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INOT'IRIES
Questions about this Issuance should be addressed by email to Andrca Robins,
arobins@feckc.org, Managing Director of Planning, Compliance, and Coordination, who will
disseminate the agency response.

PTJRPOSE
This Issuance aims to establish guidelines and procedures for On-the-Job Training, Work
Experience, and Pre-Apprenticeship programs for Adults and Dislocated Workers. This
Issuance replaces Issuance No. 2017-007 modification 2.

BACKGROT'ND
Several requirements and procedures are required for customer eligibility and characteristics,
company eligibility and characteristics, and training components for On+he-Job Training,

Work Experiences and Pre-Apprenticeships. This Issuance addresses these and is based upon
the Missouri Division of Workforce Development Issuance Statewide On-the-Job
training and WIOA Dislocated Worker and Adult Work Experience Policy.
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EQIJCT

I. ALLOWABLE EXPENDITI]RE AMOUNTS AND TIME PERIODS

Tbe chan below provides an overview of the sllowable smoutrts and time periods for the various
program activities,

Pro2rem Acdvlty A-Erount Time Period

On-tbe..Job Training

May pay up to $4,000.00.
May exceed $4,000.00
with Managels, Officers'
and President' s/dcsignee
, r i 4)roval

Minimum 4 weeks or 160
hours.
Maximuo time period is 1,040

hours

Private Sector Work
Exp eriencelPre-appreaticeship

May pay up to $4,000.00

Minimum 4 weeks or 160 hrs;
(Work experience/pre-
apprenticeships); Allowable rry

to 300 hours. Additional time
can be requested upon
completion up to 240
additional hours with
President/Desi gnee appmval.
May exceed $4,000.00 with
Manager's, Officers' and
President'Jde sir:rree alrptoval

tr. ON-TEEJOB TRAIMNC (OJI), WIOA ADULTS AND DISLOCATED WORKERS

On-the-job training is considered I trsining service under the Workforce Innovation and
Opportunity Act for Adults and Dislocated Workers.

A.@
l. OJT agreements may be entercd into with Registered Apprenticeship progrEm sponsors or
pEnicipEting employers in Registered Apprenticeship programs of the OJT portion of such
progra,ms. Depeoding upon the duration of the Registered Apprenticeship, funds may cover some
or all ofthe Registered Apprenticeship.

B, RtcoD.[tftrdtdo[ of Curtomers for Triininr serlcq: Development of an Employment
Plan (EP), including assessments and required case-management services, is required before a

participant can receive training service. The EP must contain short{errD and long-term career goals.

Customcrs must also:
. Attended an Overview,
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. Co4letc S/agncr-Peyrcr comllncut,

. Attcod &c Fimrcirl Aid cligibility scssio,n,

. YoUh ouston€rs mlst corylctc Objcctivc Arsamcnt,

. Cmplotc thc WIOA crrccr rcrvicce cligibility ad comllmart proccec,

. Complac WodrKcys c Carocr Rcady I0l Arsersned,

. Corylcte tbc Talify aeeaocnt,

. OJT mugt be the bcst traiaing opportunity for thc customcr, aftcr oouoidcring optionr
guch as olarlroom tsainin8,

. Pursuc training in a ficld tbat is a high donaud occqation,

In additio4 MOJOBS ehould iidicarc ia the casc rctcs that thc sustmcr ie bciag rccmocoded
for training rerrricee. The Quality Acsrralc€ Rsview Cmmittcc Eust agprovc thc comltncnt of
the oustmcr prim to the customcr ilaililg training.

AII OJT rccomcndatioae must providc reamuablc aod docu$corcd moaitoriag md audit trEils md
srbstantiatc the nccd for the tpc of training.

lvlany timcs a compmy idcotifieo E potcotial OJT participaot firsL In thcsc cares, thc ildivifual
lacb Bkills thc employcr rcquirrs md is iD a€d of OJT. Thc c@paoy must ftS re&r thc
indivi&rEl to the Job Ccotcr fo digfrility dctcmiDrtion prlor to beglrutltrg the hlrlng proc6r.
Ary individutl hired prior to thc eligibility deEmination is mt eligiblc for thc fodcally frrodod
OJT program.

C. Ths Career Dwolopacnt Exocutivc (CDE)
or Skills Team monbcr will tcvicw the Employment Pla:r with thc customcr and docummt the necd
for on-thc-job trainiag, and indicatc that the customer has a reasomblc expoctgtion of oomploting
thc OJT. Tts Worldorcc Dcvclqrmcnt Excoutive will provido tho customcr a goneral orieirtation
to traini:rg renices including a dercription of the roquiromcnte for participatioa ia OJT.

