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On-The-Job (OJT) Training 
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Earn While You Learn Model

• Hands on training that the employer designs

• A payment to offset training costs

• An opportunity to train employees and provide 
knowledge or skills essential to the full and 
adequate performance of a job

• An investment in the company
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Employer Value Added
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• Cost Reduction :Wages, Advertising, Recruiting 

• Applicant Assessment and Filter 

• Time Saver

• Training Template for Future Hires

• Connection to Career Center Services and Supports

• Connection to State-Wide Employer Network

• Return on Investment
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How Does it Work?
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•  Qualified (eligible) applicants are matched with 
approved job openings with eligible employers.

• A training plan is developed that meets the needs of 
the employer and participant

• A contract is developed and executed

• Your company will be reimbursed a percentage of 
the costs  associated with training new employees 
for the agreed upon training period.
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On-The-Job Training (OJT) Process
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 Step 1: Meet with the Employer€ Employer Eligibility Checklist (EEC) /DUA Compliance and Certificate of Good Standing
Step 2: DRAFT of the OJT Training Plan 
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 OJT Contract and Training Plan
Step 6: OJT Contract Start-Up€ Final Contract and Training Plan and Justification Form 
Step 7: Invoicing (payroll) and Progress Reports€ Invoice with backup Documentation and Progress Report
Step 8: Monitoring€ Monitoring Form
Step 9: Follow Up
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Step One – Employer Eligibility
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Certificate of Good Standing , DUA  and 
WTF Employer Check
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Step 2:  DRAFT of OJT Training Plan
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• Training Plan
✔ Utilized for OJT Matching process

✔ Identify potential OJT candidates skill gaps

• Connection to OJT Contract & Monthly Progress 
Report
✔ Training Plan is embedded into the OJT Contract and Monthly Progress 

Report
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Step 2:  DRAFT of OJT Training Plan
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• Employers Job Description

• O’NET Narrative Content  
O*NET 

http://www.onetonline.org/

✔ Specific Vocational Preparation (SVP)

✔ Job Zones

✔ Wages

✔ Labor Market

http://www.onetonline.org/
http://www.onetonline.org/
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O-Net
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O-Net 
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Training Plan Example

Human Resource Assistant 
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Tasks 
 

Competency Based Skills Est. Hours
 

Instructional  
Method 

Evaluation 
Method

Provides administrative 
support to Vice President
of Human Resources and 
HR staff members.

Provides timely and accurate administrative 
support to HR department, includes files for 
Vice President; drafts letters, policies; develops 
spreadsheets; designs presentations and flyers; 
department supplies.

 
 

50

 
V=Verbal/Written 
Instruction    
S=Shadowing       
W=-Supervised 
Direct Work    
A= Assigned  
       Readings

 
D= Observable 
Demonstration   
 P= Product Review    
Q= Meets 
Performance 
Quota/Standard

Administers 
pre-employment

process for new employee 
orientation to ensure all 

pre-
employment paperwork
requirements are 

completed.

Processes appropriate paperwork as outlined in 
pre-employment chart for new hire orientation.  
Maintains HR department files including 
employee records, CORI results, I-9 
information, applicant tracking, updating 
In-Service tracker, etc., in a timely and accurate 
manner

 
100

V=Verbal/Written 
Instruction    
S=Shadowing       
W=-Supervised 
Direct Work    
A= Assigned         
Readings

D= Observable 
Demonstration   
 P= Product Review    
Q= Meets 
Performance 
Quota/Standard

Maintains Employee files Updates and distributes Employee Information 
Guide and Manager’s Guide, as directed by Vice 
President of HR.

50 V=Verbal/Written 
Instruction    
S=Shadowing       
W=-Supervised 
Direct Work    
A= Assigned         
Readings

D= Observable 
Demonstration   
 P= Product Review    
Q= Meets 
Performance 
Quota/Standard
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Step 3 - Identify Eligible OJT 
Participant(s)
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• Referral Options and Eligibility 

The participant must meet eligibility criteria for the opportunity.  
The DRAFT OJT training plan will guide the match process based 
on competencies outlined for the OJT position. 

• Internal and Reverse Referrals 

✔ Career Center Staff identifies candidates, pre-screens and 
conducts assessments

✔ Employer identifies candidates, submits information to 
Career Center Staff to determine candidate’s eligibility



www.MassHire-CICC.com

Interview Process
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• Employer Interview Selection Process

✔ Forward ONLY eligible candidates

✔ Prepare candidates for interview

✔ Candidates complete applications forms and/or 
assessments usually required by employer
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Steps 4&5: OJT Contract and 
Final Training Plan Design
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Finalizing the OJT Training Plan with the Employer

✔ DRAFT OJT Contract with outline of final OJT Training 
Plan embedded in contract is submitted to Employer 
for Review.

✔ SPoC approves and authorizes preparation of OJT 
Contract 
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Sample OJT Contract
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Sample OJT Contract
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Sample OJT Contract
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Sample OJT Contract
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• SPoC Prepares OJT Contract for Employer Signature.

✔ Employer executes TWO ORIGINAL  Contracts. 

OJT Contract Review and Approval Process

❑ 1 – Original executed copy will stay with SPoC

❑ 1 – original executed copy will be mailed to the Employer         
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Step 6 & 7: OJT Contract 
Start-Up/Invoicing/Progress Reports
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At time of contract signing or prior to; the SPOC 
reviews the following with employer:

❑ Invoicing Process

❑ Monthly Progress Report 

❑ Local Monitoring 
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Invoice and Progress Report
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Invoice – Monthly Process

1. The Employer submits Invoice with backup 
documentation to SPOC with the OJT Monthly 
Progress Report.

2. The SPoC verifies for accuracy and gets official 
signature.

3. The SPoC will process payment directly to the 
employer within 30-days of receipt of the invoice. 
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Step 8:  On Site Visit
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▪A minimum One on-site visit, will be conducted 
during the term of the OJT 

▪Compliance with the training plan and other 
contractual stipulations. 

▪Discussions with both the employer and trainee to 
determine the trainee’s progress and to identify 
issues in need of resolution. 
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Step 9:  Follow Up
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• Contract Modifications 

• Surveying the Customer and the Employer

• New Business Needs 
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Contact Information
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Cathie LeBlanc

Staffing Executive

MASSHIRE – Cape and Islands Career Center

372 North Street 

Hyannis, MA 02601

508.862.6128

508.862.6101 (fax)

cleblanc@masshire-capeandislands.com

mailto:cleblanc@masshire-capeandislands.com

