
A 
JobLink Center 

Name & Address, 
Chartering Status, 

and Type* 
 

B 
Date 

Charter 
Expires 

C 
Counties 
Served 

D 
On-Site JobLink Partners 

E 
One-Stop 

Operator & 
Method of 

Selection** 

F 
WIA Intensive 

Services 
Provider(s) & 

Method of 
Selection** 

G 
Youth 
Service 
Provider 
On-Site 

(Yes/No) 

H 
Training 
Available 

Other Than 
By ITA*** 

Wilkes County 
JobLink 
312 Wilkesboro 
Ave. -- Midtown 
Plaza 
N. Wilkesboro, NC 
28659 
 
Chartered (C)  
 

 
02/15/12 
 
 

Wilkes Wilkes Community College: WIA Title I; adult education and literacy 
activities authorized under Title II; postsecondary vocational education 
activities authorized under the Carl D. Perkins Vocational and Applied 
Technology Education Act (20 U.S.C. 2301 et seq.); 
HC Council of Governments: youth services authorized under WIA Title I; 
ESC: programs authorized under the Wagner-Peyser Act (29 U.S.C. 49 et 
seq.); activities authorized under chapter 2 of title II of the Trade Act of 1974 
(19 U.S.C. 2271 et seq.); activities authorized under chapter 41 of title 38, 
United States Code, programs authorized under state unemployment 
compensation laws; 
VR: programs authorized under Title I of the Rehabilitation Act of 1973 (29 
U.S.C. 720 et seq.); 
DSS: WorkFirst programs authorized under section 403(a)(5) of the Social 
Security Act (42 U.S.C. 603(a)(5)) (as added by section 5001 of the Balanced 
Budget Act of 1997); 
Sheltered Aid to Families in Emergencies, Inc.; Urban League of Winston-
Salem Senior Services 

Wilkes 
Community 
College, ESC, 
and Vocational 
Rehabilitation 
(CM) 

Wilkes 
Community 
College; High 
Country 
Council of 
Governments 
(CP) 

Yes OJT; CT; 
continuing 
education; 
HRD 

Wilkes JobLink 
Career Center at 
Goodwill Career 
Connections 
(affiliate site) 
1821 US Hwy 421 
Wilkesboro, NC  
28697 
 
Chartered (C)  
 

 
02/15/12 
 
 

Wilkes Goodwill Career Connections – job search, resume assistance, career 
counseling 
Wilkes Community College – Continuing Ed classes, ESL classes, GED on-
line 

Wilkes 
Community 
College, ESC, 
and Vocational 
Rehabilitation 
(CM) 

Wilkes 
Community 
College; High 
Country 
Council of 
Governments 
(CP) 

Yes, if 
requested 
by 
customer 

Continuing 
Education, 
HRD 
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A 
JobLink Center 

Name & Address, 
Chartering Status, 

and Type* 
 

B 
Date 

Charter 
Expires 

C 
Counties 
Served 

D 
On-Site JobLink Partners 

E 
One-Stop 

Operator & 
Method of 

Selection** 

F 
WIA Intensive 

Services 
Provider(s) & 

Method of 
Selection** 

G 
Youth 
Service 
Provider 
On-Site 

(Yes/No) 

H 
Training 
Available 

Other Than 
By ITA*** 

Yancey County 
JobLink 
1019 E US Hwy 
19E 
Burnsville, NC 
28714 
 
Not Chartered (C) 
 

N/A -- 
JobLink 
Informa-
tion Site 

Yancey Mayland Community College: WIA Title I; adult education and literacy 
activities authorized under Title II; postsecondary vocational education 
activities authorized under the Carl D. Perkins Vocational and Applied 
Technology Education Act (20 U.S.C. 2301 et seq.); 
ESC: programs authorized under the Wagner-Peyser Act (29 U.S.C. 49 et 
seq.); activities authorized under chapter 2 of title II of the Trade Act of 1974 
(19 U.S.C. 2271 et seq.); activities authorized under chapter 41 of title 38, 
United States Code, programs authorized under state unemployment 
compensation laws; 
VR: programs authorized under Title I of the Rehabilitation Act of 1973 (29 
U.S.C. 720 et seq.) 
WAMY Community Action, Inc.:  employment and training activities 
carried out under the Community Services Block Grant Act (42 U.S.C. 9901 et 
seq.); 
 

ESC is the 
operator 

Mayland 
Community 
College  
(CP) 

Yes OJT; CT; 
continuing 
education; 
HRD 

 
 
* Give street address for each JobLink Career Center and Chartering Status – Chartered or Not Chartered     
*  Type - Comprehensive (C) or Non-Comprehensive (N) 
** Consortium Method (CM) or Competitive Procurement (CP) 
*** Customized Training (CT), OJT, Special Populations (SP)  
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Attachment D: Supportive Services Policy 
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High County Local Area WIA Supportive Services Policy 
 
Supportive services for adults, dislocated workers, and youth are defined at WIA sections 
101(46) and 134(e)(2) and (3).  They include services such as assistance for 
transportation, childcare, dependent care, and housing that are necessary to enable an 
individual to participate in activities authorized under WIA Title I.  The key here is that the 
WIA case manager substantiates and documents the need for the supportive services to 
participate in WIA Title I services.   
 
Supportive service payments must be paid directly to the vendor with WIA case managers 
having all the necessary documentation to support the costs.  Payment directly to the 
vendor avoids a host of potential problems that may occur if payment is made directly to 
customers for expenses.  An exception to this is the reimbursement of mileage for 
transportation costs.  These costs are typically paid to the customer or to someone that 
has transported the customer to school, work activities, etc., to participate in WIA Title I 
activities.  Payment is made based upon the High Country Local Area Transportation 
Policy.  For this type of supportive service, it is totally appropriate to pay the person based 
upon documentation supporting that they drove a certain distance for the purpose of 
attending school or going to a worksite.  An invoice/attendance form is to be used to 
support these costs that are signed by the participant and school instructor or worksite 
supervisor that verifies the person was in attendance on the days reported for 
reimbursement of travel costs.   