D. Additionalln it ir rcquircd thaf
. A gt-awrd rtvicw ir o@&rcEd to veriry Sit tho €@plo,,cr ls mt rclocdiD&
. Aa mployer with an OJT program lgrme'It with a rtrtc agcocy or any othcr rmit of
govcflrmsrt tha opcratoe WIOA programs,
. Thc OJT Prognm Agrtclncnt must havc bcgiming aod cadilg datcs, md coachrdc
within onc yoar,
. Thcrc is documcntetioa ofa Skillr Gap Analyris thatjurtifior fodcral OJT firnds,
. Varirace in the Traiaiag Plan's itart iDd cad alatce rcquircs a SupplcDcntal Aga€ccDt,
. Tts Trairing Plao and thc participds e'ng.loymad Plao ia the oasc mailgcllcnt rystEm

docunrot rhort-crm ood loag-um goals, Ed idcotifi61f,s rlcilh gap tretweeo thc
participmt's skills aod thc occupttimEl tkill rGquircmoffi.

. Thc qloycr ia oot ia layoff statu and hes not laid otr corployece for the pact yca,

. Thc Eahing docs not dieplacc cuncot crylryccs,

. Tho compmy must hrvo regulatiooe that addrcrs safcty ed hcaltb issucs,

. ApFapriatc supcrvisim md Edning is providod for all partioipafr,

. Tte position Eust rct bo soarooal coplqmeo,

. Thc wagcs and borcfiU rhould bc rppopiato baced m OINET Starc and National Wage Tablco,
. Wagca thc company paya muct bc gchcdulcd to bo no l6ss rhan $ ' aftcr gix
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(Q moathg thc aoo0ptablc'ninimu'n wagc may bo highor for oomc progranq
. Tho Gmployer Eust pry its cmploycr wage taxco,
. Thc position must be a full-timo positio,!, dcfincd ac 32 or moro houro pc woclq
. Traiuiag auct Dot iDpair aoy cxjding contracts for rcrviccg or solloctivc bargrining

sgrc€mmt8r
. Trainiry Agrccncnts cmuot bo for tomporary or iutcrmittart cmploymcrlt, or for

eaplolrmcnt ill aD occupatioD for a fccr
. Paniciprato crnaot be amployod irl thc coartsuction, opcrrtion, or maintonracc of a

facility primarily dcvotod to scctlrian irgtructiou or rcligioue worrhip,
. Erploycr brs siglcd EEO aod 6c coqlaiat rnd Grievmcc futrs.

f. Thc WDE will dcvelop an Ou-
thc-Job Training Program Agrocmcut (Fora G.l5) with thc amploycr which laye out the
rrsponribilitics of thc Workforce Dsvclopmont Boud aod thc c,mploycr and ie a non-bindiag
contlact with thc cmploycr.

Ia ordcr to bo cligiblc to participate in rponrorcd OJT activitics, aa ornployer Eust havc boca in
busincsr f66 s mini66a of twclvc (12) consocutive montha. Thig rcgtrictiou applicr acrore all
Worldorcc Dcvotopocat Boud programr and fuading sourcos. It is thc responcibility of thc WDB
to d€temine aod documont that thc cmploycr accts this oligibility roquircmat.

Employerr who are participatiry in sponeorcd O.l"I activiticr for thc fint timc E8y Dot triD molc
thau two (2) clicots concurrartly, rcgardloee of thc progrsn in which thcy arc corollcd, or thc
funding sourcc bcing urcd. Oncc thc s'nfloycr har rucccaefully complaed two OJTa, thc omploycr
ir cligible to participate in additional OXT activities and thcrc ir no mexjmuu on the numbcr of
custom€I3 thEt Eay bo tainod at thc cmploycr. It i8 thc tlsponsibility of thc WDE to dacrmiac aad
doo.'"cat thc cligibility of thc cmploycr.

Thc WDE oomplctce thc followirg forms:
. The Occupational Skills Training Plan in Apricot.
. 0-15 - On-the-Job Tniniag Pmgra r Agrc€@cut rigpod by cmploycr, iocluding the

Lcgal Ccrtificatims rad On-thc-Job Tminiog Plogram AgrcGrBGot Gcns l Asguranccs
. G.17- .t t., :.. i . - daails the cmploycde

caployo.cot and Eaining acedr ead rtrEtogios for Ecctirg ttoae uoods. Tho Oa-6c-Job
Skille Trainiag furccmctrt must cnsurE that prrticipails arc providcd a fitcturcd
traini4 opportunity ia which to gaia thc knowlodge aad compctcocios aeccoeary to bc
rucccasftrl in thc occupation itr whioh thcy rccoivc tsaining.

