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On-The-Job Training (OJT) Guidelines

GOVERNOR’S WORKFORCE INNOVATION DIRECTIVE PY2021-08

1. Purpose: This directive transmits the updated On-The-Job Training (OJT) Guidelines with all
the Program policy changes. These guidelines are effective February 1, 2022.

2. Discussion: These guidelines have been revised due to changes in the On-The-Job Training
(OJT) program policy and processes. Changes have been made through a joint effort of the
Workforce Development Division staff, Alabama Career Center staff and representatives from the
Alabama Office of Apprenticeship. The policies are intended to guide Career Center staff in all
seven local areas in developing and managing On-The-Job Training programs.

The changes include several items. Please read the attached guide closely.

Effective July 1, 2021, all OJT reimbursements will be at a rate of 50%. Refer to page 11.

Apprenticeships utilizing the OJT program will follow the specified guidelines listed under
the appropriate section. Refer to pages 2 and 18 — 19.

Performance-Based agreements will no longer have negotiated costs. All wages will be
reimbursed at 50% of the hourly wage for the trainees. There will be no open
performance-based slots and the slot cannot be replaced, swapped, or backfilled with
another trainee. Each trainee must be identified by name with submission of a training
and evaluation plan submitted with the request letter. Refer to pages 2 — 3.

All ITA participants that are entering into an OJT agreement will be placed in a
Performance-Based agreement with the maximum reimbursement at 50% of the hourly
rate and the maximum approved hours at 440 hours. Refer to page 2

Employer requirements now state NO OJT Agreements can be written or reimbursed for
Commission-Only positions, 1099 Independent Contractor positions, Virtual-Only Work
positions, nor Work-From-Home Only positions. Refer to pages 3 —4.

Employers must complete one training evaluation at the completion of the OJT
agreement for all trainees on that agreement. Workforce Development Division will no
longer require a mid-term evaluation. The training and evaluation form has been updated
to require the State ID in place of the trainee’s SSN. Refer to pages 5 -6 and 8.

Compliant with GOVERNOR'S WORKFORCE INNOVATION DIRECTIVE NO. PY2020-02, all
Record Maintenance lists are updated to reflect required information that needs to be
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scanned into the AlabamaWorks! system. The OJT agreement records will need to be
retained for ten (10) years by the Career Center and are to be scanned into the
AlabamaWorks! system at the completion of the agreement. The Employer will retain the
complete OJT agreement record for three (3) years after the completion of the OJT
agreement. Refer to pages 13 —14.

Due to the ongoing issues with agreements being incomplete when submitted and
untimely responses to requested changes and information, all OJT agreements and
modifications must be submitted in completeness. All original agreements must be
accompanied with the employer’'s W-9 form. Any necessary corrections must be
submitted within 14 days of the request or before the end of the month the agreement
has been submitted, otherwise the agreement and/or modification will be rendered null
and void. Refer to page 8 and 12.

Additionally, Employer invoices must be kept current. Any agreements with outstanding
invoices older than 45 days, will be subject to termination at day 60. The only acceptable
documentation for the participant’s pay rate is payroll verification or a signed statement
from the employer on the company letterhead. Refer to pages 8 and 15 — 16.

3. Action: Staff responsible for the OJT program should be made aware of and comply with
this policy for OJT participants enrolled in the Local Workforce Development Areas. All seven local
areas are encouraged to adopt these guidelines. These guidelines replace all previous OJT
guidelines.

4. Contact: Questions and/or comments regarding this Directive and the attached OJT
Guidelines should be referred to Eboné Curry, OJT Specialist, Workforce Development Division,
Governor’s Local Workforce Development Areas at ebone.curry@commerce.alabama.gov.

Dt U denae

Tammy Wil
Workforce
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son, Division Director
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FORWARD

The Department of Commerce, Workforce Development Division mission statement is to be
a national leader in delivering Workforce Innovation and Opportunity Act (WIOA) services and
related programs for Alabama citizens. These guidelines have been developed through a
joint effort between staff of the Alabama Department of Commerce, Workforce Development
Division (WDD) and Career Center staff. The policies contained herein are intended to guide
Career Center staff in developing and properly managing On-the-Job Training programs and

other employer specific training programs.

Though numerous individuals have provided invaluable information and assistance in
developing this document, a special thanks goes to the following people who have worked

tirelessly to ensure that these policies are accurate and comprehensive.