 
Supportive Services allowed by High Country Local Area: 

 
• Transportation – See Transportation Policy below 
• Childcare and dependent care 
• Housing 
• Car Repairs 
• Emergency Aid (one time or very rare expenses paid to allow a person to 

continue participating in Title I activities).  Examples include payment of 
utility bills (electric, water, heating, etc.), a car insurance payment that 
cannot be paid by the participant without WIA assistance and is needed to 
continue going to school or participating in an activity such as a work 
experience, OJT, etc.  If someone is having extreme financial difficulty, case 
managers should be assisting participant with needed financial 
management information (development of a budget, credit counseling, debt 
management, etc.). 

 
 Supportive services not allowed by High County Local Area: 

 
• Supportive service payments that are not documented appropriately through 

supportive service invoices.   
 

 Who may receive supportive services?  According to the regulations: 
 
(a) “Supportive services may only be provided to individuals who are: 

 
1. Participating in core, intensive or training services; and 
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2. Unable to obtain supportive services through other programs providing 
such services. 

(b) Supportive services may only be provided when they are necessary to 
enable individuals to participate in Title I activities.” 
 

Supportive services payments may be made available on behalf of Adults and 
Dislocated Workers who are in follow-up services (follow up begins on the 1st day of 
employment).  After exit, no supportive services may be paid from WIA funds, with the 
following exception:  Supportive services may be offered to youth after exit per Section 
664.450 of the WIA Regulations.  

 
Effective July 1, 2004, participants who indicate a need for supportive services 
assistance are notified that there is a lifetime supportive services benefit.  It is up to the 
participant to weigh needs against resources and consider current versus potential 
future circumstances prior to determining whether to request assistance now or later.  It 
is the responsibility of the Career Development Counselor to ensure that customers 
understand the concept of the lifetime limit and to help customers think through the 
consequences of their choices.     

 
Lifetime Supportive Services Benefit:  Participants may receive transportation and 
childcare assistance when they are participating in an approved WIA activity and have 
demonstrated the need for such assistance and meet other Local Area transportation 
and childcare assistance policies. 

 
In addition, if they indicate a need, participants are eligible for additional supportive 
services in an amount up to $250 a year with a lifetime limit of $750 during the course 
their enrollment in WIA.  These funds may be used for needs previously designated by 
the Local Area as allowable supportive service costs.   

 
In extreme circumstances, where the participant has used the lifetime limit or has an 
emergency need that exceeds that limit, the service provider organization can apply in 
writing to the Local Area Administrative/ Programmatic Systems Manager for approval 
for one-time emergency assistance, using the “Unusual Expense Pre-Approval Form”.  
(See “WIA Forms” Section of Manual for Unusual Expense Pre-Approval Form and 
example of completed form).  Approval must be requested and received in writing prior 
to making the expenditure, and it is incumbent upon the service provider to ensure that 
the customer understands that, if approved, this is a one-time expenditure.   

 
Supportive services are not to be the primary activity for any WIA customers.  It is a 
means to assist customers find or provide the financial assistance needed to allow 
them to successfully complete their intensive and training services in their goal of 
obtaining self-sufficient employment.  WIA is a workforce development program 
centered on training, education and work-based learning. 

 
Documentation:  Service providers are to maintain a stringent attitude towards 
documentation of all supportive services provided.  Transportation and childcare are to 
be documented in the WorkforcePlus System once each semester; other supportive 
services are documented in WF+ each time a supportive service is provided.  Each 
supportive service is documented in case notes when it occurs with an explanation of 
the need, effort to locate other resources and description of service provided.  
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Transportation and childcare are updated in case notes on a monthly basis to 
determine whether the need continues and at what level. 

 
 
High County Local Area WIA Transportation Policy 

 
Transportation, as with other supportive services, may be provided to WIA customers.  
The primary question that needs to be answered prior to provision of transportation 
assistance is as follows:  “Is the transportation service/assistance necessary to continue 
WIA services?  The answer must be “yes” for WIA to pay for these services. 

 
Transportation assistance paid with WIA funds will be provided in the following ways: 

 
(1) as available, tokens will be provided for public transportation; 
(2) arrangements will be made with transportation providers for payment upon 

receipt of signed documentation of participation and/or receipt of services; 
(3) reimbursement will be made to participants who provide their own transportation 

for WIA activities, using the following method for daily travel: 
 

  0-10 miles/day    $ 2.50 
11-25 miles/day    $ 5.00 
26-40 miles/day    $ 7.50 
41-75 miles/day    $10.00 
76+miles/day                                   $12.50 
 

Provisions for Exception:   
 Payment scale will be adjusted at the Board’s discretion based on 

economic conditions; 
 Payments to customers are made on a case-by-case determination of 

need. 
 

(4) reimbursement may be made to private individuals who provide  transportation 
to WIA participants for allowable activities at the same rate as in No. 3 above, 
following receipt of signed and documented Participant Transportation 
Documentation Log.  Individual does not receive duplicated reimbursement if 
transportation is provided to multiple participants.   
 

Service providers must ensure verification/documentation of participant attendance in 
activity for which transportation is being reimbursed.  Documentation of mileage and 
participant signature alone is not sufficient for Local Area reimbursement to service 
provider.   
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Attachment E: On the Job Training Policy 
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High Country Local Area  
ON-THE-JOB TRAINING 

 
 

What is OJT Training? 
 

On-the-Job Training (OJT) is a work based training opportunity for adults, 
dislocated workers, and youth customers..  OJT is only offered if a client is 
eligible for training services provided through the Workforce Investment Act.  OJT 
contracts encourage employers to provide occupational training that result in 
hiring unemployed, underemployed or dislocated persons.  OJT contracts: 

• Provide for the WIA participant in exchange for the reimbursement of up 
to 50 percent of the wage rate to compensate for the employer’s 
extraordinary costs. 