. WDE must 6tcr tbc result of thc rcfcral in MOJOBS il tho Job ffior Activitios Tab.

Ths WDE will croate thc obligation packa and will subnit it to thc CDB who will
oomplc,te the Obligation Form on E@ra to Atanes sftwrro (APRICOT) rnd nrbmit
sEEo to tho Managcr for approval. OJT formc includc thc followilg:
. G I 5 - Oa-thc-Job Training Ptogralr Agt€mcnt, iacludiry Lcgal Cortificationr aud

On-thc-Job Traidrg Program Agrcancnt Gcncral Agsuralccr
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. 0-17-. ' : .,.r :

. CagoNotc dooumcnting cmploycr, start datc and partioipation in aa OXI

. Certificate of Insunnce

. Employct's E-veri& Exhibig including a rigncd Currcnt Bugiacgs Enti9 Statur forr, a
eigned AlEdavit of Wort Authorization, and acoompanying documcntatioo of E-Vcrify
status

. 0-21 - On-thc-Job Training Placcocat Activity Approval Form

. Attainm€nt of ekills doqmcotld in tho eaiaiog plao Eust bc lotEtcd either in thc care
notcs, Monitoring Form, or tho Skilh Tnining Agr€€or@t.

f, COltrUlOUi Full-Senrioo Contactors rhell ([i6sf]y earoll custom€ra for taining *rvioca,
includiag m-thojob tminilg ald classEooE oc,upatimal 8ki[ tainiDg brt Eust follow lYorldorcc
Dcvelopment Board approved proce&ros as ouflinod ir this Iesuancc. Coarracors wbo p,mvidc nrpport
scrvicce directly fu thcir customcrs rust follow approved proccdurcs ss outliuod ir this Issuarcc,

G. ![AUU[dlillfUl11i Measurablc SLiII Gains that occur &rirg thc customods progre
will bc cnErcd and casc notcd into MOJOBS by frc courelr u providcr attaining tb.
infstlatioo

E lilDDofnU-.lhElqi Customors who attstrd on-tho-job trainiag may be oligiblc for
aupportive acrvicce guch ac work-rclatcd clothing, tool, and equipm.ot and traasportation for up to
30 dayr during thc customct's first month of cmploym.cat. Issuatrce 2001-08, Modification 25
providce additioaal inforoatiou on rupportivc ecrviccs availablc to custon€rs. Supportivo serviccs
provided will bc bascd upon the nocdo of thc oucomcr ard tnust bc documcr ed in thc oustomet's
Employmeot Plaa MOJOB{I CODE 180 cerle.

Coltrctorr: Full-Scrvlec Co16.irton rhrll provido suportivo ecn ice ilirectly for their
custon€rs hrt must follow approvcd proccdurcs as outliuod h thig ksuarc€,

I.

It ir impotu b sclect the correct OJT Trainiry S€rvic€ the orfroo wil tfbct Pcrfolcmcc
Mcagurcs oa tho local End rtatc lwd. @

. Successfid Completioq or

. Unsuccessful Completion

III. EMPLOYER AGREEMENT

WDE will eubmit a copy of the conploted Bmployer Apem€nt pac&st to 6E MIS D€partncat to
r.pload into Apriaot

. MIS witl edd &r olploycr in Agricot and aotif thc Fiscal Department to gcocrat a
VadtrID
o Oaly.'-ploycm ad v€odorE hsvc Verrdor IDs

. MIS will uso thc E4loyer Agtc€lmmt packa b rccord frc Bmploycr A8ltcmcat
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Touchloiat and upload all rquired docurmtation into Apricot.
. For employers without Errployer Agreement packeb, WDE will email erployer addrcss

snd contact informatiqn to MIS to be €oter€d into Apricot.
. MIS f,"il noti& the Fiscal DeparmeDt to generate a Vendor ID

rV. WORKSITE MONITORING

During tainiog; the WDE will complcE twioe a month the OII Worlsite Motiuring Rqors ad afimit
to MIS for participaDt'8 fle. A case note suDnffiziDg tlre OJT WorksiE Motritcing Rrport must
be clrtcrod by WDE in MOJOBS real tine. The monibring will include participmt training and

cor€spmding €mployor payroll rccords. WDE will rocord OJT wor*eito mqdtoriag rrdng thc Worksite
Monitoriag with Sigr.t rE Line Touchpoint ad upload signed copy into Apricot. The MIS D€partmcot
will be nodfiod to prht aad file in partioipant file.

