PROGRAM YEAR 2013 MONITORING GUIDE - ON-THE-JOB TRAINING

IDENTIFYING DATA
WDA

 
Date of Review



DET Staff Reviewer(s)



WDB Staff Interviewed



On-the-Job Training (OJT) is provided under a contract with an employer in the public, private non-profit, or private sector.  Through the OJT contract, occupational training is provided for the WIA participant in exchange for the reimbursement of a percentage of the wage rate to compensate for the employer’s extraordinary costs.  The Workforce Development Board must have local policies and procedures in place prior to providing OJT to WIA participants.   
Purpose:  Oversight and monitoring of the Workforce Investment Act (WIA) On-the-Job Training (OJT) is conducted to:  
· Ensure compliance with WIA, other applicable laws and administrative provisions, and local policies
· Ensure the integrity of WIA funds and the WIA system
· Identify successful methods and practices
· Identify technical assistance needs

References:  
· DET Administrator’s Memo 10-07: OJT Policies and Procedures
· WIA Final Rule Sections 663.700 through 663.720
OJT Marketing and Development
1)
How is OJT implemented and managed in the WDA?  
	Indicator 
	WDB Response

	· Research companies and targeting high growth industries
· Relationships with local business organizations

· Educating employers and job seekers


	

	Comments:


	


2)
Does the WDB have clear and concise on-the-job training policies and procedures?  Do service providers have additional policies or procedures?
	Indicator 
	WDB Response

	· Local policy

	

	Comments:


	


3)
What type of outreach and marketing is conducted to locate suitable employers?  How is the employer's suitability for OJT participation determined?  
	Indicator 
	WDB Response

	· Marketing materials

· Business Services Team

· Relationships with local business organizations
· Employer has own program of employee development

· Employer has stable workforce, infrequent layoffs, relatively low separation rate

· Employer offers employee benefits, a safe working environment, etc.

	

	Comments:


	


4)
How are OJT sites developed?  
	Indicator 
	WDB Response

	· Participant’s case manager
· Participant marketing

· Business Services Team

· Referral from employer

· Targeting specific industries or occupations

· Previous job placements

· Chambers of Commerce or industry organizations


	

	Comments:


	


5)
If the OJT opportunity is a "reverse referral", how does the WDB ensure that the following conditions have been met?
	Indicator 
	WDB Response

	· Individual has not already been offered the job;

· Individual lacks skills necessary for the job;

· Due to lack of skills, employer will only hire individual under an OJT contract;

· Job is open to any qualified applicant; and

· Individual has met eligibility requirements for intensive services and has received an assessment, and for whom an Employment Plan has been developed.

	

	Comments:


	


6)
What is the role of the Business Services Team in arranging OJT?  
	Indicator 
	WDB Response

	· If managed by BST, how are OJT referrals, placements and progress coordinated with case managers?

	

	Comments:


	


7)
How is it determined that the training slots are suitable for participants?  Describe how participants are matched to particular positions.  What is the relationship between the case manager and the staff developing the OJT contract?
	Indicator 
	WDB Response

	
	

	Comments:


	


8)
Is OJT being provided to youth per 664.460(d)?
	Indicator 
	WDB Response

	· Criteria for providing OJT to youth

· Number of youth receiving OJT


	

	Comments:


	


9)
Administrator's Memo 10-07 requires that a pre-award review and/or "OJT Checklist" be conducted prior to developing an OJT contract.  If the WDB is not using a formal, written pre-award review, how is it determined if the employer is a suitable OJT provider?
	Indicator 
	WDB Response

	· Obtain a copy

	

	Comments:


	


10)
What is the process for ensuring no OJT contracts are used to provide funding for an employer that has relocated within 120 days?  
	Indicator 
	WDB Response

	· On-site employer review

· Pre-award review
· Spreadsheet


	

	Comments:


	


11)
How is OJT tracked so as to not have more than 25% of total employer’s employees in OJT?
	Indicator 
	WDB Response

	· On-site employer review

· Pre-award review

· Spreadsheet


	