• Are contracted for a limited period of time for a participant to become 
proficient in the occupation for which the training is being provided. 

• Are developed with employers in the public, private or non-profit sector 
• Require that clients must uphold the standards of the Hatch Act.  

Participant cannot do anything that is considered a political activity during 
working hours.  This includes the following:  soliciting, transporting voters, 
distributing campaign materials, working on or developing campaign 
materials, etc. 

 
What type of client is suitable for OJT? 
 
An OJT contract can be an extraordinary tool for employed and underemployed 
adults and dislocated workers, who need additional training to be successful in 
developing the necessary skills to work toward employment, maintain 
employment or advancement in employment.    To receive training services and 
participate in an OJT contract employed and underemployed adults and 
dislocated workers must: 

a) Have met the eligibility requirements for intensive services, have received 
at least one intensive service and have been determined to be unable to 
obtain or retain employment through these services. 

b) After an interview, evaluation or assessment, and case management by 
the Employment Representative or One-Stop partner, have been 
determined to be in need of training services and have the 
skills/qualifications to successfully complete the training program.  

c) Select a training program that is directly linked to employment in the local 
area to where the individual is willing to relocate. 

d) Be unable to receive/obtain grant assistance from other sources to pay 
training cost. 

e) Be an individual served through WIA adult or dislocated worker funding 
after having been determined eligible for WIA services with priority given 
to low income individuals, recipients of public assistance, veterans, and 
dislocated workers. 663.310 
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If a client is employed, OJT contracts maybe written for eligible employed 
workers when: 

a) 1) An adult employee is not earning a self-sufficient wage at 200% of 
lower living standard income level (based on family size) and availability 
of family health insurance benefits. 
2) A dislocated worker self-sufficiency – 90% of previous compensation 
level and availability of family health insurance or Adult Self-Sufficiency 
definition, whichever is higher. 

b) Requirements in 663.700 (Requirements for OJT) are met 
c) OJT relates to the introduction of new technologies, new production or 

service procedures, upgrading to new jobs that require additional skills, 
workplace literacy, or other appropriate purposes identified by the Local 
Board. 
 

Choosing the right employer 
 
Just as with a work experience, finding the right match of employer to client for 
OJT contracts can be challenging and rewarding.  However, an OJT contract has 
certain criteria that an employer must meet before they are eligible to receive 
WIA funds.  If an employer has “exhibited a pattern of failing to provide OJT 
participants with continued long-term employment, wages, benefits, and working 
conditions, a contract cannot be developed.” (663.700).   The High Country Local 
Area has established the following policy for complying with this provision.  The 
policy states: 

1) A pre-award checklist will be used which requires the review of retention 
patterns of employers who have had two or more previous OJT contracts 
either under WIA or JTPA.  Where a pattern of failure to hire without just 
cause is apparent, an OJT contract cannot be developed.  

2) OJT contracts will specify that successful OJT participants will be offered 
long-term employment with wages, benefits and working conditions equal 
to those provided to regular employees with similar experience and 
responsibility.  Pre-award checklist also requires review of past 
compliance with the requirement. 

3) It is the Local Area’s policy that no OJT contract will be developed with an 
employer who has previously exhibited a pattern of failing to meet this 
requirement. 

 
The Local Area also provides guidance regarding OJT pre-award review of relocating 
new and expanding industries: 

i Employment Representatives will not solicit a company or use  
funds to entice a company to relocate to or expand in the service area. 

i Prior to an employer participating in the OJT program, the employer will  
complete a Division of Workforce Development Issuance that was 
adjusted for local use survey to obtain  
information stipulated in Section 627.215 (d) of WIA Regulations. 

i A company must have been in the area at least 120 days before   
            contracting occurs. 
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i Companies that have participated previously, but not within twelve 
months, will be asked to verify that current employees will not be 
adversely affected by the OJT contract. 

 
OJT Employers performance expectations 
 
Performance expectations for each OJT contract should be 75% completion and 75% 
retention.  If a employer is providing second or on-going OJT contracts, the Local Area 
staff should access the employer’s past performance in training employees under 
previous OJT programs and should not undertake development of a OJT contract with 
an employer who has repeatedly failed to meet performance standards.  The employer 
must exhibit a history of long-term employment of trainees as regular employees with 
wages and similar working conditioned at the same level.   
 
An employer’s retention rate for OJT Training is determined by the number of WIA 
enrollees who are retained in training related employment for at least 3 months following 
the completion of the OJT training project.  Contract proposals from an employer who 
has had previous (or has current) OJT contracts are to include a past performance 
assessment of the employer’s completion and retention under previous contracts.  The 
company should have written policies on layoffs and grievances, which articulate its 
philosophy and approach to separation.  The OJT trainees should be aware of, and 
subject to these procedures. 
 
