THE MISSISSIPPI PARTNERSHIP

ON-THE-JOB TRAINING PROGRAM

What is On-the-Job Training?

The definition of On-the-Job Training as described in the Workforce Innovation and Opportunity Act (WIOA) is training provided by an employer that is provided to a paid participant while engaged in productive work that:
· Provides knowledge or skills essential to the full and adequate performance of the job;

· Provides reimbursement to the employer of up to 50% of the wage rate of the participant, except as provided in section 134(c)(3)(H), for the extraordinary costs of providing the training and additional supervision related to the training; and

· Is limited in duration as appropriate to the occupation for which the participant is being trained, taking into account the content of the training, the prior work experience of the participant, and the service strategy of the participant, as appropriate.

Although the person is hired by an employer, he or she is still a WIOA participant.

The Purpose of this OJT Employer Information Packet:

The Workforce Innovation and Opportunity Act as enacted by Congress is a complex document that lays out specific guidelines and restrictions for the WIOA on-the-job training program.  It is important that employers who are considering participating in the WIOA on-the-job training program understand these rules prior to their signing an OJT contract. Employers who have employees who serve on the Mississippi Partnership Local Workforce Development Board are not eligible for OJT services.
We ask that all employers carefully read the information in this packet and discuss the program with their OJT service provider to fully be aware of who may be trained, how the reimbursements will be handled, and other important issues.

Thank you for considering working with The Mississippi Partnership’s on-the-job training program.  May it be a beneficial experience for both your business and for those individuals who receive needed training through your OJT contract.

I. Arranging for an OJT Contract
A. Benefits to the employer
The current employment market may require hiring, promoting, or retaining an employee who lacks the specialized knowledge to perform his/her job fully and effectively.  The Workforce Innovation and Opportunity Act of 2014 passes your federal tax dollars through the Mississippi Department of Employment Security to the local level to assist in offsetting your on-the-job training costs.

An on-the-job training contract can provide your business with a reimbursement of up to 50% of the wages paid to eligible employees during their training period.  In addition, those employees may be eligible for assistance with the purchase of work-related tools or apparel, further increasing the chances for that employee’s success.

B. Who should an employer contact to receive an OJT contract?
Information concerning the process of being approved for an OJT contract is available at your local WIN Job Center.
II. Employee Eligibility

A. Who is eligible for OJT approval?
Trainee eligibility is arranged by staff located at the local WIN Job Centers, in coordination with the appropriate OJT service provider.  Basically, four groups of individuals are eligible:

1. Under-employed adults age 18 and over;

2. Workers who have been laid off from another job and who are unlikely to return to their previous industry or occupation;

3. Unemployed adults age 18 and over; and

4. Displaced homemakers re-entering the workforce.

Contact your local WIN Job Center for any additional requirements.

B. How are individuals approved for training?
Most WIN Job Centers have a pool of eligible individuals to draw from when you have an opening. Your current employees, if they are under-employed, will need to have their eligibility determined by visiting a WIN Job Center or by arranging for a WIN Job Center-based representative to visit your business.  No OJT reimbursement should be counted on until eligibility is completed, the OJT contract is signed, the training outline is done, and the training length is approved.
C. How is the training length determined for OJT participants?
The OJT service provider, in consultation with the  employer, will determine the job title of the position to be trained for.  Using the O-Net (Occupational Information Network), the maximum length of the training will be determined.  Length of training will vary between occupations, and may also be influenced by the learning and physical abilities and prior experience of each employee that is entered in training.  The approved training period must be limited to the time period required for an individual to become proficient in the occupation for which the training is being provided.  However, no training period will be for less than 160 hours or for more than 1,040 hours.

III. Reimbursement

A. How does the business get reimbursed?
The total amount of the payment to the employer for each individual trained in OJT may be up to 50% of the wages paid to these trainees, exclusive of fringe benefits, shift premiums, and overtime, during the training period. The reimbursement amount shall not exceed $15 per hour. Reimbursement to the employer for the extraordinary costs of the training is made in one payment after submission of invoices to the service provider. Overtime hours will apply toward the hours of completion of training but WIOA will only be able to reimburse the employer at the fixed unit price for overtime hours.

· After the employee has completed all training and has worked for 40 additional hours, then 100% of the Total Fixed Price of the training for that individual will be filed.

· All requests for reimbursements should be submitted within one month after the OJT contract’s end date.

B. What happens if an OJT employee quits or gets fired?
If the employee loses his job, the employer should immediately notify the OJT service provider.  If appropriate, that individual will be replaced in the training program.  No further payments will be made to the employer for the wages of the discharged individual, but if he is replaced, the employer may have another approved employee begin an OJT and will be reimbursed.

