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What is an OJT?
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A business services for employers, a 

training provided through an employer to a 

WIOA customer that:

1. Enhances candidate’s skills

2. Offsets cost of training

3. Fits employer and candidate’s needs
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Poll question 1
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What is an OJT Broker?

A. The Chicago Cook Workforce Partnership

B. The company going into an OJT agreement 

(employer)

C. The WIOA participant who will receive training 

by the employer

D. The agency working with the employer (you)
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General Requirements
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New full-time 
employment and 

address skills 
gap

Employed 
WIOA 

registered 
customers 

(LIA) earning 
less than self-

sufficient 
wages

Unemployed 
WIOA 

registered 
customers 

(LIA , Youth, 
and DWP)
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General Requirements (cont.)
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Employers are 
expected to retain 
the participant in 
their workforce 

upon successful 
completion of OJT

Wage 
reimbursement 
– up to 50% of 
wages (not to 

exceed 
$10,000 per 

individual 
training 
outline)

Training is 
limited in 

duration (not to 
exceed 6 

months ) must 
be appropriate 
to occupation
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Poll question 2
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COMPANY SIZE CATEGORY

If the business has more than _____ employees. 

The business qualifies for a 50% OJT wage 

reimbursement when they agree to hire and train a 

WIOA candidate with a skills gap.

A. 25

B. 50

C. 75

D. 100
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Ineligible Employers
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❖ Pattern of not retaining 

candidates

❖ Violated or in violation of 

labor, discrimination, 

environmental or health 

and safety laws

❖ Failed meeting previous 

OJT Agreements

❖ The OJT Agreement is 
made to replace laid off 
employees

❖ Relocation to region within 
120 days and the 
relocation resulted in jobs 
lost by employees 

❖ The OJT Agreement can 
not assist, promote or 
deter unions
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Poll question 3 
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What wage amount do OJT Brokers need to 

target?

A. $10

B. Minimum wage

C. $14 or the statutory minimum for the relevant 

locality, whichever is more.

D. $39,000 a year
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Pre-Award Checklist and Agreement
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Refer to your handouts

• OJT Pre-Award Checklist Form

• Agreement
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Pre-Award 
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• OJT Pre-Award Checklist Form
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Pre-Award (cont.) 
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• OJT Pre-Award Checklist Form
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Agreement
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• DATA • Sections 1 through 4
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Agreement (cont.)
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• Job Title • Concurrence
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Agreement (cont.)
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• ISTEP (Individualized Services Training and Employment Plan)
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ISTEP Development Part 1
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Obtain Job description/s

List specific skills to be learned  (Displays under “Skills to be Acquired”)

Develop a training plan (Ultimately, unique to Employer’s/Trainer’s 

input and Agency’s professional judgment)

Also training plan includes entering data for  “Performance Indicator” 
and “Assessment Method” for each skill listed

Enter training hours; Use SVP as a guide (Displays under “Planned 
Hours”)

Ensure Employer/Trainer agrees to the above training plan

Created on DATA Spreadsheet
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ISTEP Development Part 2
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Created directly on ISTEP 

Consider WIOA  customers, WIOA eligible candidates and Reverse Referrals 

Select candidate and forward to Employer for OJT placement

If selected - List Trainee’s skills gap under  “Existing Skills” section;  

Ensure Trainee’s resume and  the job description is on file / attached to ISTEP 
preferably

Enter “Trainee’s name, SSN, OJT Start Date, Funding Source, and Employment 
Goal”

Enter hours Trainee will require under “Adjusted Hours”; Use SVP as guide

All parties sign the ISTEP under BEFORE training BEGINS section once the above is 
agreed upon with the Employer



OJT/ISTEP Site Monitoring Form
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Tips for Successful OJT
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❖Complete Pre-Award Checklist Form FIRST

❖Tour facility

❖Secure Job Description

❖NO Entry level, Seasonal or Commission only 
jobs 

❖OJT can not be regular orientation 

❖Employer must provide equal status  

❖Adequate staff to conduct training? Meet trainer

❖OJT not during OT
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Gleaned Experiences
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❖ Sold OJT as a hiring 
subsidy and not a training 
subsidy

❖ ITAs are easier

❖ The new hire is not a 
WIOA registered 
customer by or before the 
employment start date 

❖ The employment or OJT 
start date is before the 
OJT Agreement has been 
signed by all parties

❖ Employer offered the job 
before OJT start date

❖ Poor documentation of 
skills gap resulting in 
ineffective training plans

❖ Poor monitoring  or pay out 
of reimbursements

❖ Poor service delivery - Not 
aligning IEP, Career 
Connect services, Career 
Connect case notes and 
training plan (ISTEP)
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Service Delivery
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IEP

Career 
Connect 
Service 
Screens

ISTEP

Career 
Connect 

Case 
Notes
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Poll question 4 
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What is the order of the OJT paperwork?

A. ISTEP, Pre-award, Agreement, Site Visit Form

B. Site Visit Form, ISTEP, Pre-Award, Agreement

C. Pre-Award, site visit, Agreement, ISTEP, 2 Site 

Visit Forms

D. No specific order



1) There is no prohibition to combining OJT with other forms of 
training, such as work experience, classroom, remediation, 
or an ITA.

2) When combining OJT Training with other types of training, 
only the OJT hours are eligible for wage reimbursement.

