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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

@ChiCookWorks #ChiCookWorks A



Poll question 1

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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ployed
WIOA
registered
customers
(LIA) earning
less than self-
sufficient
wages
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General Requirements (cont.) TN | soemrionm
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Poll question 2

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 o S i

< Pattern of not retaining « The OJT Agreement is
candidates made to replace laid off
employees

+» Violated or In violation of

L “* Relocation to region within
labor, discrimination,

120 days and the

environmental or health relocation resulted in jobs
and safety laws lost by employees

* Failed meeting previous “* The OJT Agreement can
OJT Agreements not assist, promote or

deter unions
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Poll question 3

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



Pre-Award Checklist and Agreement N\ "

Refer to your handouts

e OJT Pre-Award Checklist Form
 Agreement
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re-Award

e OJT Pre-Award Checklist Form

CHICAGO COOK WORKFORCE PARTNERSHIP

On-the-Job (0JT) Pre-Award Checklist

Section 2: Meeting Federal [Local Criteria
+F|Checking off a box indicates you agree to the statement.

|:| 1. Employer has operated at current location for at least 120 days.

D 1A, Employer in business for less than 120 days and relocated from another area in the U.S.; Employer ensures
employees have not been laid off at the previous location as a result of this relocation.

2. Employer verifies WIOA will not be used to relocate operation in whole or in part.

3. Employer verifies that the establishment, if new or expanding, has not displaced employees from Illinois.

4. The OJT does not infringe upon the promation of or displacement of currently employed workers or a

reduction in their hours,

5. Employer ensures that no individual is on a layoff from the same or any substantially equivalent job in IL.

6. The employer ensures they have not terminated the employment of any regular employee or caused an

involuntary reduction in its workforce with the intention of filling the vacancy with OIT trainees.

7. The employer ensures the same or equivalent position is not open due to a hiring freeze.

8. The QIT trainee is classified as a full-time worker and is not hired for seasonal or temporary employment.

OomE OO OOoo

9. The OJT trainee’s wages are at least equal to $14.00 per hour and are at the same level as other employees
working a similar length of time and doing the same type of work. (Wages must adhere to the QJT policy as

provided by the Chicago Cook Workforce Partnership.)

|:| 10. The employer has the capacity and commitment to ensure that the OJT will address skills gaps specific to

the individual and company staff has the time and knowledge to carry the necessary training.

|:| 11. The employer agrees to cooperate with monitoring and reporting efforts as required by WIOA legislation
and adhere to all other applicable local, state, and federal rules and regulations.

|:| 12. Conditions of employment and training will be in full accordance with all applicable federal, state and local
laws and ordinances (including but not limited to anti-discrimination, labor, and employment laws,

environmental laws or health and safety laws). 29 CFR 37.38(b).

|:| 13. OIT funds will not be used to directly or indirectly assist, promote or deter union organizing.

|:| 14. Employer certifies that the QJT will not impair existing agreements for services or collective bargaining

agreements and that either it has the concurrence of the appropriate labor organization as to the design and
conduct of an OIT, or it has no collective bargaining agreement with a labor organization the covers the QIT

position.

* |sthe occupation in which the OIT is being offered subject to a collective bargaining agreement? If yes,

please indicate the name, title and union affiliation of the appropriate bargaining representative.

Employer Eligibility
- Section 1: Employer Information
1. Employer’s legal business name -
2. Federal Employer Identification Number
(FEIN)
3. Former name(s) under which employer
conducted business
Address
4. Employer Address City, State, Zip
Web Site URL
Name
Title
5. Contact person Telephone
Fax
Email
D Individual
D Partnership
6. Type of Organization D Limited Liability Corporation
D For Profit
D Non Profit
7. NAICS Code
8. Number of current employees
9. Years in existence
10. Is the business being sold or merging with D Yes
another company? Ono
11. Contractor's workers compensation
insurance carrier
12. Policy #
13. Policy pericd
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Pre-Award (cont.)