Attainment of skills docum€rted in the tsining plan must be ootated in the Servioo Notes, Worksite
Moaitoriry R€po m thc OJT Skills TrEining Agrecm€nt. WDE cnt€rs case uote after the lact day
of taining and rpon the fint alay of rmzubsidized emplo,4rent, Business Team merrber cooplctee
a verificatior form and delivers it to a Skils TEam mcmbcr.

V. EMPLOYER OJT PAYMENT REQIJESTS

Thc Fiscal Departreot will reoord OJT paymcnts using the OJT Paymcnt Requeet Touchpoint into
Apricot.

. WDE will submit monthly payoll logs, poct frining plans, mooitoring reports md

. MOJOB S case troteE that states the payment amount end the timcftune of thc requested
paym€rt,

Ifan OJT hae been id€ntified for a partioipant, thc following stqrs are followed:

Sff&f
Thc OJT

agroe ert should identiS the occupatior, the skills to be leamed aod the lcngth of timc the raidng
will be provided and must be limited to the pcriod of time required for a participant to bocome
proficient in the eaid occupation for which the training is being provided.

The On-the-Job Skills Training Age€ment must ensure that participants are providcd & structur€d
taining opportunity in which to gain the lnowlodgo and competeocies rccessary to be succcssful
in the occupation in whictr thcy receive training. In aeterminhg the appropriate length of the
tEioing agre€msDt, cousideration should be given to tho skil r€quircments of the occupation, tbe

acad€mic and oooupationd skill levol of the participant, prior work oxperieace, and the participant's
employment pl8n.

ThE includes:
. The e'mployer'e naoe and addrese
. The employer sizc
. Occupation
. Job Titlc
. The O*Net oode

6



. Tho SVP Rrogc (barcd on OtNct Codr)

. Jobordernumber

. Total rumber ofhours woilcing pa wook

. The duration oftraining with thc *art@ and cod date
6f 6sining oloarly dofined

r ff,s nerzrc ef participant
. MOJOBS Statc ID Erd last 4 digits of Social Scority mmber
. The ratc ofpay pcr hour
. hitial wago rstc ad &hduld niscs (if ary)
. Tho percentagc of rcimbursrErot
. The maximum aEoutrt ofr€ioburscm€dt
. Nanc orjob titlc ofpcrron responsible for training
. Job dmriptim
. A taining outline that includee at the minimum eix skillg thEt will [s sf,trinsd dnring thc

training tbat ie addrrseing thc gep in skille ofthe panicipant who ir receiving thc trainiag
. An estimrte oftho pcrteatagc ofcompctrdcy to bc rcachcd in erch ekill by thc midpoint

of tle trainirg aod at thc etrd of thc haining
. Signaturc offainoc ald drtc
. Signanrc of cmploycr/traincr aad &tc
. Namc of thc Buriness Se ices toam meanber gamting the plan
. Job Order number
. The cmploycds agffmed b naintaitr and mato availablo time and atEodEncc rcocds,

payroll, cvcrify, and oftcr rccode o orpporrt amomtr olaimcd by thc --'floycr for
rciobuncoeot unda thc OIT agreancnt.

Obllgedon/Tlrcd Formr - (WDE)
. On.the.Job Training Obligation/Dc-obligatioa Form ftom Apricot
.0-1?- ..
. G15 - On-theJob Training Pmgram furccmetrt, iocluding Legal Ccrtifications and

On-thc-Job Training kogratn Agrcement Goacral Arsuratrcce
. Suooary ScrGcn - Must documcnt activity arrroilr!€nt
. Case Note iloca^rncoting eoploycr, surt tlrtc @ ud

participetion in ao OJT
. Copy of CertiEcatc oflnsurEncc
. Nobrizcd Employea B,vcri& Exhjhit, including a giercd Currcd BuriDcts Eotity Statu

Foro, a gigncd Afrdavit of Work Authorizatiou, aod accompanyiug docun€ntatiotr of
BVeri& statue

. 0-21 - On-thcJob Training Placemoot Aotivity Approvrl Fonn

. Moruonnd:o to Elo, in caeos wherc cxccptios to policy havc bcm roqucstod and
appoved by Officcn

. Brrollrncnt Recornmendrtion Requort Form in Apricor, docuocnting appmval
(Applicablc only to non-WIOA prograns, thie forn rhould be complctod aod supplied
by the ap,propriato CDB)
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At the end ofthe haining poriod WDE pmvial€s to CDE a Verificatioa of Placcmcnt and will eator
a caic note to docum€Nlt ttrat the custom€r hrs completed their traiaing aad the c,mployor haa
rctainsd thcm.