 
Conditions governing OJT payments to employers 
 
Conditions governing the OJT payments to employers: 

a) OJT payment is deemed to be compensation for the extraordinary costs 
associated with training participants and the costs associated with the 
lower productivity of the participant. 

b) Employers may be reimbursed up to 50% of the wage rate of an OJT 
participant for the extraordinary costs of providing the training and 
additional supervision related to OJT. 

c) Employers are not required to document such extraordinary costs. 
663.710 

 
Determining the length of the contract 
 
Negotiated training time for OJT should include a reasonable amount of time for 
orientation, coaching and counseling activities.  These activities are frequently critical to 
the success achieved by many clients.  Coaching may also be used to recognize praise-
worthy work and to otherwise provide encouragement.  Counseling includes assisting 
trainees with job-related problems, personal adjustment and other problems, both on 
and off the job, that will enhance their retention in unsubsidized employment.  The OJT 
experience should provide sufficient time for the Employment Representative to meet 
the counseling needs of their client and for the employer to meet the training needs of 
the client. 
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Use of a book called the Specific Vocational Preparation Manual or SVP ManuaL is 
needed in determining training length for OJTsl.  The manual, published by the U.S. 
Department of Labor, provides guidance in calculating training time based on the type of 
occupation. Listed with each occupation there is an SVP code.  The SVP code describes 
the classification of difficult for each occupation.  The higher the SVP code, the higher 
skilled or more complex the occupation, thus the more time the training will take.  Under 
WIA legislation, OJT contract can be developed for occupations between SVP levels of 
two and eight.  Other occupations are excluded because the training is either too simple 
or to complex.  Although, the amount of time needed for training in a is stated in the SVP 
Manual, Employment staff may use their professional judgment to decrease the training 
time if a participant has prior experience in the particular job training area.  

 
The following chart reflects the OJT time allowed for each Specific Vocational 
Preparation (SVP) level: 

 
     SVP Level   Hours of Training Permitted 

 
2   Anything beyond short demonstration up to and 
   including 1 month.   

(One month equals 240 hours or 30 days) 
 

3   Over 1 month up to and including 3 months. 
   (Three months equal 520 hours or 65 days) 

 
4   Over 3 months up to and including 6 months. 
   (Six months equals 1,040 hours or 130 days) 

 
5   Over 6 months up to and including 1 year. 
   (One year equals 2,080 hours or 260 days) 
 

The SVP codes correspond with the maximum number of hours allowed under the 
“Hours of Training Permitted” column.  Subcontracts may not be written for fewer than 
160 hours.   

 
The following example illustrates the computation of OJT costs: 

 
Credit Clerk, DOT Code 205.367.022, SVP level - 4 has negotiated time for 800 hours. 
OJT costs for this occupation for one trainee, may be derived as follows: 

 
Starting wage rate - $5.50 
 
One-half starting wage rate per training.  $5.50 x 800 hours = $4400.00  

  Divided by 2 = $2200.00 
 

The SVP Chart shows that an SVP level of four has a maximum training time of 1040 
hours.  In this example, the employment representative accrued a savings of $660.00 by 
writing the subcontract for fewer than the maximum hours permitted.  The employer got 
a reasonable training time by negotiation, and the accrued savings will go a long way 
toward funding a slot for another needy participant.  
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1040 x $5.50 = $5720 divided by 2 = $2860 
$2860 - $2200 = $660 
 
Staff developing OJT subcontracts should be reminded that negotiation is an inherent 
part of the subcontracting process.  Therefore, subcontracts negotiated for fewer than 
the maximum training hours will permit the operator to serve additional clients.  
However, use your professional judgment when setting up your client’s OJT contract.  
Make your decision based upon your knowledge of the client and their needs and the 
employer and their needs.  Assessing your client’s past work history, interest, aptitude 
and classroom training or education levels should all be accounted for when making 
training time decisions.   
 
Within the above framework, training time may range from a minimum of 30 days to a 
maximum of 260 days, interpreted, in every case, to mean “days to pay status.”  When 
claiming reimbursement, time should be recorded in terms of hours. 

 
When determining the period of time needed for a client to acquire the necessary job 
task and skills, consideration should include recognized reference manuals, including, 
but not limited to the “Dictionary of Occupational Titles.” In addition, a client’s IEP, their 
education, skills, prior work experience and ISS should all be taken into consideration. 
 

 
Providing upgrading and retraining through OJT 
 
The Workforce Investment Act does not permit a Local Area to plan or operate 
OJT (regular, retraining, or upgrade) services with an enrollee's current or 
previous employer.  Training an enrollee in the same occupation for virtually or 
nearly the same work, from which the participant had been laid off or separated, 
is not allowable when the enrollee already has the skills required for the job.  In 
order to conduct skill upgrading, and retraining, conditions for eligibility and 
participation must be met and there must be a demonstrable difference between 
the job and skill requirements of the upgraded job for which the enrollee is being 
trained and those of current or prior employment.  The operator will refer to the 
SVP and assessment results to determine prior skills of the participant. 
 
What occupations are eligible for OJT contracts? 
 
OJT should only be offered in those occupations, which provide opportunities not 
otherwise available, lead to economic self-sufficiency and provide upward mobility.  
Occupations that are eligible for WIA funding include: 
 

a) Occupations which offer a reasonable expectation of employment in the 
occupation for which training is offered.  This means there is a demonstrated 
need for workers in the occupation and it has been identified by the Workforce 
Development Board as a “Occupation in Demand”  or the case manager has 
sufficiently researched and determined that there is a local demand for the 
occupation. 

b) Occupations which are sufficiently skilled to require a training period of at least 
thirty (30) days or one hundred and sixty (160) hours duration. 
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c) Occupations that meet prevailing standards with respect to wage, hours and 
conditions of employment. 

) Occupations that meet prevailing standards with respect to wage, hours and 
conditions of employment. 

d) Occupations on a promotional line that do not infringe in any way upon the 
promotional opportunities of currently employed individuals.   

d) Occupations on a promotional line that do not infringe in any way upon the 
promotional opportunities of currently employed individuals.   

  
For all customers, training must be in an occupation, which provides new skills distinct 
from those possessed by the customer.  If an occupation is not identified as a 
‘Occupation in Demand’ the High Country Local Area staff  will consider other 
occupations on a case-by-case basis through written request.  

For all customers, training must be in an occupation, which provides new skills distinct 
from those possessed by the customer.  If an occupation is not identified as a 
‘Occupation in Demand’ the High Country Local Area staff  will consider other 
occupations on a case-by-case basis through written request.  
  