e OJT Pre-Award Checklist Form

— —

CHICAGO COOK WORKFORCE PARTNERSHIP

Bargaining Representative’s Name

Bargaining Representative's Title

Union Affiliation:

Section 3: Signatures
| hereby certify that the above information is, to the best of my knowledge, true and correct.
Employer Certifying Official - Contact Name

Title

Signature

Date

shs shs

To be completed by Agency Only

Check the appropriate answer - Yes, Mo and N/A

1. Have WARN notices relating to the employer D Yes
been filed in the last year? DNO

2. Has the employer exhibited a pattern of failing to D Yes
provide OJT trainees with continued long-term D No
employment in the last 2 years? DN/'A

3. If question #9 was not checked off of Section 2, D Yes
attach your agency’s email from The Partnership D No
granting a special circumstance approval. D N/A

4. Employer meets all requirements of the QIT pre- D Yes
award. D No

Delegate Agency Name

Delegate Agency Representative Name and Title

Signature

Date
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Agreement

* DATA

2
2018 3

0IT Broker's ABBREVIATION [up to 5 characters) B

0IT Broker's Company Name 5

0IT Broker's Address 6

0IT Broker's City.

'OJT Broker's State 7

0IT Broker's Zip

Contact Name

Contact'sTitle

Contact'sTel

Contact's Fax

Contact's email
8
9
10
11
12
13
14
15
16
17
18

[PREVIOUS PY 0IT with THIS Broker OR OTHER Broker [YES/NO) 19

N=me of OIT Broker from PREVIOUS year:

# TRAINEES still in training: 20
CURRENT P OJT with THIS Broker OR OTHER Broker [YES/NO) 21

Nzme of OIT Broker,

#POSITICNS listed on Employer. 22
lob Title 23
|0*NET-SOC Code 24
Brief lob Description 25

Job, Requirements.
Teol needed to training, 26
Hourly Wage
Reimbursement Rate (36) 27
3 DATA Sections 1 thru 4 JOB TITLE (1) Concurrence (1) ISTEP (1) JOB TITLE (2} @

CHICAGO COOK
WORKFORCE PARTNERSHIP

AmericanJobCenter

Sections 1 throug

Chicago Cook Workforce Partnership
On-the-Job Training (0JT) Employer Agreement

LWIA 7 Broker:
Employer Agreement #

This On-the-Job Training (OJT) Agreement is between (QIT Broker), hereinafter called the OIT Broker and (QJT EMPLOYER),
hereinafter called the Employer. Both parties agree to the terms and conditions set forth within this Agreement. The
Agreement commences in Program Year 2018 , 07/01/18 through 06/30/19.

Section 1. OJT Broker Information

OIJT BROKER: CONTACT PERSON: EMAIL:

OJT BROKER ADDRESS: TELEPHONE #: FAX #:

OJT Broker Certification

(OIT Broker), certifies that a legitimate need for training exists and expects continued employment for the individual(s)
completing On-the-Job Training in the occupation(s) listed in this Agreement as established by the Chicago Cook
Workforce Partnership (THE PARTNERSHIP).

Representative Signature Date

Approval Signature Date

Section 2. Employer Information

EMPLOYER LEGAL BUSINESS NAME: ‘FEIN #

, |WBEFRY sections 1thrud4 | JOBTTLE(1) | Concurrence(l) | BTEP(1) | JOBTWME®@ .. @ ¢ [{[ |
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Agreement (cont.

e Job Title

Chicago Cook Workforce Partnership
0n-the-Job Training (0JT) Employer Agreement

LWIA7 Broker:
Employer Agreement #

Section 1: Job Title Description

CHICAGO COOK

WORKFORCI

e concurrence

PARTNERSHI

I

JOB TITLE #1: 0°NET 50C CODE:

BRIEF JOB DESCRIPTION:

MINIMUM JOBIEDUCATION REQUIREMENTS:

LIST TOOLS OR EQUIPMENT NEEDED TO COMPLETE TRAINING:

WEEKLY HOURS FOR POSITION:

HOURLY WAGE:

REIMBURSEMENT RATE FOR POSITION (3):

REIMBURSEMENT WAGE FOR THIS POSITION:

TOTAL TRAINING HOURS REQUIRED FOR THIS POSI' tarracHenrLoreR's 508 DESCRIPTION 8HD TRAINEE S RESUME AFTER ISTEF, A5 WELL ASFROVE IMRESULTS OF OTHER THIRDFARTY ASSESSH

POTENTIAL REIMBURSEMENT FOR ONE POSITION: (MAXIMUM 1S $10,000)

NUMBER OF TRAINEES REQUESTED:

POTENTIAL REIMBURSEMENT FOR ALL POSITIONS:

Section 2: Training Supervisor Assigned to Trainee

NAME OF TRAINING SUPERVISOR ASSIGNED TO TRAINEE:

TITLE OF TRAINING SUPERVISOR ASSIGNED TO TRAINEE:

SUPERVISOR'S EMAIL:

SUPERVISOR'S PHONE NUMBER:

WILL TRAINING BE DONE ON EMPLOYER PREMISES? (IF NOT, PROVIDE TRAINING LOCATION)

@ChiCookWorks #ChiCookWorks

Chicago Cook Workforce Partnership
On-the-lob Training (OJT) Employer Agreement

LWIA 7 Broker:
Employer Agr 1t #

Section 1: Concurrence of the Collective Bargaining Agent
Complete this information if the OUT position is subject to a collective bargaoining ogreement.

lob Title:

1) Isthis an apprentice occupation?
If yes, please attach to this agreement a copy of the letter sent to the Bureau
of Apprenticeship and training.

2) Is the occupation in which the QJT is being offered subject to a collective
bargaining agreement?

If yes, indicate the name, title, and union affiliation of the appropriate
bargaining representative

BARGAINING REPRESENTATIVE'S NAME:

ves[ ]

ves[ |

no[ ]

no[ ]

BARGAINING REPRESENTATIVE'S TITLE:

BARGAINING REPRESENTATIVE'S UNION AFFILIATION:

BARGAINING REPRESENTATIVE'S SIGNATURE:

Section 1 A: Advice and Comments of Collective Bargaining Agent(s)

1) If the occupation is not covered by a collective bargaining agreement, are there
other occupations within the company/corporation covered by such agreements?

If you check Yes, the other bargaining agencyis) at the company,/corporation must
be given written notification of the On-the-Job Training proposal, inviting advice
within thirty (30) days. Written notification must be attached to this Employer
agreement.

D

ves[ |

no[ ]

sizniane




Agreement (cont.)

- ISTEP (Individualized Services Training and Employment Plan)

Chicago Cook Workforce Partnership
On-the-Job Training (0OJT) Employer Agreement

LWIA 7 Broker:
Employer Agr t i
Sec. 2 Individualized Sarvices Training and Employment Plan (ISTEP) ONET Code; JOBTITLE:
OIT Broker Information Employer Information
Mame Mame
Address hddrezs
Phone Phene
Fax Fax
IE-m:u\ E-mail
Signatures: BEFORE training BEGINS BEFORE training BEGINS BEFORE training BEGINS AFTER training is COMPLETED
T Broker Mgme Stgnat Dave | GFF Broker Signais Do | Featnee  Siatre e | Emplayer Signate o | Emmplager Sinatrs Tte
AP s o Planned Funding T REmb. |\ oy Wage Potential Adj. Hrs. 0T Wage
Ghare e fier) Start Date End Date Source % Reimbursement (Haurly Uage "Fiste)