Sfrug
Routlng of OJI Obllgadonr: The readcr is r€ferod b Issuarcc No. 2018-001, Entcdry
Outcomos Data iuto MOJOBS aod Apdoot IhocGFei.S Policy, for the prooo&rc for roufing
Obligatios.

8,40.,
MA,IAESi Thc CDE will erter the customer ia the OJT Activig io MOJOBS; this inoludss
entering tho Job order oumber in the EmploSment Plan aad thc grade and labor martct iaformation.
Thc astual Etart dste must be entcred whcu the panicipant starts tho OXf activity. The OJT aotual
start dato mugt Eatoh the stErt datc listod ia MOJOBS. MOJOBS CODE - 30f

SfEli
tl1; The maximum dollrr

amourt to be pBid for on-thc-job training is $4,000.00 and may only be excccdod by sf,leiniig the
written approval of the Manager, Officerg'and PreaidcuVCEO or dcsip.ee. This anormt is subject
to budgct availability, is NOT an entitlcmcnt, and *,ill vary depcndent upon traidig area. Thc
requmt for approval to exceed thc maximum trainiag amouut ehall iaclude a strt€Ectrt ss to thc
need for additiooal fuading and must bo submified prior to the start of traiaing. The aoouut of the
O.IT should not be communicated with the eoployer prior to approval of thc OXT Obligation form.
O.IT participants mu* bc cmployed at a minimum of 30 days befort r€iaburseme[ts arc prooeseod
and/or provided.

Tfune Periodr: ffug mininun time period is 4 woelo or 160 hourg ad ttre naxinum time period
ir 1,O40 houn. However, the leogth of tle OXT tnay vary bag€d otr thce ftctorr: the difrcutty of
the job, prcvioue wo* experienoe, aDd the oustomede educstion. Variancss fiom the nonaal timc periods
rcqufut}c approvEl of tbc Prceidmt/CE0 o dcsigrrcc.

In d*ermining fte rypropriatc lcngfi of thc training agrwmcnt coosiddatiodr nust bc givm to the
skiU requir€m€rils of the ocorya.tion; the acadernio and oocupatimal skill lwol of the participaog
prior woa& opcrienca; and tbe participant'e Emplolmcirt Phn. The participde leogth of tsaining must
bs bascd on ttrc gap of skills be{wetzr the positim md the OXT partioipaat and be consigteirt with an
ovcrall WIB policy that enumeratee tniaing plaar allowod maximua length. (0.g., OtNct sf,d/or the
Skils Traiaing Agre€D€rt). Trainiag must not exceed 1,0trc hours.

The followiag is the coaversion bctwccn thc SVP Lcvel of the oocupation and the Eefiq;fn geekg
of taiuing allowed for an OJT participant. Ao clplanatiou of ttrc various lwols of spccifio
vocatioaal pr€pamtion from O*Nct Ou-Liao mry be found at:

@. Identiry thc SVP level by goiug to thc lob Zone t of the
OtNct Odinc site. The O*Net profiIc for caeh occupation has an SVP level identifiod in the Job
Zonc s€ctioa. The SVP lcvol found in the Job Zonc soction should bc entcrcd on all OXI forms
thst rcqucst aa SVP levcl. The maximum length of tho OXT 4ggt bc based on the SVP level ofthe
occupation; thc duration of thc training does not dstcrmiac thc SVP lcvel. Tte chart bolow
illustratea the nUdp,gg allowable length of OJT baeed ou the SVP Lcvol. Although it is possible
for an OJT to bc of a shortcr dustiou rhrn thc miximue lcngfi the OJT comot excaed thc duration
listcdhthecLafi 
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If tho SVP Lcvel is abovc 4 (4 ard over), tho actrul SVP lcvel ahould be emtsod m all folms tbst rcqucst
an SVP level. In thcse caeos, however, the tsaining *ill caonot ercced tle maximr:o &rdioa of
I,040 hours.

SVP Lcvet
'l

2
3
4 and ovcr

Mrinun Durafion ofOJT
Short ilemonrtatim only
Up to I month
up to 3 nods
I,040 raximuo houre of taidrg

Individuals in OJT shall be compcnsated at thc ramc ratce, iuclu,ling periodio incroases, ar trainccs
or ernployeos who are similarly employed in similar occupations by thc eamc omployer; aD4 who
have similar training, cxpcricncc, and skills. Suoh rates shEll bc in accordauce with applicablc law,
but io no evmt, less than the higher of the rate specified in Section 6(a)Q) of the Fair Labor
Staudards Aot of 1938 (29 U.S.C.20(a)0) or the applicable state or local mininum wage.