Terry Comer Kivondra Rivers Ruby Beezley

Ebone’ Curry Tammy Wilkinson Lorilei Sanders

These guidelines are intended for use by Career Center staff in providing the highest quality
services to trainees and employers. In cases where trainee and employer services may be
improved through exceptions to provisions of these guidelines and when those exceptions
violate neither Federal, State, nor Local Area policy, Career Center staff are encouraged to

make requests for exceptions on behalf of the trainee and employer.

v



CAREER CENTER GUIDE TO EMPLOYER-SPECIFIC TRAINING ACTIVITIES
I. INTRODUCTION

On July 22, 2014, Congress passed the Workforce Innovative & Opportunity Act (WIOA). WIOA
Regulations along with subsequent Alabama Department of Commerce, Workforce Development
Division (WDD) and the Governor’s Local Workforce Area(s) policies are the regulatory provisions for
conducting Employer-Specific Training activities.

The Local Workforce Development Boards meet annually to authorize funds to be used for the
development and administration of the On-The-Job Training (OJT) system.

WIOA Final Rule: Sections 680.700- Subpart F
What are the requirements for On-The-Job Training?

(a) OJT is defined at WIOA Sec. 3(44). OJT is provided under a contract with an employer or
registered apprenticeship program sponsor in the public, private non-profit, or private sector.
Through the OJT Contract, occupational training is provided for the WIOA participant in
exchange for reimbursement, typically up to 50 percent of the wage rate of the
participant for extraordinary costs of providing the training and supervision related to the
training. In limited circumstances, as provided in WIOA Sec 134(c)(3)(h) and 680.730, the
reimbursement may be up to 75 percent of the wage rate for a participant.

(b) OJT Contracts under WIOA Title I, MUST NOT be entered with an employer who has
received payments under previous contracts under WIOA or WIA if the employer has
exhibited a pattern of failing to provide OJT participants with continued long-term
employment as regular employees with wages and employment benefits (including health
benefits) and working conditions at the same level and to the same extent as other
employees working a similar length of time and doing the same type of work.

(c) An OJT contract must be limited to the period of time required for a participant to
become proficient in the occupation for which the training is being provided. In
determining the appropriate length of the contract, consideration should be given to the skill
requirements of the occupation, the academic and occupational skill level of the participant,
prior work experience, and the participant's IEP.

Employer-Specific Training activities are delivered under an agreement with an employer in the
private or public sector to provide the skills and knowledge essential to the full and adequate
performance of the job. The purpose of these guidelines is to define the Governor’s Local Workforce
Area(s) policies and to provide guidance in the operation and management of the OJT programs.

Il. ON-THE-JOB TRAINING
A DESCRIPTION OF ON-THE-JOB TRAINING

Funded by the U.S. Department of Labor, the Alabama Department of Commerce, Workforce
Development Division (WDD) administers the On-The-Job Training Program. The OJT Program gives
individuals an opportunity to learn new job skills and allows employers to train new employees while
saving money on training costs. A Business Service Representative and the employer will create a
training plan that defines training objectives and goals for the trainee(s).



The OJT Program is designed to provide reimbursement to employers for the extraordinary costs
associated with hiring and training of individuals eligible for these services. This reimbursement
serves as an incentive to encourage employers to hire individuals who do not have all of the required
skills for a particular job. NOTE: Employers must be able to meet payroll and not rely on OJT
reimbursement to meet payroll.

The following informational guidelines are for general WIOA OJT programs. Apprenticeships operate
under different guidelines and are outlined further on pages 18 - 19 in this manual.

On-the-Job Training agreements should be developed in high skill occupations appropriate to the
trainee’s areas of assessment:

Occupational interests,

Skill levels,

Financial needs,

Education and work experience, and
Any special need for accommodations.

1. Two Types Of On-The-Job Training Programs: New Hire And Performance-Based

New Hire On-The-Job Training Agreements:

The New Hire OJT Agreement allows an employer to hire new workers and train them in skilled
positions with a goal of permanent employment upon successful completion of training. The training
period can range from 6-26 weeks (MAX). The employer may train for the duration of the training
time. Monthly invoices are required. A training plan is written for each participant on the OJT
Agreement. NOTE: Normally this type of training is designed for the training of 1- 5 new trainees that
may need the duration of the training period.