Occupations that are not eligible for OJT contracts Occupations that are not eligible for OJT contracts 
  
Occupations for which training will not be approvedOccupations for which training will not be approved include, but are not limited to: 

 
a) Occupations that have not traditionally required specific occupational training as 

a requirement for employment. 
b) Occupations with a substantial number of experienced and able workers 

presently unemployed and available to fill job openings with no extraordinary 
amount of training. 

c) Occupations dependent on commission as the primary source of income.  (This 
does not exclude those jobs which have a guaranteed base wage of at least the 
federal minimum wage in addition to commission pay and such guaranteed wage 
will continue after the training period.) 

d) Intermittent seasonal occupations. 
e) Professional occupations requiring licensing, testing or certification, or training          

length extends beyond 1,040 hours (Unless training can be given on the job). 
f) Part-time occupations.  (For definition purposes, full-time employment is the 40-

hour week, except where fewer hours are normal to the occupation, but in NO 
case less than thirty-two (32) hours per week). 

g) Occupations that are currently, or will be, included under an employee-leasing 
contract whereby job openings for a particular occupation at a business facility 
are filled by staff of the leasing contractor. 

h) Occupations where adequate supervision and/or monitoring is not available. 
 

 
Length of Training 
 
The length of training allowed in an OJT contract is limited to a period not in excess of 
that required for the participant to acquire the skills needed for the OJT position. The 
period of reimbursement to the employer under an OJT contract shall not exceed 1,040 
hours of training.  The 1,040 hours of OJT may be expressed in the number of hours, 
days, or weeks the enrollee is expected to work full-time. 
 
Participant Wages 
 
Wages above the average hourly wage are desired and preferred.  Being able to offer up 
to a 50% reimbursement of wages provided through the OJT contract is an effective way 
to persuade an employer that through their additional savings, they should be able to 
start the participant at a higher wage. 
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In no event will wages paid job seekers be less than the highest of the following: 
• the federal minimum wage 
• the State or local minimum wage 
• prevailing wage rates from persons similarly employed 
• minimum entrance wage rate for inexperienced workers in the same occupation 
• the wage rate required by applicable collective bargaining agreements 
• prevailing rate established by the Davis-Bacon Act. 
 
When the participants work overtime, reimbursements are made to the employer at the 
regular rate.  The half-time rate cannot be reimbursed.  The amount of the 
reimbursement is the total number of hours worked times the reimbursement rate.  For 
example, if a participant works 40 hours per week at $5.50 per hour, the reimbursement 
is $110.00 (40 x $5.50 divided by 2). 
 
OJT Contract Modifications 
 
A change or modification can be made to the OJT contract during the training period if 
necessary.  A modification is necessary to increase the subcontract amount, to change 
the contract closing date, or to increase the number of training slots.  The subcontractor 
and the contractor must mutually agree upon the modification.  Authorized signatures of 
the subcontracting officer and the contracting officer must be on the modification. 

 
Providing a Training Outline 
 
Developing a training outline is an important part of setting expectations for the 
employee, employer and the WIA staff person.  Training outlines are based on the 
negotiated training time of the OJT contract.  Begin by obtaining a copy of the job 
description from the employer.  If the company or business does not have a job 
description, the WIA staff may need to assist in the development and completion of a job 
description which outlines the skills necessary to measure job performance. 

 
The job description is used to assign each task an estimated length of time it will take to 
acquire the skill.  The number of hours for the individual skill will total the negotiated 
length of the contract.  Knowing the person who will be training the participant and 
documenting this information is an important part of the training outline and developing 
good communication.  The training outline is normally completed with the assistance of a 
representative of the company and is always reviewed by the employer before the 
contract is signed.  A copy of the training outline is shared with the participant.  A 
sample-training outline is included in your forms section of this notebook.  The sample 
includes a detailed job description with a simple training outline.  If the job description 
does not explain the details of a job, a more detailed outline is necessary.  WIA staff 
should stay in close contact with the trainee, the employer and the person assigned to 
train the participant to ensure the proper skills are being obtained as outlined in the 
training plan.  This monitoring needs to occur at least two times each month. 
  
After the contract terms are negotiated, the contract is completed based on the 
information obtained during the negotiation process.  The subcontractor's name, 
address, IRS number, and telephone number, the reimbursement amount, and the start 
date and termination date of the contract are included. 
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The OJT Cost Table and Hiring Schedule are completed based on negotiated hourly 
wages and training hours.  The job description and training outline for each occupation 
are attached to the contract. 
  
Before the subcontractor’s signature is obtained, the terms of the contract should be 
explained a second time.  The employer should clearly understand their responsibility 
and the responsibility of the High Country Local Area and its contractors.  The employer 
needs to understand that the expectation is that the participant to be retained after 
training.  The employer should also, realize that the goal of OJT program is long-term, 
full-time unsubsidized employment.  If there are any problems or concerns that arise 
during the training, the appropriate WIA staff member and/or their supervisor will be 
available to provide assistance. 
 
Problems that may arise during training should be solved with the employer, the 
participant, and the WIA staff member (may include the WIA supervisor).  A good 
working relationship is needed with the participating employers and the enrollees to 
make the project a success.  It is the WIA staff member’s responsibility to help cultivate 
these relationships and ensure that the employer and the participant are following 
through on their responsibilities and doing their best to carry out the objectives of the 
plan. 
 
How to complete OJT invoices 
 
Copies of OJT invoices, timesheets and evaluations need to be maintained in the 
customer file. The OJT employers are asked to complete the timesheet on a monthly or 
biweekly basis and trainee evaluations are to be completed for every 80 hours of training 
completed.  The participant’s immediate supervisor is expected to complete and sign the 
timesheet and the evaluation.  The WIA staff member completes the bottom portion of 
the timesheet based on the information in the contract. 
 