Sf.D6
EdleU Affcr an OJT sust@er cooplacs Uaiaing

which ir the toal numbcr of hours outlhsd on the tainin& the mployer may bc eligiblo for thc
wage reimburscment momt obligated on tho toining plan. Tto cmploycr oan bc reimburg€d ono
day afterr ooarylaioo of the on-ttc-job tniuiug ouliacd i! lhe tsiring plan ageoent.

TIU anount obligzQnftr OtT ohall Bol qned $S,800.Ail without appruwltton thc Mauger, Chlct
Opafuas md Chbl Ftnmciel Oficcn, cnd thc Pruaihtt or desigau. The smount of ttre OJf
rhould not be communicated witl tte enployer prlor to approvel of the OJT ObHgedon fom.

Upon conpletion of OXT taining, thc original Skills Training Agrc€mcnt wiU be signed by lhc cuetomor
and the employer, Thc WDE will subuit a oopy of thc sigrcd Skils fnining Agrc€rrilor$ along with
fte OJT reimbunae,ut papcf,wotk to the lvlanagcc for approval who will nrbmit same to thE Seddor

Vice Prcsidqrt for appmval md sub,nisBion to FiscEl for paym€nt.

The original loimbursaent paokct is to bc submitt€d to Fisc€I, and r copy maintained by the
WDE. Thc ruhDun cn! Inc@c must contain the following information:

. 0-18 - On-the.Job Training Paym.at Request

. G.19 - On-the-Job Traini4 Actual Cost Rainburs€ment Form

. Signd copy of Gl 7 - On thc-Job ftainhg Skills Training Outline and Job
Doscription (wtth port krfohg dgrrturer)

. Sy'orkite Mouitoriug Report (to be completed by thc WDE tn"ioo a mmth
tbroughout the tsainiry pcriod). Thc WDE should shaic thc resulte of the
monitoring with the CDE and mako o8s€ notos.

. OJT Invoice - Completed aad signed OXT invoicee whioh indicate the actual
hours worked to veriff that all fiaining hourt have beco coapleted. In the wat
thc participaat is unable to sign a time shest, documentiag Service Notcs should
outlitre the attempts to socuro signafire. Employer attotation on the OJT Training

9



fufcancat of an clcctrrmic 1i66 mraegcrnFt rystrm to captut tEdancc
acponploicd with tho payroll do oay sufEco in liar of prrticipmt siglrturt

. Clicd payroll documcd*ioa re govidod by emplqm Papoll dooumcotatim
rcAecting gross md D.t wsg6. Thr &td EliliDg pcciod Epofied m Psyoll
docrrncotation mrst ndc,h with ec &iniry pcriod on tbo training ple and poy nrust
nabh d lcast thc agrtcd rpon hourly ntc. Any difrcrcncc botwcco eo actud tainiDg
pcriod and tnining period o Skillc Tnining Agrccmerit rcquircs ccnior mmageocot
apercvat

. suooary rcrccn prinrout ohowing rcaul pmgraD corolhcot

. Casc notc rtatiog Rcimbunacat pacla ir bclag submittcd for paym.cnl

. Summrry Scrccn (documonting OJT cDrollncot itr MOJOB S)

. Aotivitiea Scroen (documcnting NEG c,rroltncnt in MOJOBS)

. Bligibility Scrc€n that statoe which DWT graat whcr,c applicable

OXT TrEining Ectivities can bc cxtcndcd if reguc*ed by thc anploycr. WDB muot pmvidc a wriftco
rcqucat aud justificatioa for the cxtcarion (i.c. to allow for additional 'r'o to obtain statcd sLills
accdcd). Thc coployec must be cmployed 6 ninirnlm of 30 drys bcforc rlimbureemcuts arc
prccors.d ard/or pmvidod.

SELZ
DEODIgrflori ff uaincc did-OOl-COrq0ldelBitis& the tainiag murt bc deobligarcd in I : ,

within 30 days of trainiag ead datc aad subnittcd with a copy of Form Gl? ( --.,. i .,
:. ..i1., ..: ;,.. . .), Thc roadcr is rcfeircd to Isguaacc No. 2018-001,

Eatcring Outcomcs Data into MOJOBS and Efhrts to Outcone8 (Apricot) Syeternr ard
Obligations Proccssing Policy, for the proccduc for Dc-obligationr.