	Comments:


	


12)
What is the process for ensuring the employer does not have any individuals on lay off status in the same or essentially equivalent jobs?
	Indicator 
	WDB Response

	· Pre-award review
· Contract assurances (obtain a copy)

	

	Comments:


	


13)
What is the process for ensuring the employer has not previously exhibited a pattern of failing to provide OJT participants with continued long-term employment?
	Indicator 
	WDB Response

	· Locally-developed tracking system

· Pre-award review


	

	Comments:


	


14)
What is the process for OJT contracts for employed workers?
	Indicator 
	WDB Response

	· Local self-sufficiency policy

· Documentation that OJT relates to introduction of new technologies, introduction to new production or service procedures, upgrading to new jobs that require additional skills, workplace literacy or other appropriate purposes identified by the WDB.


	

	Comments:


	


15)
What performance information is collected on providers of OJT?  How is this information disseminated throughout the one-stop delivery system?   

	Indicator 
	WDB Response

	One-Stop operators in a local area must collect performance information on providers of OJT, such as:

· 6-month retention rate

· Rate of successful completion of OJT

· Average wage of OJT trainee and wage after his/her training ends
· Trainee dismissal after training or during follow up review

· Recent layoffs
· Trainee grievances
· Displacement of current employees by WIA trainees

· Relocations to utilize WIA trainees


	

	Comments:


	


16)
Is an evaluation/review conducted prior to re-contracting with an employer?  If so, describe.

	Indicator 
	WDB Response

	Re-contracting is allowable and certainly desirable when an employer has a high success rate of training and placement.

Should not be entered into with employers who have exhibited a pattern of failing to provide OJT participants with continued long-term employment as regular employees with wage rates and benefits and working conditions at the same level and to the same extent as other employees working a similar length of time and doing the same work.

 
	

	Comments:


	


OJT Contract Requirements
17)
 Occupation(s) for which training is to be provided:
	Indicator 
	WDB Response

	· OJT concentrated in occupational areas having high-demand jobs in high-growth sectors

· Use of apprenticeship

 
	

	Comments:


	


18)
What is the process for assessing participant skill gaps to determine OJT length?  
	Indicator 
	WDB Response

	
	

	Comments:


	


19)
How are the training plans developed?  
	Indicator 
	WDB Response

	· How are the employer and participant involved in the development of the contract and the training outline? 

· Are OJT needs identified in the Employability Plan?

· How does the employee responsible for the actual training become aware of the contents of the training plan?

 
	

	Comments:


	


20)
How is the length of training, the basis for reimbursement and the reimbursement rate determined for OJT contracts?
	Indicator 
	WDB Response

	· How is the employer involved in determining the length of training? 

· What tools are used to assist in determining the length of training (i.e., O’Net)?
 
	

	Comments:


	


21)
Is the WDB utilizing the waiver allowing higher wage reimbursement based on employer size?  
	Indicator 
	WDB Response

	· WIA regulation employer reimbursement requirement of 50%

· WIA sliding scale

· Both

· If waiver is utilized, annual narrative of results must be submitted by August 15th.

 
	

	Comments:


	


Monitoring and Oversight by Local Area

22)
Does the local area have a system to monitor OJT contracts?  How does the local area ensure that the terms of the contract are met?  How does the local area ensure that the participant achieves the full wages and fringe benefits called for in the contract?
	Indicator 
	WDB Response

	· Monitoring schedule
· Guide/review forms

· Informal monitoring


	

	Comments:


	


23)
How often is the employer site visited or contacted, and what services are offered to participants and employers during these occasions?
	Indicator 
	WDB Response

	· How are visits/contacts documented?

· How often is “official” onsite monitoring conducted?

· Are monitoring reviews documented by a formal written report?