The calendar on the timesheet is completed based on the dates the enrollee trained 
during the month.  For example, if the enrollee trained 8 hours on Friday, March 5, a 5 is 
placed in the corner of the block on the first row of the calendar under Friday.  A large 8 
is also placed in the square.  These numbers show that the enrollee trained 8 hours on 
March 5.  This same procedure is followed for the entire month.  WIA funds are not to be 
used to pay employers for benefits such as sick leave, annual leave or holiday pay since 
no training is taking place at this time. 
 
Each WIA contractor will have a system for insuring the receipt of OJT invoices from 
employers in a timely manner for processing by the WIA contractor’s finance office.  A 
copy of the invoice is to be placed in the customer’s file. 
 
 
The immediate supervisor completes the evaluation based on the enrollee's work 
performance during the month.  Any rating of a 4 or 5 must include a written explanation.  
The evaluation should be discussed with the participant in an effort to explain concerns 
and/or have the opportunity to receive positive feedback.  This should occur prior to the 
evaluation being signed.  After the timesheet has been reviewed and the evaluation 
discussed, the evaluation is signed by the supervisor and the participant. 
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Attachment E 

 
The WIA staff member who is working with the customer should also review the 
employer evaluation.  Low ratings should be discussed in a professional manner with the 
supervisor and the enrollee separately.  High ratings deserve positive feedback and 
praise from the WIA staff to the customer.   
 
Reasonableness of Cost:  The Act provides that each contract "specify the types and 
duration of on-the-job training and other services to be provided in sufficient detail to 
allow for a fair analysis of the reasonableness of proposed costs..."  The WIA 
Regulations prohibit the imposition of a requirement on employers to document 
extraordinary costs.  Payments to employers should not produce a record-keeping 
burden on employers by requiring the documentation of extraordinary costs that would 
unnecessarily make OJT a less desirable training option.  The WIA Regulations require 
no more record keeping of an employer that is already required of the employer for other 
purposes, (e.g., an employer would have to maintain payroll records to demonstrate that 
a participant worked the number of hours that were billed, but payroll records are already 
required to be kept for a variety of other federal and state purposes).  The U.S. 
Department of Labor believes that the intent of this requirement is that the contract 
accurately reflect the basis for the contract costs, including the number of enrollees, 
occupations, wage rates, training content and the duration of training, provisions for 
adjustment (such as scheduled wage increases), and the basis for any other payments 
(such as separately scheduled classroom training as described in paragraph (d) (4) of 
this section). 
 
 
Monitoring 
 
The monitoring system for OJT should at a minimum include the following:  compliance 
with the training outline, enrollees eligibility check, comparison of time and attendance 
with invoices, comparison of contracted wage rate vs. wages paid, and start date of 
employment vs. contract start date.  Other areas of monitoring may include, EO issues, 
safety, participant interview, and/or supervision. 
 
A monitoring review should be conducted whenever there are indications of problem 
areas, i.e., layoffs or rumors of layoffs, decrease in hours of reported training time, 
complaints from participant (either formal or verbal complaints), complaints from the 
employer (either formal or verbal), rumors of an employer filing bankruptcy, etc.   
 
All monitoring reviews should be documented and the written documentation should 
become a part of the contract file.  The report should include: all areas of non-
compliance with the contractual agreement, review of the eligibility of participant(s) 
enrolled under the contract, any corrective actions necessary, and the findings of any 
ineligibility of WIA enrollees. 
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OJT PARTICIPANT TRAINING PLAN 
PARTICIPANT NAME:          High Country (Region D) Local Area   TRAINER'S NAME:   
JOB TITLE:               SVP LEVEL:                  
TRAINING START DATE:   
EMPLOYER:              REPRESENTATIVE:  

 
Tasks Required 

 
Occ. 
Trng. 
Hrs. 

Part. 
Trng. 
Hrs. 

Training Method Measurement Method Skill 
Mastery 
Date 

Evaluation Comment 
(initial; use back if needed) 

 
1.    Demonstration/Observation   

 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

 
2.     Demonstration/Observation   

 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

 
3.  
 

   Demonstration/Observation   
 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

 
 4.     Demonstration/Observation   

 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

 
 5.     Demonstration/Observation   

 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

 
6.  
 

   Demonstration/Observation   
 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

TOTALS 
Certification that trainee successfully completed training and is employed in training-related occupation at a rate at least equal to training wage 
                                                                                                                                                                                                                                 
Employer Signature   Trainee Signature   Date 42



OJT PARTICIPANT TRAINING PLAN 
PARTICIPANT NAME:           TRAINER'S NAME:  
JOB TITLE:            SVP LEVEL:                      
TRAINING START DATE:  
EMPLOYER:            REPRESENTATIVE:  

 
Tasks Required 

 
Occ. 
Trng. 
Hrs. 

Part. 
Trng. 
Hrs. 

Training Method Measurement Method Skill 
Mastery 
Date 

Evaluation Comment 
(initial; use back if needed) 

7 
 

   Demonstration/Observation   
 Practice 
 Oral Instruction 
 Study/Review Written 

Procedure, Manuals, Video 
 Seminar Class 

 Observation/Inspection 
 Product Review 
 Oral Test Question/ 

Answer 
 Simulation 
 ___________________ 

  Needs more Practice 
 Satisfactory 
 Above Average 

 
___-___-___ Trainee ____ 
___-___-___ Trainer____ 

      
 

 
 
 
 

 
 
 
 

     
 

 

TOTALS 
 

Certification that trainee successfully completed training and is employed in training-related occupation at a rate at least equal to training wage 
                                                                                                                                                                                                                                 
Employer Signature   Trainee Signature   Date 
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INDIVIDUAL MONTHLY TIME SHEET 

All signatures must be in ink!!! 
COMPANY NAME      SUBCONTRACT NO.  
ADDRESS   

 
Trainee: 

 
Job Title:  Slot No.  Authorized Training Hours:  

 
Name 

 
 001  

 
Date of Hire:   