MAXIMUM REIMBURSEMENT NOT TO EXCEED $10,000 PER ISTEP (OJT WAGE X TOTAL ISTEP HOURS) Rev. 6/30/2018

Planned Adjusted N Skill Attained?
Haours Hors Parformance Indicator Assessment Method ¥ or N}

Skills to be Acquired Existing Skills
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ISTEP Development Part 1 L W oot

Created on DATA Spreadsheet
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ISTEP Development Part 2 o S

Created directly on ISTEP

A
V.,

A
N .
pn

oL
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OJT/ISTEP Site Monitoring Form

5] T
OJT/ISTEP Site Monitoring — Instructions
+ Agency Name - Add your agency complete name
OJTll‘STEP Site Monitoring + Company Name - Provide the name of the company per the OIT agreement
This form is used to document ISTEP. Must be completed at 25% and 50% of training +  Company Contact - Include the supervisor contact name and title
Agency Name Click or tap here to enter text. s Company Address - Complete worksite address listed in the QIT agreement
Click or tap here to enter text. Click or tap here to enter text. s Trainer(s) - Include the namel(s) of the trainer(s) at the QIT worksite
Company Name Company Contact * Employee Name - Include the name of the OJT employee
Click or tap here to enter text. Click or tap here to enter text. * Employee Job Title - Provide the job title of the employee’s position at the OJT worksite
Company Address Trainer(s) Name(s) * Employee SSN — Include the employee social security number, only the last four digits
Click or tap here to enter text. Click or tap here to enter text. * Wage Rate - Add the current wage that the position is paying at the QJT worksite
Employee Name Employee Job Ttle ® If the trainer is different or more than one person, please add the name(s) in the notes section (1)
Click or tap here to enter text. Click or tap here to enter text. » Add a note about the equipment if it is necessary in the notes section (2)
Employee SSN (last four digits) Wage Rate ® Wages should be similar as other employees doing the same type of work (3)
®  Please add any expressed health or safety concerns in the notes section (4)
Check Yes, No, or N/A for the following statements: Yes| No | N/A ®  Training should be similar to the Individualized Services Training and Employment Plan (5)
1. The trainer is the same person listed in the ISTEP. If not, identify the new trainer(s) (add note). o|lo| o s+ If applicable, add your agency name here as well (5]
2. The equipment/teols needed for training are accurately stated in the ISTEP. Oo|lo| o » Ifapplicable, add a note about the issues mentioned by the QJT participant (7)
3. OIT participant is been compensated at a rate equal or greater than identified in the ISTEP. o|o|o e Need to further follow-up - Add additional concerns in the Need for further follow-up section
4. Have any safety or health concerns been expressed? If yes, add note. o|(o| o ® Notes - Please include notes as necessary
5. Training was observed and is consistent with the ISTEP. o|lOo| o *  Site Monitoring Conducted by - Add the name of the persen doing the site menitoring, agency and phone
6. Are there any modifications to the training? If yes, have modifications sent to Click or tap here to o|ofo number
enter text. s Date - Include the date of the site menitoring.

7. After soliciting feedback from the QT participant report, are there any issues raised that need to o|(o| o

be addressed? (add note).

Need for further follow-up:

Click or tap here to enter text.

Notes:

Click or tap here to enter text.

Notes:

This form must be completed at 253% and 50% of training dates

Career Connect must be updated for both candidate and employer. Services should be added after each visit
Add the site monitoring form in the OJT waorksite file. Email electronic versions at the end of training (ISTEF) to
ExecOJT_ISTEP@workforceboard.org

Make sure you mention to the OJT worksite that if the contact person changes the QIT worksite must inform
your agency ASAP

Changes to an ISTEP might be okay, but they must be reported to your agency for ISTEP modification
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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

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

@ChiCookWorks #ChiCookWorks
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AmericanJobCenter

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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Poll question 4

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



OJ

1)
2)

3)

4)

5)

and Apprenticeship

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

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

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.

