Trade On-The-Job Training (OJT) Agreement

Participant (Trainee) Information
	LWIA #:       
	Participant SSN:  XXX-XX-

	Participant Name: 
	
	

	Street Address:

	Apt.: 

	City: 
	State:      
	Zip:       

	Phone Number(s): Cell (   )    -      
	Home (   )    -      
	Email: 


Employer Information
	ADVANCE \u 0"Employer Name:      
	FEIN:       

	Address (Facility of employment):      

	City:     
	State:  
	Zip:     -    

	Employer Contract Administrator:      
	Contract Administrator Title:      

	Phone: (   )   -    , ext     
	Email:       


OJT/Classroom Training Information
	OJT Start Date:    /  /    
	OJT End Date:    /  /    

	OJT Job Title:       
	O-NET Code:       

	Supervisor Name:       
	Phone Number:  (   )    -      

	 FORMCHECKBOX 
 Copy of job description attached   OR 

     Description of job duties:       

	Starting Hourly Wage:  $     
	Will the wage increase during training?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 
If yes, please provide dates and amounts:      

	Total OJT Weeks (Employer Training):       

	Classroom Training Start Date:    /  /    
	Classroom Training End Date:    /  /    

	Total Classroom Training Weeks (if applicable):       

	 FORMCHECKBOX 
  OJT and Classroom Training 

      Conducted Concurrently
	 FORMCHECKBOX 
  OJT and Classroom Training

      Conducted Sequentially

	A copy of Form #008a OJT Training Plan is attached to this agreement    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Six conditions of training are met   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If No, this OJT cannot be approved
	Form #006 for classroom training completed, if applicable

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No




Contract Reimbursement Calculation
	Trade Program funds can be used to pay the trainee’s expenses associated with the educational or instructional component (e.g., classroom and distance learning, tools, uniforms, equipment, and books) for a trainee’s participation in an OJT program.  The cost of tools, equipment, unforms and books is covered only if such items are normally required to be purchased by an individual hired into this position and not provided by employer.  An itemized list of the items must be provided.  The items remain the property of the Trade program until completion of the training program.  If the program is not completed, the items must be returned to the Trade program.  The cost of training related consumables are for those general supplies required by a student to successfully complete his/her training class or program.

	Wage Reimbursement Calculation

	      Hourly Wage Rate to be paid for Trainee:
	$     

	      Number of Training Hours:
	       

	      Sub-Total Training Wages

          (Hourly Wage Rate x Number of Training Hours)
	$     

	      Negotiated Reimbursement Rate (cannot be more than 50%) 
	       %

	      Wage Reimbursement

          (Sub-Total Training Wages x Negotiated Reimbursement Rate)
	       

	Classroom Training Calculation

	      Tuition
	$     

	      Books, Tools, Uniforms, Equipment and Supplies
	$     

	      Classroom Training Amount
	$     

	Transportation/Subsistence Calculation


	      Is Trainee eligible for transportation/subsistence?

          (Participant may be eligible for transportation/subsistence assistance for travel to OJT

            worksite and/or to classroom training attended)

          (Form #005 with Google Map Printout required for each location)
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	      Total Transportation/Subsistence Amount from Form #005
	$     

	Total OJT Contract Amount

      (Wage Reimbursement + Classroom Training Amount + Total 

       Transportation/Subsistence Amount from Form #005)
	$     

	WIOA Leveraged Funding
     Are Trade Program funds being leveraged with WIOA funds for this OJT?  
     If so, how much is being paid by WIOA?

     Total funded percentage of contract with the combination of Trade and WIOA Funds

      (Cannot exceed 75% of the total agreement)
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
$     
     %

	NOTE:  Invoices must be submitted on a monthly basis by the employer for reimbursement


Conditions of this Agreement
	O 
20 CFR 618.635 Work-Based Training

OJT – OJT is work-based training provided under contract with an employer in the public, nonprofit, or private sector to a Trade participant (trainee) who is employed by the employer.   OJT may be approved if the trainee meets the requirements under 20 CFR 618.610, 618.615, and 618.665.
OJT Requirements:
· The OJT can reasonably be expected to lead to suitable employment with the employer offering the OJT;

· The OJT is compatible with the skills of the trainee;

· The OTJ includes a curriculum through which the trainee will gain the knowledge or skills to become proficient in the job for which the trainee is being trained;

· The OTJ can be measured by standards or targets that indicate that the trainee is gaining such knowledge or skills;

Related Education:

· Related skills training provided as part of the OJT contract sponsored by the employer may be provided in conjunction with the OJT.  Such training may be provided at the employment site, or at educational institutions, or other locations.  Trade program funds can be used to pay the OJT trainee’s expenses associated with the educational or instructional component (e.g., classroom and distance learning, tools, uniforms, equipment, and books) for a trainee’s participation in an OJT program.

Duration:

· The duration of the OJT must be appropriate to the occupational goal for which the trainee is being trained, taking into consideration the skills requirements of the job for which the trainee is being trained, the academic and occupational skill level of the trainee, and the work experience of the trainee;

· The duration of the training must be long enough for the trainee to become sufficiently proficient in the occupation for which the training is being provided to enable the trainee to perform as well as workers in comparable positions within the firm;

· The OJT must not exceed the specific vocational preparation required for the occupation, as listed on O*NET (www.onetonline.org); 

· The OJT must not exceed 104 weeks in any case;

Exclusion of certain employers:

· An OJT contract may not be entered into with an employer that exhibits a pattern of failing to provide workers receiving OJT from the employer with:
· Continued long-term employment as regular employees; and

· Wages, benefits, and working conditions that are equivalent to the wages, benefits and working conditions provided to regular employees who have worked a similar period of time and are doing the same type of work as trainees receiving the OJT from the employer.