 
Beginning Hourly Rate:  Fixed Hourly Unit Cost:  Termination/Completion Date: 

 
 

 
$ $  

 
MONTH:                                                

 
 
1 

 
2 

 
3 

 
4 

 
5 

 
6 

 
7 

 
8 

 
9 10 11 12 13 14 15 16 17 18 19 

 
20 21 22 23 24 25 26 27 28 29 30 31 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
           

 
            

 
TRAINEE'S SIGNATURE:                                                        DATE:                 __     TOTAL REIMBURSABLE HOURS:   ________________         
 
EMPLOYER'S SIGNATURE:                                                   DATE:                 __     WIA SUPERVISORS  SIGNATURE:                                           DATE: ________________            
 
 WORKSITE SUPERVISOR'S EVALUATION 
 
        1. ON TIME FOR WORK:  The trainee reports to work 

regularly or calls in to report absence and is present at the 
designated starting hour and returns promptly at end of 
breaks/lunch. 

          2. DISPLAYS INITIATIVE:  Trainee is at designated place 
of duty and starts without being told and also starts at designated 
starting time. 

          3. WORKS CONSCIENTIOUSLY:  Trainee does not waste 
time or materials.  Uses machines and tools carefully.  Performs a 
reasonable amount of work during a workday. 

          4. FOLLOWS INSTRUCTIONS CAREFULLY:  Trainee is 
able to follow instructions in getting job completed without 
constant personal direction from supervisor. 

 
 
 
 
 
 
 
 

         5. WORKS WELL WITH OTHERS:  Trainee is cooperative 
with fellow workers and supervisors; is friendly, courteous; also 
ability to take constructive criticism. 

         6. APPLICATION OF SAFETY RULES:  Trainee follows 
all safety rules and precautions that are set forth at the worksite. 

         7. GENERAL WORK ATTITUDE:  Trainee respects 
authority and courteously accepts work assignments. 

         8. SUPERVISOR'S COMMENTS: 
                                                                                                                                                       
 
 
RATINGS:  1=Exceptional; 2=Better than Average; 3=Adequate; 4=Often 
Unsatisfactory; 5=Unsatisfactory
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CONTRACT NO:_ ____ 
 

Workforce Investment Act 
High Country (Region D) Local Area 

ON-THE-JOB TRAINING PROGRAM 
PAYMENT OF COSTS CONTRACT 

 
 
_____________________________ hereinafter called the CONTRACTOR, and _______________ _ hereinafter called 
the SUBCONTRACTOR, agree to the following terms and conditions. 

PART I 
COVENANT AND CONSIDERATION 

 
   1.1.  Purpose.  The Contractor agrees to engage the Subcontractor and the Subcontractor agrees to train individuals in 
connection with the Workforce Investment Act program.  The Contractor and Subcontractor agree that the Subcontractor 
employ  _____ person(s) and shall provide them with on-the-job training as described in the attached training plan(s), 
which plan(s) is made a part herein by reference.  The on-the-job training portion of this subcontract may not be sublet. 
   1.2.  Period of Contract.  The services of the Subcontractor are to commence on ____ ______, and shall be undertaken in 
such a manner to assure their completion by ___________ _____________. 
   1.3  Compensation.  The Contractor agrees, subject to the availability of federal funds as obligated under the above-
referenced Grant, and subject to the conditions set out below, to pay the Subcontractor on a payment of costs basis for 
allowable costs properly incurred in training individuals under this Subcontract, but in no event will the total payments 
exceed the sum of ____________________________________________________________________________.  

PART II 
CONDITIONS 

 
 2.1.  Scope of Service.  The Subcontractor shall perform, in a manner satisfactory to the Contractor and within state and 
federal law, the services specified in the attached training plan(s).  A training plan shall contain, in writing the number of 
persons to be trained and a detailed description of the exact on-the-job training that such person(s) are to receive. 
 2.2.  Reporting Requirements. 
 2.2.1.  The Subcontractor shall maintain a timesheet for each individual being trained.  The Contractor will 
complete an invoice itemizing the total reimbursement earned for the period.  At a minimum, timesheets shall contain the 
name of the trainee and his/her supervisor, both their signatures, the trainee’s job title and Social Security number, dates 
worked the previous month, hours worked per day, the fixed hourly rate, and the total reimbursable hours.  Do not 
document hours used for benefits such as sick leave, annual leave or holiday pay since no training is taking place at 
that time. 

2.2.2.  The Subcontractor shall immediately notify the Contractor of all allegations of, suspicions of, or instances 
of criminal misconduct, fraud, willful misconduct, or gross misconduct in connection with the program. 
 2.3 Accounting and Record-keeping Requirements. 
 2.3.1.  The Subcontractor shall use generally accepted accounting principles to assure the proper accounting of 
funds and permit accessibility and verification in monitoring and audit.  The Subcontractor shall comply with any 
Contractor directives regarding accounting and audit procedures under the Contract. 
 2.3.2.  The Subcontractor shall retain all financial, statistical, and supporting records pertinent to the Contract for a 
period of five years from the date of final payment, or, if later, the date of final release from responsibility under this 
Contract by the Contractor. 
 2.4 Payment. 
 2.4.1.  The Contractor will reimburse Subcontractor for the on-the-job training costs based on a fixed unit cost of 
not more than fifty (50%) of the trainee's starting hourly wage times the allowable number of training hours.  The number 
of training hours shall not exceed that period of time required for acquisition of skills needed for a particular position as 
described in the Dictionary of Occupational Titles or O’Net, specific vocational preparation codes.  Any costs authorized 
under this Contract in addition to the training costs must be outlined and attached to this agreement. 
 2.4.2.  The Subcontractor realizes that payment for contract activity extending into the next program year 
(beginning July 1 each year) is conditioned upon the availability of federal funds to the Division of Workforce 
Development and subsequently the Contractor in the ensuing program year.  The Division of Workforce Development and 
the Contractor incur no obligation if such funds become unavailable. 
 2.5 Monitoring. 
 2.5.1.  The Contractor shall monitor all fiscal and management activities of the Subcontractor under this Contract 
to assure that (a) performance goals are being met, (b) that appropriate administrative procedures, controls and records are 
being maintained, and (c) Contract terms are being fulfilled. 
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'When developing financial aid packages for individuals who are potentiany eJjgibJe for a federal 
Pell Grant, the following will apply: 