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

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.
@ChiCookWorks #ChiCookWorks A



CHICAGO COOK
New Updates to OJT Polic o B i
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“*Public Sector Employees are now
eligible

*» Staffing Agencies is an eligible employer
for OJTs (under certain conditions)

“*EXxpansion of reimbursement rates

@ChiCookWorks #ChiCookWorks A
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OJT Summary Report Form
‘*Weekly Hours Form
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OJT Summary Report Form

AutoSave ['I:é '4) v 07

/O Search

OJT Summary Report... - Last Modified: August 31 v

File Home Insert Page Layout Formulas Data Review View Automate Developer
Al h fx OJT SUMMARY REPORT FORM
A A B D E F G H ] J K L M N o P

0JT SUMMARY REPORT FORM

' PROGRAM INFORMATION

TRAINING DATES/HOURS/WAGE CALCULATION

1

2

3

4 .|

5 |DATE:
6

7

8

START DATE:

| INVOICE: END DATE:
9. ADJUSTED ISTEP HOURS:
10/
11 AGENCY: CONTRACTED HOURLY WAGE:
12|
13 PROGRAM: REIMBURSEMENT PERCENTAGE RATE:
14
15 REIMBURSEMENT HOURLY WAGE:
16: EMPLOYER INFORMATION:
17 REIMBURSEMENT AMOUNT: _$
18 |Name:
19 | Address
20 [city, State, Zip DOCUMENTS ATTACHED SUMMARY
21 |FEIN: OJT Summary Report Form O
22 Contact: Reimbursement Voucher Form O
23 |Email: Summary of Wages Form O
24 |Telephone: Daily Work Hour Documentation (Timesheets) O
25 |NAICS: Payroll Documentation * O
26 | NAICS Industry: setect the payront provided paystubs
27 Career Connect OJT Service Printout ** O
28| Copy of ISTEP with appropiate signatures O
29 TRAINEE INFORMATION Weekly Hours Form *** O
30 Name special Population (Attached copy of Career Connect O
31 sSN printout verifying Special Population)
32 |cC state ID 1 veteran =]
33 Job Title 2 Documented Disability O
34 |O'Net Code 2. Justice Involved/Returning Resident O
ES . Basic Skills Deficient O
36 AGENCY INFORMATION 5. Homeless O
37 Name Less than 50 full-time employees (Attach signed Pre- 0
38 Address Award Checklist)
39) OJT leads to industry recognized credential (Attach
40 |FEIN: copy of credential)
41 |Contact:
42 |Email:

43 [Telephone

44 BSR

OJT Summary Report Form
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Weekly Hours Form

AutoSave [EH’E

IOV

OJT Summary Report... + Last Modified: August 31 v

File Home

Insert

Page Layout

I

E

Formulas

Data

Review

View

Automate

Develo

o B e

Agency

Participant Name
Employer
Employer Address:
Employer Contact:

€C State ID:
Title

WEEKLY HOURS FORM

Start Date
Week # End Date

Approved
Training
Hours

Payroll
Total
Hours

Regular
Payroll
Gross

Earnings

Calculated
Regular
Hourly
Wage

Notes/Remarks

Total Hours Listed:

0

Maximum reimburable training hours per week: 40 HOURS

Total Payable Hours:

[

Wage.

| Total Payable Hours CANNOT exceed 1040 HOURS'

\Wage is CONTRACTED wage * Reimbursement PERCENT

Total

I
I's
[s

| Total

CANNOT exceed $10,000.00

olole

1S - | CONTRACTED Hourly Wage [stated on the OIT Agreement)
0.00% Reimbursement Percent Rage (stated on the OJT Agreement)
[$ - | HourlyReimbursement Wage
Total ADIUSTED Training Hours (stated on the Trainee's ISTEP)
Total DOCUMENTED Training Hours (above)
Reimbursable Training Hours that lack documentation

Employer Signature

Date

@ChiCookWorks #ChiCookWorks
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New Forms Example