Performance-Based On-The-Job Training Agreements:

Performance-Based On-The-Job Training Agreements are designed to offer training for a large
number of employees for a short period of training time. This includes skilled and/or unskilled
workers when time is of the essence (need trained employees fast). Training hours, training plans,
number of trainees are negotiated through the Workforce Development Division (WDD) on a case-by-
case basis. The costs and wages are at 50% reimbursement. All Performance Based agreements
are different, based on the employer’s needs at the time.

The training may relate to the introduction of new technologijes, introduction of new production or
service procedures, upgrading to new jobs that require additional skills, workplace literacy or other
appropriate purposes identified by the Local Workforce Development Boards.

All OJT ITA prospects that may transfer from an ITA to an OJT, a letter is still required. However, the
maximum reimbursement will be 50 % of the hourly wage paid by the employer and the maximum
training hours will be 440 hours on a Performance-Based OJT agreement.

The Business Service Representative assisting the employer with the agreement should submit a
letter to WDD’s with the following information:

e Employer’s business name
e Number of employees to be trained



e Time period recommended for training
e Job descriptions
o Wages per hour

Invoices are submitted to the WDD/the Governor’s Local Workforce Area(s) at the employee’s
completion of training plus one day. Only those employees that complete training are eligible for
training cost reimbursement.

There will be NO OPEN Performance-Based agreement slots. The participants must be identified by
name(s) on the training plans to start at the submission of the OJT agreement package for WDD
approval. These agreements will be written and negotiated like New Hire agreements with the
names of the trainees on their training plans. The Performance-Based OJT agreement letter
submission is still required first and then invoices are to be submitted for reimbursement when the
participant(s) completes the training hours plus 1-day.

2. Training Goals and Wage Requirements

The goal of the OJT program is to place trainees in occupations that will enhance their prospects for
long-term employment and will ultimately permit them to become self-sufficient. OJT is designed to:

e Provide training to individuals who are unskilled or lack adequate job skills;

e Provide training consistent with the trainee's career choices as evidenced on the Individual
Employment Plan/Individual Service Strategy (IEP/ISS); *WIOA requires that the ISS is
developed for each youth and that it identifies employment goals.

e Provide structured training on an individual basis for a trainee or group of trainees;

e Provide training in high demand/high wage occupations; and

e Provide training specific to the employers' needs.

High demand occupations include those for which an employer has expressed a commitment to hire.
On-the-Job Training trainees must be paid at the same wage as other entry-level employees in the
same occupation. Employers must not adjust entry-level wages for WIOA trainees in order to obtain
an OJT agreement.

No OJT Agreements cannot be written or reimbursed for Commission-Only positions, 1099
Independent Contractor positions, Virtual-Only Work Positions, nor Work-From-Home Only Positions.
Participants who have license will not be eligible for an OJT agreement.

3. Training Duration

Negotiated training hours may differ among trainees even when placed in the same OJT training
position. The length of an OJT agreement shall be limited to a period not more than that generally
required for the skills needed for a particular occupation as guided by the Occupational Information
Network (O*NET) and the Governor’'s Local Workforce Area(s) policies. Reimbursement shall not
exceed 26 weeks (1040 hours) of training.

4. Services To Employer

On-the-Job Training is available to employers to assist in filling positions with qualified individuals.
Services to employers participating in the OJT system include:

o Offsetting employers' training expenses;
e Identifying and referring appropriate trainees;



Assisting the employer in developing a training plan tailored to the job requirements;
Providing interviewing space and access to fax, copier, and Internet;

Assisting the employer in completing required forms; and

Providing Case Management services to trainees.

B. ON-THE-JOB TRAINING TRAINEES

The OJT system provides WIOA-eligible Adults, Youth, and Dislocated Workers who have limited job
skills and/or lack of work history, the opportunity to acquire new skKills for productive jobs.