 
	

	Comments:

	


24)
If a participant quits or has difficulties, how is the case manager informed and what is his/her role in resolving issues?
	Indicator 
	WDB Response

	
	

	Comments

	


Training Outcomes and Other Participant Benefits

25)
What types of jobs are obtained through the OJT contracts?  Are employers honoring their commitments to retain participants at the wages agreed upon?
	Indicator 
	WDB Response

	
	

	Comments:


	


26)
If the employer does not retain the participant at the conclusion of the contract, what services are provided to the participant to be placed in unsubsidized employment?
	Indicator 
	WDB Response

	
	

	Comments:


	


27)
What is the system for collecting and recording information about each OJT employer's record of retaining participants in permanent employment?
	Indicator 
	WDB Response

	
	

	Comments:


	


ON-THE-JOB TRAINING FILE REVIEW

Participant Name


PIN



Employer  ___________________________________________   Job Title________________

WIA Service Provider
________________________________________________________
DET Staff Reviewer
__________________________________Date ___________________

1.
Was the participant determined eligible for training before


being hired by the employer?  
Yes___
No___

Registration Date: __________  OJT Start Date: ___________

2.
Was an in-depth assessment (work history, academic and
occupational skill level, etc.) conducted? 
Yes___
No___
3.
Does the file contain an Employability Plan?  Does the Employability


Plan identify the use of OJT as appropriate to reach the trainee’s


Employment goals and achievement objectives prior to referral


of the participant to the OJT employer?  Does the Employability

Plan justify placing the individual in an OJT contract?
Yes___
No___
4.
Is this OJT position an upgrade (employed worker)?  If so, has it
been determined, and is there documentation, that the employee is
not earning a self-sufficient wage as determined by the WDB, and 

the OJT relates to the introduction of new technologies, introduction

to new production or service procedures, upgrading to new jobs

that requires additional skills, workplace literacy, or other 

appropriate purposes identified by the local board?
Yes___
No___
5.
Was the participant already trained in this occupation?
Yes___
No___


If yes, why is OJT necessary?

6.
Is the job classified as other than temporary or seasonal,


or does it have transferable skills?
Yes___
No___

7.
Is the OJT for an occupation for which there is local employment

opportunities and market demand?
Yes___
No___
8.
Was the contract signed and dated by all parties before


the participant’s start date?
Yes___
No___

9.
Was the training plan developed and in place on or before


the participant’s first date of training/employment?
Yes___
No___

10.
Does the training plan contain an adequate description of:


(a)
the job title and job duties (job description)
Yes___
No___


(b)
specific (measurable) skills to be taught
Yes___
No___


(c)
estimated number of hours needed for each skill
Yes___
No___

(d)
the training method
Yes___
No___


(e)
the immediate supervisor
Yes___
No___


(f)
(for youth) sequential instruction in work maturity



skills, general employment competencies, and



occupational specific skills
Yes___
No___

11.
Does the file contain documentation of how the length of training 


was determined?  Was it determined in accordance with the 


O*Net, NAICS or an equivalent tool?
Yes___
No___
12.
Is the duration of the training appropriate given the skill 

requirements of the occupation and the participant’s skill 

level and experience?
Yes___
No___
13.
Does the file document the participant’s progress against the training

plan or against some other appropriate benchmark of 

skill attainment?
Yes___
No___
14.
Does the file contain documentation of the number of hours worked,

and the amounts of employer reimbursement?
Yes___
No___

15.
Were payments to the employer equal to or less than 50% of the 

earned wages, or based on the sliding scale?  
Yes___
No___

16.
Was the contract modified?  If so, was the modification


documented properly?
Yes___
No___

17.
Does the file contain any documentation that the service provider

has performed onsite monitoring to evaluate the OJT contract?

If so, were there any concerns?





Yes___
No___
18.
Was the OJT completed?  If so, did the employer retain the


participant?









Yes___
No___

19.
If the participant did not complete the OJT, what was the reason?
Summarize any issues:
SUMMARY OF REVIEW
WDA

 
Date of Review



DET Staff Reviewer(s)



WDB Staff Interviewed



Summary and Observations.  Summarize the strengths (including best practices) and weaknesses identified.

Follow Up Needed.

Technical Assistance Needs.  Identify technical assistance needs of the WDB or program provider.
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