AutoSave [II:SH ") v 7 = OJT Summary Report F OIT Summary Report F..
EilD Hema REer Page Layout Formulas Data Review \ File  Home Insert  Pagelayout Formulas Data  Review View  Automate  Develop
A5 M fx A5 S k&
A4 A B C D E F G H J 4 A B C D E F G H ] K
1 OJT SUMMARY REPORT FORM 1] WEEKLY HOURS FORM
INSTRUCTIONS INSTRUCTIONS

General Guidelines: Include this form as the main cover page for the OJT Reimbursment package.

- General Guidelines: Include this form as the weekly hours form for the OJT Reimbursment package.

2
3
4
5
6 Agency, participant name, employer, employer address, employer contact will populate automatically
7
8
9

PROGRAM INFORMATION

Date: Add current date

Invoice: Add invoice number from your agency

9 Agreement: Add agrement number

10 Agency: Add your Agency name

11 |Program: Add OJT program funding (Adult 1A, Dislocated 1D, or Youth 1Y, or special grant)

2
3
4
5 [
6
7
8

from the OIT Summary Report Form.
CC State ID, and title will populate automatically from the OJT Summary Report Form.

12

13 EMPLOYER INFORMATION 10 Week #: Add the week(s) number of the duration of the OJT

14 |Name, Address, City, State, Zip: Add employer information 11 Start Date End Date: Add start and end date of the OIT

15 FEIN: Add Federal Employer Information Number 12 Approved Training Hours: Add the number of approved training hours

16 Contact, Email, Telephone: Add employer contact name, email, and phone number

17 NAICS, NAICS Industry: Add employer NAICS, and NAICS Industry 13 Payroll Total Hours: Add the total payroll hours

18 14 Regular Hours Gross Earnings

19 TRAINEE INFORMATION 15 Calculated Regular Hourly Wage

20 |Name: Add participant full name 16 Notes/Remarks: Add additional information for that week

21 |SSN: Add participant Social Security Number 7

22 |CC State 1D: Add participant Career Connect Identification Number

23 |Job Title: Add participant work title 18 Total Hours Listed: Total Hours will be added automatically

24 O'Net Code: Add participant work O'Net Code https://www.onetcodeconnector.org/ 19 Reimbursement Wage: Reimb. Wage will be calculated automatically

22 20 Total Reimbursement: Total Reimb. will be calculated automatically

26  AGENCY INFORMATION 1 . .

27 Name, Address: Add agency name, address, city, state, zip code 21 CONTRACTED Hourly Wage will populate automatically from the OJT Summary Form

28 FEIN: Add agency Federal Employer Identification Number 22 Reimbursement Percent Rage will populate automatically from the OIT Summary Form
29 Contact, email, telephone: Add agency contact name, email, and telephone number 23 Hourly Reimbursement Wage will populate automatically from the OIT Summary Form
30 BSR: Add agency Business Representative name 24 Total ADIUSTED Training Hours will populate automatically from the OJT Summary Form

31
32 TRAINING DATES/HOURS/WAGE CALCULATION

25 Total DOCUMENTED Training Hours will populate from the total payable hours (C43)

33 Start Date: Add OJT start date 26 Reimbursable Training Hours that lack documentation will populate from calculating Total Adjusted
34 |End Date: Add OJT end date 21 |minus Total Documented
35 | Adjusted ISTEP Hours: Add adjusted ISTEP Hours 28 Must include the signature and date from the employer
36 |Contracted Hourly Wage: Add hourly wage for participant from agreement . =l
— { _ (O Nl Bilail i Weekly Hours Form Instructions @
3 \ QJT Summary Report Form \_ OJT Sum. Rep. | =
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CHICAGO COOK

Career Connect 75% reimbursement N e

Worksite Information

Worksite Name: GenHarp Clinical Solutions
Address: 730 S Western Suite 218
City: Evergreen Park