Reimbursement:

· Pursuant to the OJT contract, the employer is provided reimbursement of not more than 50 percent of the wage rate of the OJT trainee, for the costs of providing the training and additional supervision related to the training.

· The reimbursement for the OJT must be limited to the duration of approved training as specified in the OJT contract.

Approval of the costs of OJT:

· OJT costs may be approved if all of the following are met:
· No currently employed individual is displaced (including a partial displacement, such as a reduction in the hours of non-overtime work, wages, or employment benefits) by the trainee.

· Such training does not impair existing contracts for services or collective bargaining agreements;

· In the case of training that would be inconsistent with the terms of a collective bargaining agreement, written concurrence has been obtained from the concerned labor organization;

· No other individual is on layoff from the same or any substantially equivalent job for which the trainee is being trained;

· The employer has not terminated the employment of any regular employee or otherwise reduced the workforce of the employer with the intention of filling the vacancy by hiring the trainee;

· The job for which the trainee is being trained is not being created in a promotional line that will infringe in any way upon the promotional opportunities of currently employed individuals;

· The training is not for the same occupation from which the trainee was separated with respect to which the trainee’s worker group is covered under a certification;

· The employer has not received payment under the Trade program or under any other Federal law for any other OJT provide by such employer that failed to meet the requirements above or the requirements of the other Federal laws governing employment practices; and

· The employer has not taken, at any time, any action that violated the terms above with respect to any other OJT provided by the employer for which a payment has been made under the Trade program.

Payment of the costs of OJT:
· The costs of OJT that are paid from Trade program funds must be paid in monthly installments.

TRA Eligibility During OJT:

· A trainee may not be paid TRA for any week during which the trainee is in OJT and, therefore, may be ineligible for HCTC, if available.

RTAA Eligibility During OJT:
· Trainees enrolled in OJT may be eligible for RTAA.  All of the requirements for RTAA must be met.

Use of WIOA Funds for OJT:
· Trade Program funds may be leveraged with Workforce Innovation Opportunity Act (WIOA) funds to provide a reimbursement rate equal to that allowable under WIOA.  See WIOA section 134(c)(3)(H) (29 U.S.C. 3174(b)(3)(H)).

No OJT for Adversely Affected Incumbent Workers:
· An OJT must not be approved for an Adversely Affected Incumbent Worker.




Employer/LWIA Certification for OJT

	The undersigned hereby agree to all the terms and conditions in this OJT Agreement.  The LWIA and employer each represent that it has full and complete authority to enter into this agreement and that the individual signing this agreement has been duly authorized to execute such agreements.  Upon signature of all parties, this agreement is valid, binding, and enforceable.

	Employer Representative Signature:       

	Date:         

    
/ FORMTEXT 

    
/

	Local Workforce Innovation Area Representative Signature:       

	Date:         

    
/ FORMTEXT 

    
/


Participant Agreement

	As the beneficiary of this agreement and contract, you agree to the following, signified by your signature below.

1) I agree to undertake this program in good faith with the intention of successfully completing the specified training program.
2) I agree to make satisfactory progress in all of my classes and work-based learning.  Any academic difficulties will be reported immediately to the LWIA career planner.  Training plans at risk of non-completion could lead to termination of training-related benefits.

3) I agree to communicate with my career planner monthly, or more frequently, if necessary, to report attendance, progress and/or difficulties.

4) Classroom Training Recipients:  I agree to provide my career planner bi-weekly attendance sheets, a semester schedule (including course number, title, and time of class meeting) before the beginning of each semester and a copy of transcripts (including latest grades).  Grades/transcripts must be received by the career planner within fourteen (14) days of the completion of each semester.  Upon the completion of training, I agree to provide a copy of the diploma or certificate to my career planner.

5) I agree not to deviate from the approved training program without a training plan modification that is pre-approved from State of Illinois state merit staff.  Any changes made without prior approval could lead to termination of all Trade training-related benefits.

6) I understand that only required books, materials, equipment, supplies, etc. may be provided for me.  I acknowledge that all books, materials, and equipment remain the property of the State of Illinois, until I successfully complete the specified training under the Trade program.  Materials must be pre-approved in writing.

7) I understand that I could be liable for tuition, associated costs, and/or benefits if I knowingly and willfully deviate, abandon, or make unauthorized changes to an approved training plan.

8) I understand that Trade Readjustment Allowance (TRA) benefits are not payable for any employer-based training (On-the-Job Training, Apprenticeship Training, and Customized Training).  I understand that by undertaking employer-based training, I will be forfeiting any rights to TRA.



	The undersigned hereby attest that this information is true, correct to the best of his/her knowledge and there is no intent to commit fraud.  By signing below, the participant understands that he/she is responsible for timely/accurately informing his/her career planner of any changes to this information.  Falsification or misrepresentation of information may place benefits at risk or create personal liability.

	Participant Signature:       

	Date:         

    
/ FORMTEXT 

    
/

	Career Planner Signature:      

	Date:         

    
/ FORMTEXT 

    
/

	APPEAL RIGHTS
If you disagree with this determination, you may complete and submit a request for reconsideration/appeal. A letter will suffice if you do not have an agency form. Your request must be filed with the Illinois Department of Employment Security (“IDES”) within thirty (30) calendar days after the date at the top of this letter. If the last day for filing your request is a day that IDES is closed, the request may be filed on the next day that IDES is open. Please file the request by mail to:  IDES P.O. Box 19509 Springfield, IL  62794 or fax to:  217-557-4913.  Any request submitted by mail must bear a postmark date within the applicable time limit for filing. 
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