirst Program Administration. 
c. 	Copy 2 – Employer. 
d.	Copy 3 – Participant. 
e.	Copy 4 – WorkFirst Counselor who monitors the contract. 
4. Within 3 days of obtaining all signatures, the supervisor sends signed copies of the contract package to: ECDD WorkFirst Program Administration Unit, PO Box 9046, Olympia, WA 98507-9046 and include the following documentation: 
a. OJT Terms and Conditions. 
b.  (
         
      
         
Detailed Steps
)OJT Master Agreement. 
c. OJT Contract. 
Document in eJAS 
1. In eJAS Notes under Employment, document how this employer will assist the participant in obtaining new skills and employment sufficient to exit TANF cash assistance. 
2. Enter an “OT” component in eJAS Component Code screen. The worker ID for the component must be the person who will have responsibility for the contract. 
3. After reviewing and signing the contract, the supervisor must document in eJAS the review and approval of the contract.
Record Keeping:  
1. Keep the signed original WorkFirst On-The-Job Training Master Agreement.
2. Keep the signed original of each WorkFirst On-The-Job Training Terms and Conditions.
3. Keep a signed copy of every OJT contract in the local office for one full quarter after the OJT close date and then archive for six years.
Evaluating the Participant’s Progress 
1. Use the WorkFirst OJT Program Evaluation Form to monitor the progress of the participant in obtaining the contracted skills. 
2. Visit with both the Employer and WorkFirst OJT participant during the 1st, 3rd, 7th and 11th weeks of the training. 
3. Guidelines: Use the WorkFirst for step-by-step Instructions for Administering an OJT Contract. 
Performance Measures:
There are no performance measures for OJT.

Electronic Access:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]eJAS
JAS/JFS
WorkFirst Point of Contacts:
WorkFirst Administration Unit   
1-800-339-3981
Policy / Mandates Informing This Process: 
1. Work activity defined
2. WorkFirst Handbook 4.3.1
3. OJT Standards
4. Wage Progression Standards
5. Internal Controls Manual Section 6_OJT and WEX
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