State: lllingis

Zip Code: 60805

Contact Mame: Asia Beamon

Phone Number: 872 - 205- 37194

E-mail Address: asia@genharpclinicalsollutions.health
Hourly Wage: 51500

Weekly Hours: 430

Is this a green job?: Mo

Enrollment Cost Information

Total OJT Wage Costs 5 4,563.00
Wage % 13.5000
Wage Type Hourly
Duration 338.000
Wage Reimburse Rate 75 Applicable
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CHICAGO COOK

Documentation and Reporting ™

Documents required for an Reporting

OJT

* [|nitial Site Visit .
 Pre-Award .
 Agreement .
 |STEP

« [STEP/OJT Site Visit (two are *
required)

Pre-Award (signed)
Agreement (signed)

ISTEP (signed before OJT
starts)

ISTEP (signed after OJT
ends)

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

Email: ExecOJT ISTEP@chicookworks.org

@ChiCookWorks #ChiCookWorks ‘



Poll question 5

You can offer an employer an OJT for a WIOA

customer who just completed an ITA.
A. True

B. False

@ChiCookWorks #ChiCookWorks



OJT: A Valuable Tool

On-the-Job Training (OJT) is a valuable tool that can
transform services provided to employers.

Is OJT in your business services
toolkit?

Questions?

@ChiCookWorks #ChiCookWorks A



Key Points

» The maximum reimbursable training hours Is
1,040.

» Training should not be more than six months
(unless there Is a special circumstance such as
engthy iliness). If OJT needs to be extended
nlease send David Swanson an email for
approval. Training agreement will also need to
ne 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
nas received the billing).

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

» Keep track of your performance.




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



mailto:Ahogan@chicookworks.org

Forms Demonstration

» OJT Summary Report Form will replace
the OJT Checklist

> Reimbursement Voucher Form

» Weekly Hours Form will replace the OJT
Summary Report



CHICAGO COOK

\ WORKFORCE PARTNERSHIP

AmericanJobCenter

ISTEP & OJT Services

* Find the Activity Code field and click on the Select Activity Code
+ Select activity code 2217 Individualized Services & Training Plan (ISTEP) for QT (Formerly SATO)

—Same Day Service (for Adult/Dislocated Worker) or activity code 428 Individualized Services &
Training Plan (ISTEP) for OJT {Formerly SATQ) —Same Day Service (for Youth).




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.

:
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PLEASE NOTE: An ISTEP Service is opened and closed on the same day since this considered a
Same Day Service. Also note that the ISTEP Service displays as “Career Planning” in IWDS5.



ISTEP Service (cont.)

» Complete the rest of the screen under
“State Specific Information™ and “Staff
Information” sections and click Next.

Gerwan Helated.




ISTEP Service (cont.)

» Complete the “Service Provider” section of
the service with your agency information.




ISTEP Service (cont.)

» Click on the “Closure Information” tab and
close the service successfully for the same
day.

- - gareer Clowwre Informetion

ONNECL ™ page Gaplays activity casre infoemation for the specified participant




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.




OJT Service (cont.)

»“Actual Begin Date” and "Projected End
Date” will match with the ISTEP start date
and planned end date.




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.




OJT Service (cont.)

» On the “Worksite Information” section, fill out the
Employer Information located on the hardcopy of
the ISTEP.




OJT Service (cont.)

» On the “Enroliment Cost” tab, fill out the wage,
duration and wage reimbursement rate as is
shown on the hardcopy of the ISTEP.
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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.



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.

Plaurte checi 12 happre ! Yot
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S - \ WORKFORCE PARTNERSHIP
urvey Questions o
American Center

https://fs21.formsite.com/Workforce Partnership/cbo5ii66lw/index
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https://fs21.formsite.com/Workforce_Partnership/cbo5ii66lw/index

CHICAGO COOK
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AmericanJobCenter
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