3) An OJT contract may be made with an employer that has a 
Registered Apprenticeship Program that is registered with 
DOL’s Office of Apprenticeship for training participants but 
only the OJT hours are eligible for wage reimbursement.

4) ITAs and OJT funds may be combined to support to placing 
participants into an Registered Apprenticeship

5) Agencies that intent to develop OJT contracts in connection 
with a Registered Apprenticeship Program should contact 
The Partnership to discuss their plan and obtain written 
approval.

24

OJT and Apprenticeship

@ChiCookWorks #ChiCookWorks
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New Updates to OJT Policy
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❖Public Sector Employees are now 

eligible

❖Staffing Agencies is an eligible employer 

for OJTs (under certain conditions)

❖Expansion of reimbursement rates
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New Forms
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❖OJT Summary Report Form

❖Weekly Hours Form
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OJT Summary Report Form
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Weekly Hours Form
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New Forms Example
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Career Connect 75% reimbursement
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Documentation and Reporting

Documents required for an 
OJT 

• Initial Site Visit

• Pre-Award

• Agreement

• ISTEP

• ISTEP/OJT Site Visit (two are 
required)

Reporting

• Pre-Award (signed)

• Agreement (signed)

• ISTEP (signed before OJT 
starts)

• ISTEP (signed after OJT 
ends)

• ISTEP/OJT Site Visit (must 
be sent after OJT ends)

@ChiCookWorks #ChiCookWorks 31

Email: ExecOJT_ISTEP@chicookworks.org
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Poll question 5 
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You can offer an employer an OJT for a WIOA 

customer who just completed an ITA.

A. True 

B. False 
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OJT: A Valuable Tool
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On-the-Job Training (OJT)  is a valuable tool  that  can 
transform services provided to employers.

Is OJT in your business services 
toolkit?

Questions?



Key Points
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➢The maximum reimbursable training hours is 
1,040.

➢Training should not be more than six months 
(unless there is a special circumstance such as 
lengthy illness). If OJT needs to be extended 
please send David Swanson an email for 
approval. Training agreement will also need to 
be updated to include recalculation of 
reimbursement if total training hours change.

➢Overtime, holiday, vacation pay, orientations or 
regular training provided to all employees 
cannot be counted for reimbursement.



Key Points (cont.)

➢You should invoice only once, unless the 
invoices cross program years.

➢Bill as soon as possible after the OJT is 
completed.

➢Give the employer a realistic timeframe for 
payment (45-60 days after The Partnership 
has received the billing).

➢Disencumber the funds from your contract if 
you are not going to use all the money.

➢Keep track of your performance.
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OJT Policy and Procedure

➢The ISTEP&OJT Procedure and OJT Policy    

Letter can be found in the Help Desk:

https://workforceboard.zendesk.com

➢Both items will be under WIOA Topics.

➢Familiarize yourself with both documents.

➢Questions should be directed to:  

Ahogan@chicookworks.org

36
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Forms Demonstration

➢ OJT Summary Report Form will replace 

the OJT Checklist

➢ Reimbursement Voucher Form

➢ Weekly Hours Form will replace the OJT 

Summary Report

37



ISTEP & OJT Services
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ISTEP Service

➢The “OJT Broker Management Signature 

Date” on the ISTEP is used as both the 

service “Actual Begin” Date and “Projected 

End Date” in Career Connect.

➢

39



ISTEP Service (cont.)

➢ Complete the rest of the screen under   

“State Specific Information” and “Staff 

Information” sections and click Next.

40



ISTEP Service (cont.)

➢Complete the “Service Provider” section of                

the service with your agency information.
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ISTEP Service (cont.)

➢ Click on the “Closure Information” tab and 

close the service successfully for the same 

day.

42



OJT Service

➢Select Training Services as the Activity Level 
for (1A/1D) and 301 Private Sector OJT or 
302 Public Sector OJT as the Activity Code. 
For 1Y select Work Related Services as the 
Activity Level and 443 Private Sector OJT for 
the Activity Code.
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OJT Service (cont.)

➢“Actual Begin Date” and “Projected End 

Date” will match with the ISTEP start date 

and planned end date.

44



OJT Service (cont.)

➢On the “Service Provider” tab, select your 

agency as the provider, the service will be OJT 

Services and the Occupational Training Code 

will be the same as the O’NET code on the 

ISTEP.
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OJT Service (cont.)

➢On the “Worksite Information” section, fill out the 

Employer Information located on the hardcopy of 

the ISTEP.
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OJT Service (cont.)

➢On the “Enrollment Cost” tab, fill out the wage, 

duration and wage reimbursement rate as is 

shown on the hardcopy of the ISTEP.

47



OJT Service (cont.)

➢ If the OJT trainee’s training duration changes after 

the service has been entered, update the 

“Enrollment Cost Information” section and explain in 

the Case Note section. Also, the modified ISTEP 

document should be emailed to The Partnership. 
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OJT Service (cont.)

➢On the “Closure Information tab” click “Add a 

new Case Note” and then add a case note 

indicating in detail that the customer started OJT.

49
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Questions

50



@ChiCookWorks #ChiCookWorks

Survey Questions
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https://fs21.formsite.com/Workforce_Partnership/cbo5ii66lw/index

https://fs21.formsite.com/Workforce_Partnership/cbo5ii66lw/index
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Thank You
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