\II. ADDMONAL RT{UIREMENTS FOR (NT TRIII\ING

Dlrpub Rcrohdm, Ncpodrm ud Agrccnot Modlicrdou:
. Should a compary involwd ia rn OJT bavc a dirputc, thc dilpub wil bc rtftrred to

m OfEccr for clarifcation rnd rcsoMoa,
. Should a participad havc a dirputc with a company and/or ifthc dieputc oatails a claim

of dircriminatio4 the diryutc will bo rcsolvod though a Dircctor, ia conrultrtion with
an Officcr, Dcputes iavolviag dircrimiuaion will alao be rcfencd to thc EBO
Muugcr,

. Al Employoc Scrvicoe StEffmcmbGr Ebrll mt worl dirccrly with a comprny thrt har a
oonnectio! with a relativc at thc oompauy loadcrrhip lwcl,

. Participrntr will not bc placcd whcn it io known that thcy have a ooanectiou with a
rclativc at tho company lcadcrehip lcvcl,

. Modificationr of OJT furccmato ehrll 16 rcvisq'cxl rnd authmizod by an Offictr of
tho htll Enployocot Couocil.

VII. EMPLOYER OIIIREACE

Bmployer outrcach uust for OJTo mugt coaridcr thc following:
. OUEElch rh'll rcflcct thc Full Eryioyocot Couacil's dcsiguatioa of highdoaod

oocupatims ud a''tr'lryoCdt soctorsr
. An qloyer oricotrtim mult bo p.dornc4 iDcluding tsaiaing Fovisi@& g€olral



assurmccs, trainiog plao, pafiicipail monitoring and irvoicc proccAms,
. Nondisorimimtiou guideliaor must b6 oovcrld

VIIL WORK EXPERIENCE, INIERNSEIP A]VDI SI'BSIDIT,NN EMPI.OYMEM

A WIOA Work E:pcricncc is a plaand stsustured learning upcrieacc tlat takce placc in a
wor$lacc for a limitod period of time. Tpcs of Wo* F,xpaicncea includc the following:

o Rrgulrr Work Erpcr{erc}A plaood structued leanirg oxperieoco that ukes placo
in a worlplace for a limited time, Work eqcrienrce may bc paid o "mrid, ar appopriatc
and may bc arrmgcd within thc priwc for-pmfit scctor, the non-profit Eoctor or tto
public scctor. Wort c:qcricocc Eust be rclalcd to thc participaot's career pathway.

o Internrhlpr- A plannd stucturd leaming cxpericoce th.t takeE plaoe in aworkplace
for a limited time. An internship may be anaaged within t[e privatc for-profit rcctor,
thc non-profit scctor or thc public scctor. Internehips must be dirootly in- linc with the
participant's long-tam carccr pathway goal.

A. Prior to receip of an individualizcd
carecr scrvicc or training servicg a docume,ntcd cartcr scrvicc oust hwc bocn rcceivod by thc
oustomct. Customors must hsvo alroady aftcndod orientation; complctcd thc Gnancial aid
eligibility rersion; rcgistercd in wwwjobs,mo.gov, complcted the Wor*Koye, Talify Profiler, and
couplcted an EP prior to startiag a worl oxpcricncc, Thc Qudtty Atrurance Revlcw Conrdfiee
murt epprove the enrollment of thc curtomer prlor to tte curtomer ttarthg a work
cqnrlence.

B. lfOf[-Efefdgefi Work oxperieoceo nay bc with pdvate, public and/q not for profit
co|lpadcs may or may not include a commitment b hir€. Wott Expcrimoe

. The crutomcr must wo(k at loast 3 dayo pcr wsck in m
occr.pation dctcrnincd to be in high dconand" Thoc conpoocatr of a work c:rFrieoce murt
ioclude: (l) subeidizcd cryloymcot (c thc wort erperieoce), (2) career c€otcr ellplo),ntot B€rvices,

which may includc carca ccploration, idavicrs,ing akills, or othcr activitiee that assist with
mTloymcnt and (3) nryportivc ocrviccs thd ailow a cusbdn€,r to ov€rcomc brricrs, d?Godiog
upon s customods noede and in Eccordarco with thc Full Bryloym.cot Comcil'a Supportivo Scrrdccc
policy.

Wort expericncc allocationr Ery not qceed tctl (10) pcrceot of the total WIOA firDd8 dlocEtd
for adults and dislocatcd workcre.