1. Identification

e Trainees must be eligible for WIOA training.

e The trainee's need for OJT must be identified in the IEP/ISS and Training Justifications for
Adults and Dislocated Workers. No Training Justification will be entered for Youth.

e Trainees may be placed on an OJT with a former employer if they were previously employed
in an unskilled position or employed three months or less in a skilled position.

o Trainees may be placed on an OJT if they lack substantial skills or work experience in the
position for which they are to be trained.

e Trainees may receive OJT concurrently or sequentially with other appropriate types of
services (i.e.: Adult Education enrollments).

e Trainees cannot train on an OJT Agreement and receive training as an Incumbent Worker at
the same time.
The OJT program cannot be utilized for work at home positions nor virtual work situations.

e Trainees cannot be directly supervised by immediate family members.

o WIOA Federal Register defines Nepotism as: (1) No individual may be placed
in a WIOA employment activity if a member of that person’s immediate family
is directly supervised by or directly supervises that individual. (2) To the
extent that an applicable State or local legal requirement regarding nepotism
is more restrictive than this provision, such State or local requirement must
be followed. [20 CFR 683.200(g)]

2. Recruitment

Where OJT opportunities are available and trainees have not been identified, Career Center staff will
post a job order for a specific job with appropriate referral agencies within the Career Center system.
The job order should include job title, job description, qualifications, job duties and responsibilities,
wages and benefits.

Other means of recruiting include posting fliers in community resource areas, media recruiting, or
existing employer referrals. Media recruitment could take the form of job advertising through
newspapers, radio and television, or other local media circulars. Referrals from employers could be
applicants who might be considered for employment, but do not have the necessary skills to be
hired.

3. Assessment
Jobseekers who come to the Career Center are potential OJT trainees. During Career Services, initial
trainee skill levels and employment goals are determined. Trainee skills and goals are matched with

available job opportunities. If matches are found, the trainee is referred to an employer's job
openings. If no matches are made, referral to the Career Center staff for further services may be
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appropriate. Trainee needs are determined based upon the results of an initial assessment and all
trainees must be enrolled in Career Services.

During Career Services, assessment includes an evaluation of academic and occupational skill
levels, interests and suitability, an in-depth interview, and the development of an IEP/ISS. Career
Center staff must determine, based on an assessment, that trainees are in need of training and
possess the skills and qualifications necessary to successfully complete the training program. All OJT
trainees must be assessed. Each trainee is unique, and the assessment should be based on the
trainees’ needs and experience. If the assessment results indicate that OJT is appropriate, the
trainee will be considered for OJT. Trainees whose assessment reflects no previous work experience
or who lack work maturity skills may be provided additional career services prior to a referral to
employers for OJT consideration. This will ensure that the goal of OJT, which is job skills training, is
not diminished.

Types of Assessment Methods: (Comprehensive, Specialized, and Diagnostic)
Assessment Examples:

1.“My Next Move” (Job Interest Assessment)

2. TABE Testing (Test of Adult Basic Education)

*ALL Youth Must Receive the TABE Test*

4. Case Management / Follow-Up

Case management begins at registration into Career Services and continues while trainees are
enrolled in the OJT Program and/or as long as the trainees are receiving services from the Career
Center. Case Management notes are considered to be a part of the IEP/ISS. They should be entered
into AlabamaWorks! electronically and maintained under the participant's case notes sections. Case
Management notes thoroughly document all training. The notes support decisions, activities, and
needs recorded on the IEP/ISS; and provide written evidence of a working relationship between
trainees, employers, and staff.

* Case Management must be provided at a minimum of every 30 days while under an OJT
agreement and will be documented in case notes.

Career Center staff should ensure the following items related to the job are discussed with trainees
before they begin their training program:

e Employer requirements regarding attendance, work schedule, dress code, work behaviors,
and safety;

Knowledge/skills/abilities;

General work activities;

Job characteristics;

Job duties; and

Wages and benefits trainees should expect to earn.

In addition, Career Center staff should ensure the following items related to training are discussed:

e On-the-Job Training and Evaluation Plan (Training Plan) (Attachment B) -- Trainees must be
given a copy of the Training Plan developed in collaboration with the employer that identifies
their job tasks and requirements for the OJT position.

e Trainee Performance Evaluations -- employer must evaluate tasks performed by trainee at
completion of training.



e Training Hours - number of hours allotted to successfully complete training; and
e Follow-up - Career Center staff will contact trainee periodically after completion of training,.
o Follow-Up services must be provided as appropriate for participants who are
placed in unsubsidized employment, for 12 months after OJT Training
Services and/or Career Center Services have ended.
Communication between Trainees and Career Center staff is essential to the trainee's success.
Trainees should be encouraged to contact the Career Center staff when work related problems
cannot be resolved between trainee and employer. Trainees should be provided with the name,
address, phone and fax numbers, and email address of the Career Center staff working with them.
Trainees are advised they will be contacted periodically during training. The need for more frequent
contacts is dictated by circumstances such as lack of progress, absenteeism, need for further
supportive service referrals, or other reasons identified by Career Center staff.