Application for the PeIJ Grant 

All participant~ who may be eligible to receive Pell Grants must apply for them. Appropriate 
WIA service providers in the Local Area must work with the participant to ensure that the Free 
Application for Federal Student Aid (FAFSA) is completed and submitted to the Federal 
Processor and all supporting documentation is completed and submitted to the financial aid 
office of the selected training provider. 

Detennination of fun cost of training for an individual 

Appropriate WIA service providers in the Local Area will coordinate funds available for training 
with the Financial Aid office of the selected training provider. The financial aid office of the 
selected training provider shall detennine the full cost of training based on the' individual's 
circumstances. This cost will take into account the estimated costs of tuition, fees, books, 
supplies, personal expenses, and other education-related expenses. 

Determination of resources available for training 

Appropriate WIA service providers in the Local Area will, in cooperation with the Financial Aid 
office of the training provider, complete a Financial Award Analysis fOlID (Attachment A) or 
alternate form for each student receiving Pell Grant and WlA resources. This analysis win (a) 
identify all resources available to support the student, including Pell Grant, WIA. resources and 
other sources of funding, and (b) compare these resources with the individual's fu1J cost of 
training to arrive at a shortage/surplus ofresources. 

In summary, the Financial Award Analysis, or alternate fonn, shall serve to allocate PeU Grant, 
WLt\. resources and other financial aid resources for the student to ensure that the studenfs needs 
are met. Any alternate form used must mclude at least the information contained in the Financial 
Award Analysis [ann, 

Allowable WlA costs 

WIA resources may be used for any allowable WIA cost that supports the individual's full cost of 
training in an approved WIA-funded program. 

\¥hen WIA resources mav be used 

WIA funds may be used before and/or after Pell Grant funds are in place. 

Level ofWJA resources 

It is anticipated that, in most cases, the combined Pell Grant resources and the WIA resources 
will not exceed the individual's fuJI cost of training. In this situation, WIA funds may be used to 



support up to the full cost of training so long as (a) these costs are not aheady addressed by other 
resources and (b) the use of WIA funds will not result in an available level of resources that 
exceeds the individual's full cost of training. 

However, if WIA funds are used fIrst and the addition of Pell Grant funds results in an available 
level of resources greater than the individual's full cost of training, the WIA funding must be 
reduced to ensure that total resources available do not exceed the full cost of training. In this 
situation, the training provider will refund the appropriate amount of WIA funds to the WIA 
service provider in the Local Area on behalf of the student and apply the individual's Pell Grant 
to these costs instead. 

EFFECTIVE DATE: Immediately 

EXPIRATION DATE: IndefInite 

CONTACT: DETPlanner 

AHAfbe 

Attachment 
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ATTACHMENT A 

FINANCIAL AWARD ANALYSIS 
(TO BKCOMPLETEDBY THE TRAINING PROVIDER AND THE WIA SERVICE PROVIDER) 

TRAININGPROVIDER: _ 

JW1A Customer: SS#: 'I Telepbone #: 

Training Start Date: Training End Date: 

No. of Semesters! Quarters: 

Telepbone #: f Fax#: 

Name(s) ! Type(s) OfTraining : 

Training Provider Contact Person: 

I 

TRAINING ITEMS 

Application JRegistration 

Tnition 

Books! Supplies 

SboplCliniclLabFees !Uniforms 

Physicals 

Licenses/:Permits 

Parking Fees 

Student Activity Fees 

TransportJltion 

Child Care Cost 

"I'PlhcrReqUired Cost (specify) , 

{'Olhcr ReqUired Cost (specify 

TOTAL PROJECTED COST OF TRAINING 

FUND 
ASSIGNMENTS 

(#1.4 UNDER 
FUNDING 
SOURCES) 

I 

I 
I 

COSTS PER NUMBER OF' TOTAL COST OF 
SEMESTER OR SEMESTERS OR TRAINING SERVICEs 

QUARTER QUARTERs 

I 

I 

AVAILADLE FUNDING SOURCES 
(Documentation must be attached) 

1. Federal Pell Gront (attach SAR, etc.) 

2. Schoial'sbipsiGrairtslOtber 
FinonclDl Aid 
(attacha licahle awardidenkJl letters 

3. Other SOIll'CeS ( specify) 

AID PER 
SEMEsTER OR 

UARTER' 

NUMBEROF SEMESTERS 
OR QUARTERS 

TOTAL AVAlLABLE 
RESOURCES 

4. 

5. 

6. 

7. 

VocatlonaI RebabWtatlonlSoclal Sel'Vices 

TOTALNON-WIA AVAD..ABLE 
RESOURCES 
NEEDED! REQUESTED 
WIA TRAINING RESOURCES 

ADDmONAL RESOURCES NEEDED 
(normally this should he a zero balan~ 

i' - ,,-. 

" 

: .,." 
. 

_:' 

": ,," 

_' 

:'1;""" '~-{'''.'': ~ .. :-: . :-'~-:'; 

!/., .. , .' ' 
,I, : :.;, _' '" ",' , 

:r. ,authorize and consent to the release and exchange of confidential 
information to the WIA service provider and the training provider. 

SIGNATURES: __--=- = ..".....------­
WIA CUSTOMER DATE 

FINANCIAL AID OFFICER DATE WIA SERVICE PROVIDER DAlE 
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