Customerr for whom wort ergeri€oc€s are recomf,€odcd usully have liuitcd wmt orpcricocc
(us than 6 montlu in the oc,cttpotional feld) aad/or havc just complctcd classroom occr+ltional slcill
raining ad arr ir Dced of additional training. Wo* Bryericocee for dielocated wortere
shall be ia ao occupational field 06€r rhrn &eir dislocEtion occrryatiot

Weehly hours nuy not aceed 40 hours, customers will not

1l
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be patd for overtirrE. Ihe wott erpcricncc bours and wagp rate ahould bc ncgotiated with lhc
employcr bascd on thc nmds of thc cusbmcr; tbc sustomedr oducdion, trairdtr& aad prim wort
orperiroe; md thc difrculty of thc job. If a custoncr q,orb 6orr rfien 6 hours per day, 6e
ouatomor mult td.. x minimum of a b.a.lf hou ruryeld lunch [6p6f. lftq minimurn wagc to bo paid for
custonrors in a work opcricocc positiou ir $16.00 pcr hour.

To bc cligiblc to prfiicipste ia eponcorrd wort experi€r1ooe, an employcr Eust have bccn in
businesg for a minimum of twclvc (12) consccutivc mouthr. This rcstriction applics across all
programs aod fundiq sourcc8. It i8 the Espoaribility of the WDB to dsteorinc and documont thst
tho omployer meets this Gligibility rcquircmcnt.

Employen wbo aro parlicipati[g itr sponrorcd wott-bE8cd training (on-the-job trainiag or worlc
oxpcricnccs) for the rcgardlcss of
tho program in which thcy arc cmrollcd or thc firuding oource bchg uscd. Oncc the caployer hae

suoccsafully completed two wort-based raining ictivitioe, the omployer is cligiblc to participarc
i! Edditiord work-bascd taining activitioe aad thore ie no maximum on thc numbcr of customcrs
that may be rainod at tLo omployor. It i0 tho Dsponsibility of thc WDE to dacrnine aud documc,nt
thc cligibility ofthc onployer.

C. EgIEli Wodr crpcricocc & Subsidizod Bmploymcot forms ircludc thc folowiag:
. Obligation and Do-obligation Fum
. 0-25 - Work Expcrience Agreemen! 0-25A- Inteiaehip Agrcctneot or 0.42 MWA
Subsidizod Employmcnt Ageement
. 0{5 - e:
. W-4 Fora (FEdrral)
. Wa fom (State)
. 1-9 Form with supeorting (2) dmlmor
. Seeker Srmmary Swcn
. Care Notc doctmeotiog name md tsaidnS start dtt! and participatiou in the

subcidizcd activity or work c:pcrienoc
. Bvcri& oare vaifioation report
. Enrploycr Cooplaint md Grieveca EEO fom.

D. Mf1ln114-DCllSI&g111f The maximm dollar amouut to be paid for wort experimc is

$4,000.00. This anourt is subjct to budget availability, ie NOT an €otitl€ocat, and will vrry
d€p€odcrxt upon thc taining rea- This amount may bo inorcased rbove $4,000.00 by obtaining
the writtcn appoval of the llfirnrgcr, Of,cenr aud HdcnUCEO or dcdgoec. Thc rcqucd
for approval to cxccod tle nrximum taining amount shdl illcludc r statqreot as to tho ncod for
additiod fiuding and mnrt be rubmltted prlor to ttc rtrrt of Eatnlng.

E. lgnOpftdbdjgi Customss prticipating in a wort cxpcric,ncc may bc cligiblc for suppdtivc
scrvicca guch os work-rclatcd clotring, toob, ard cquip6t, aod tauportrion for up to 30 dayr
during the customcds first momh of crylolm.ent Supportivc scrvicos poo'idcd will bc basod

upou ttc occdr of thc cugtmcr and mugt bc documcocd in thc Stills Tmining furccmcof
MOJOBS Codc - lEO scrics.
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Confractorr: Frrll-Savicc Coo racton ehall provide supportive senrioes

<tiroctly for their crstomem but must follow Workfo,rce Develo,poent
Board approved procedres as outlined in this Issuancc.

r. 5&rBdtr-MqnilsdrSi The WDE slull provitlc a mid-point and

endpoint m-eite moritoriag at the sust@€r's worksiE. A case noE
susnatiziDg the Worksite Monitoring Report must be @tered by WDE in
MOIOBS real time.

c. issi Full-
Servic€ Contactors $ould develop work experiences dircctly for their
customem rather thm rcferring the custom€r€ to thc Full Eoploymcnt
Council but must follow Vy'orkforce Dwolopmeot Board apprrovod

procednee aa outlined in this Issuanco.

H. EgIUEIIi Durirog follow-up tho WDE will roquest rpdates in
participaf,t and documeot the c,rcdentials received,

I.

ItiBiEporta to Bclcct thecorr€c1 outcome@
. Succe$fu, Conplotion.
. Did not oGryletB.
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