5. Trainee Performance Evaluations

Trainees will be evaluated on their job performance once at the completion of their training period.
Performance ratings are found on the trainee’s Training Plan. The employer will evaluate the
trainee's ability to perform individual tasks using the following three rating levels:

S - Trainee is performing the task satisfactorily

U - Trainee is making unsatisfactory progress

N/A - Trainee has not started or completed training on the task

The Trainee Performance Evaluation will be at completion of training. The Business Service
Representative should ensure the employer is aware of his/her responsibility of performing the
evaluations and discussing the results with the trainee. The ratings are recorded on the trainee’s
Training Plan with a copy retained in the trainee's file, the employer's file, and one given to the
trainee.

C. ON-THE-JOB TRAINING EMPLOYERS
1. Identification

Private businesses are eligible for OJT services with the following exceptions:

e Businesses with experienced and able workers presently unemployed as a result of a layoff,
Businesses on a debarred list or in violation of local, state, or federal labor laws,

e Businesses exhibiting poor performance in the hiring and retention of trainees under
previous OJT agreements, and/or

e Businesses where a strike, lockout, or other similar condition exists.

In addition, WIOA funds will not be used to:

e Encourage the re-location of an establishment that results in the loss of employment for any
employee of that establishment at the original location, or

e Provide OJT for any establishment or part thereof, whose relocation results in the loss of
employment for any employee, until 120 days after the date on which such establishment
commences operations at the new location.

2. Public Sector and Non-Profit Employers

Public sector employers are supported by public funds and include police and fire departments,
federal, state and local governments, etc. Public and private non-profit organizations are eligible to
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become OJT employers with the limitation that for every five private sector trainees, one trainee may
participate at a public or private non-profit employer. Each Business Service Representative is
responsible for ensuring enroliment of five private sector trainees before negotiating with a public or
private non-profit employer. Public Sector and Non-Profit OJT Agreements will be reimbursed at 50%
reimbursement rate.

3. Employer Performance Evaluation

The performance of employers having participated in the OJT system in the past will be evaluated
before an additional OJT agreement will be negotiated or any additional trainee will be added to an
existing agreement. The Business Service Representative will use the OJT Employer Performance
Evaluation Form (Attachment E) to evaluate an employer's record of trainees' employment retention
after entering unsubsidized employment. This form is to be updated with the most recent and
accurate trainee information prior to each submission.

ltems assessed include:

e Date’s trainees entered and completed OJT,

e Trainee's beginning and ending wage,

o Trainee's employment status at the 26th week following training (if still employed with the
OJT training employer at that time), and

e If not still employed by OJT employer at 26th week, record reason the trainee left.

An OJT agreement will be entered into only with employers who have exhibited an acceptable level of
trainee employment retention (Retention rate of 50%). Such employers have exhibited a pattern of
providing trainees continued long-term employment with wages, benefits, and working conditions
equal to those provided to regular employees who have worked a similar length of time and are
doing the same type of work. Those employers who exhibit unacceptable performance are ineligible
for additional OJT agreements for two years from the ending date of the last agreement where poor
performance was indicated. Business Service Representatives will keep a cumulative list of
employer names and agreements.

NOTE: Trainees who leave for higher paying jobs or are no longer with the employer but employed
somewhere else WILL NOT be factored into the retention rate as a negative unless it is a noted
pattern. Employer Poor Performance and Retention can be evaluated on a case-by-case basis and
will require a letter for consideration.

3. Outreach

Various sources and methods can be used to reach businesses to make them aware of OJT training
opportunities and other Career Center services.

Outreach sources and methods:

e Chamber of Commerce

- Join / Attend Chamber meetings
- Build relationships with Chamber staff
- Network with Chamber members
e Industrial Development Agencies
- Present information to local industrial development boards
- Provide information regarding WIOA programs



City Business License Department

- Request permission from mayors to have OJT brochures, etc. included in the
information packet given to new businesses

Introductory Letters

- Provide an OJT program introductory letter to business and industry describing the
impact the program could have on their business or industry

Brochure and Flyer Mail-Out

Newspaper Articles/Advertising

Presentations to Professional and Community Organizations
Telephone Calls/Cold Calls to Businesses

4. Employer Responsibilities

In order for employers to participate in the OJT system their responsibilities include:

D.