IV. General OJT Guidelines

A. Employer rules for OJT contracts 
1. Employed Individuals
a. An individual trained under OJT may already be employed, but must not be earning a self-sufficient wage as defined by the Mississippi Partnership Local Workforce Development Board. For the current program year the amount of this wage is $23.11 per hour.

b. For persons already employed, the service provider must document that the on-the-job training is necessary due to the introduction of new technologies, introduction to new production or service procedures through cross-training to retain existing workers, upgrading to new jobs that require additional skills, or workplace literacy.

2. Prior Experience
Participants are not to be trained for occupations in which they possess prior experience unless it can be documented that circumstances exist to justify an exception:

a. Although the individual has similar experience, the OJT relates to the introduction of new technologies, introduction to new production or service procedures, upgrading to new jobs that require additional skills, or workplace literacy.

b. Experience was gained prior to significant changes in occupational skill requirements, technological advances, and licensing / certification requirements.

3. Comparable treatment
All employers who participate in OJT contracts covered by WIOA funds are required to provide approved trainees wages, fringe benefits, and working conditions at the same level as similarly situated employees.  At the successful completion of training, the employer agrees to retain the individual as an unsubsidized employee.

4. 50% Rule
As a general rule, no more than 50% of a company’s workforce may be enrolled in OJT at any one time.  In a few circumstances, this rule may be extended (such as major plant expansions or start-ups).

5. Relocation
If an employer has relocated from another location, standardized pre-award criteria must be completed by the On-the Job Training contractor to verify whether or not the establishment is relocating employment from another area.  If the relocation of the establishment results in the loss of employment for any employee of that establishment at the original, WIOA funds may not be used for On-the-Job training until 120 days after the date on which the establishment commences operations at the new location.

6. Full-time Employment
To qualify for reimbursement through WIOA funds, all positions are to be full-time, long-term employment (at least 35 hours per week).

7. Exceptions to Full-time Employment
In the initial phases of opening a new industry, an exception to the full-time employment rule may be granted to provide for less than 35 hours during the initial training period.  Other questions concerning what can and cannot be done should be addressed to the WIN Job Center representative or OJT service provider.

8. Hiring close relatives
Employers are also prohibited from hiring close relatives in OJT positions.  Other questions concerning what can and cannot be done should be addressed to the WIN Job Center representative or OJT service provider.

9. Demand Occupations
All OJT service providers must ensure that the occupations for which individuals are to be trained are demand occupations that have the promise of long-term employment and upward mobility.  Individuals shall not be placed into situations where there is really no “training” required; i.e. receptionist, errand runner, phone answerer, etc.

10. Retention track record
Employers with good track records of training and retaining employees will be eligible to receive additional OJT contracts.  If the job retention rate drops, the employer and WIN Job Center should attempt to work together to fix the problem.  If retention stays low, future OJT contracts will not be written.

11. Records keeping
Payroll and time and attendance records should be supplied to the service provider to support any amounts reimbursed under the OJT contract.
12. Employee Contact
The employer must be willing to have the OJT service provider contact the trainees periodically during and after the training, either by telephone or by on-site visits.
B. OJT rules for participants

1. Before being entered into an OJT program, an individual must have his or her WIOA/OJT eligibility established at the local WIN Job Center.

2. The individual must meet with a WIOA case manager to assess that individual’s need for training and his ability to complete that training.  An individual employment plan will then be developed, and the person will be matched with an appropriate employer.

3. The individual is then sent to the employer for an interview, and the employer will evaluate that individual as they would any applicant.  The employer always has the choice whether or not to hire persons who are referred to him under the OJT program.

V. Workers’ Compensation

All federal and state health and safety standards apply to working conditions of participants engaged WIOA OJT programs.  The Regulations state, “If a State workers’ compensation law applies to a participant in work experience, worker’s compensation benefits must be available for injuries suffered by the participant in such work experience.  If a State workers’ compensation law does not apply to a participant in work experience, insurance coverage must be secured for injuries suffered by the participant in the course of such work experience.”

VI. Grievance Procedures

The grievance procedures that must be included in the OJT contract are included as an attachment to the OJT contract package.  Two separate forms are included; one for the participant’s use and one for the vendor (employer).
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For Additional Information Contact:
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The Mississippi Partnership is an equal opportunity employer/program; auxiliary aids and services are available upon request to individuals with disabilities. Those needing TDD assistance may call 202-693-6515.
