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I. On-the-Job Training (OJT) Definition and Training Program Delivery Model
II. OJT Employer Value-Added:
· Career Center Value-Added
· Prospecting Employers  
· Initial Meeting with Employer
· Second Meeting with Employer
· Developing the On-the-Job Training Plan
· The Job Matching Process
· On-the-Job Training Contract Development
· On-the-Job Training Contract Management and Follow-Up 

III. OJT Process: Documents and Implementation Steps:
☐Step 1: Meet with the Employer
· Employer Eligibility Checklist (EEC)
☐Step 2: DRAFT of the OJT Training Plan 
· Training Plan Template
☐Step 3: Identify OJT Participant(s)  
☐Step 4: OJT Pre-Contract and Skills Gap 
· OJT Pre-Contract Skills Gap Form
☐Step 5: OJT Contract and OJT Training Plan Design 
· Draft Contract
☐Step 6: OJT Contract Start-Up
· Final Contract with Training Plan 
☐Step 7: Invoicing (payroll) 
· Invoice with backup Documentation and Progress Report
☐Step 8: Monitoring
· Monitoring Form
☐Step 9: Follow Up
IV. Q & A’s 

V. Technical Assistance/Resources
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