Making the final trainee selection;
Providing full-time employment (40 hours per week is required)
o Exceptions on a case-by-case basis: (i.e.: Doctors, Lawyers, Voc. Rehab etc.
where less than 40 hours per week is considered full time.) *Requires a
letter
Providing expertise in analyzing specific job requirements.
Providing trainees with the same benefits and working conditions such as wages, health
insurance, workmen's compensation, and safe work environment as other employees in the
same or similar position.
Maintaining appropriate records associated with the training such as attendance and payroll
records.
Providing facility, equipment, and trainer.
Completing one trainee performance evaluation, per participant during the training period, at
the completion of the training.
Maintaining effective communication with Career Center staff during training; and
Providing employment to trainees upon successful completion of training.
All invoices must be kept current. Any agreements with outstanding invoices for a period
older than 45 days, will be subject to termination at day 60.

TRAINING AGREEMENT MANAGEMENT

Once the OJT Business Service Representative determines that an employer may be qualified to
participate in the OJT system, the Business Service Representative will:

Obtain the W-9 to verify the Federal Employer Identification Number,

Verify a healthy and safe work environment exists,

Verify WIOA-eligible trainees will receive the same benefits and working conditions as similar
employees,

Verify the employer carries Workmen’s Compensation or on-site health & accidental
insurance,

Verify compliance with the Davis-Bacon prevailing wage law,

Verify the job is not involved in political, discriminatory or non-sectarian activities

The Business Service Representative is the employer's primary source of contact on all matters
pertaining to the administration of the agreement. The Business Service Representative is



responsible for informing the employer of agreement requirements and providing whatever
assistance is appropriate for the successful completion of the agreement. During the development
of each OJT agreement, the Business Service Representative should advise the employer that
routine follow-ups will be conducted during the agreement period.

The first on-site visit will be conducted no later than two weeks after trainees are enrolled. Early
follow-ups help reduce trainee turnover and identify any misunderstandings. The Business Service
Representative will inform employers that amounts claimed for reimbursement must be
substantiated by payroll records. The Business Service Representative will also provide employer
and/or trainees with additional assistance as needed and verify that trainees are still employed.

OJT agreement records must be maintained for ten (10) years.

1. Developing the Training Plan

The Training Plan is developed in collaboration with the employer and reflects the competencies
(skills and abilities) to be attained as a result of the training. The Evaluation Rating section
documents training and trainee skKill acquisition.

The Training Plan contains the following elements:

Job tasks;
Review of trainee's existing skills;
Training method;
Method of measuring performance; and
e Scheduled performance evaluations.
The Training Plan is developed with the employer by one of two methods:

Method 1 When there is an existing Training Plan containing tasks similar to those required for a
specific job, the employer may use the existing plan, modifying it to reflect the required tasks. The
existing Training Plan initially reflects all those job tasks identified by an employer(s) in order to
perform the job. The final Training Plan may be edited to reflect either fewer or more job tasks than
those contained originally due to:

e Additional job tasks identified by the employer as being required; and/or
e Some tasks may be deleted by the employer as not being required.
o When an Employer lines through a task(s), it needs to be initialed.

Method 2 When there are no existing Training Plan containing tasks similar to those required for a
specific job, the employer will develop a new Training Plan with the assistance of the Business
Service Representative.

In either case, some tasks may be deleted due to trainee's self-reported skills. When Training Plans
are modified, the percentage of time required to train in a specific task must also be modified.

2. Agreement Development

Each agreement must meet the contracting specifications of the WIOA Regulations along with local
policies of WDD/the Governor’s Local Workforce Area(s).

Each agreement package consists of:

o The OJT Agreement (WDD-21) (Attachment A)



e The Training and Evaluation Plan (WDD-22), one for each occupation listed on the
Occupational and Cost Outline (Attachment B)

State of Alabama Disclosure Statement for agreements over $5,000 (Attachment C)
Verification of Workmen’s Compensation/Health & Accidental Insurance (Attachment D)
OJT Employer Performance Evaluation Form, as appropriate (Attachment E)
Beason-Hammon Certificate of Compliance /Alabama’s Immigration Law (Attachment F)
E-Verify Documentation (Attachment G)

The OJT Agreement Modification (WDD-23), as appropriate (Attachment H)

A letter of concurrence from a union representative where a collective bargaining agreement
exists; and

e A letter of explanation as needed.

Each agreement submitted must include the House and Senate District numbers along with the
county nhame and code in which the training will occur. This may or may not be the same county as
the address listed on the agreement. For an Alabama-based business conducting training out-of-
state, use the county in which the business is located. For an out-of-state business conducting
training in Alabama, use the county in which the training will be conducted.

To find your House & Senate Codes go to: http://www.legislature.state.al.us/ Click on “Find My
Legislator” and Enter the Zip Code and it will list the Senator and Representative and the House and
Senate Code Numbers for that Senator or Representative’s district.

The length of the training is based on the O*NET and WDD/the Governor’s Local Workforce Area(s)
policies and is determined by skill requirements of the occupation as determined by the employer,
the trainee's assessed academic and occupational skill levels, and the trainee's prior work
experience.

The Occupational Network Database (O*NET) (www.onetonline.org) identifies Specific Vocational
Preparation (SVP) levels of on-the-job training.

e Determining Training Times

SVP Level Chart: SVP LEVEL No. Weeks No. Hours
*2 6 240
3 11 440
4 16 640
5 21 840
6 and above 26 1040

e Training of 240 hours or less for low-skilled occupations is restricted to training welfare
recipients, persons with disabilities, older workers (55 and up), and other individuals with the
Governor’s Local Workforce Area(s) recognized barriers to employment including individuals
with a lack of significant previous work history.

e For education level specified as "work experience" in a related occupation, training will be
classified with a SVP Level of 4 or less.

e For education levels specified as training or education beyond high school, the training will
be classified with a SVP Level of 6 or greater.
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The experience level of the trainee must be documented on the Individual Employment Plan
(IEP) and in the case file. The Business Service Representative will provide “reasonable
justification” for individuals with prior experience in the field or related fields and/or where
individuals with disabilities may require additional training to become proficient in the
occupation for which they are being trained.

Training hours beyond those allowable per O*NET Training/Education Level must be
approved by the WDD authorized representative.

The Hourly Wage the employer will pay to the trainee must be at least $9.00 per hour for
non-metropolitan counties and $10.00 per hour for metropolitan counties and must be
within $2.00 of the listed local median hourly wages accordingly to ONET, as listed on
http://www.ONETonline.org.

The Employer Wage Reimbursements Chart:

ADULT and YOUTH OJT AGREEMENTS
Up to 50% reimbursement

DISLOCATED WORKER OJT AGREEMENTS
Up to 50% reimbursement

PUBLIC SECTOR/NON-PROFIT OJT AGREEMENTS
All Public Sector/Non-Profit Agreements will be reimbursed at 50% reimbursement as well

Note: 50% reimbursement for all other businesses.

The Hourly Unit Cost may be up to 50% of the trainee's base hourly wage. Payments to employers for
OJT are compensation for the extraordinary costs associated with training and compensation for the
costs associated with the lower productivity of trainees. Employers are not required to document the
extraordinary costs.

The Hourly Unit Cost is the employer's Reimbursement Rate and is the result of multiplying the
Hourly Training Wage by 50%.

Example: Hourly Training Wage x 50% = Hourly Reimbursement Rate
$8.00 per hour x 50% = $4.00 per hour

The Maximum Reimbursement Amount per Occupation for the training period is the product of the
number of trainees multiplied by the length of training (Training Hours per Trainee) multiplied by the
Hourly Unit Cost.

Example: Number of Trainees x Total Training Hours x Hourly Unit Cost =
Maximum Reimbursement Amount per Occupation
2 trainee’s x 600 hours x $4.00 = $4,800.00

3. Agreement Approval and Distribution

Once the Business Service Representative and the employer have developed and signed the
agreement and the Training Plan, the agreement package is routed to WDD for required signatures
and approval. All agreements must be dated, and all original signatures must be signed in ink.
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ALL AGREEMENTS MUST BE SUBMITTED IN COMPLETENESS. If corrections are required, timely
submission of corrections is required within 14 days or before the end of the month the agreement
was submitted, whichever is sooner. Failure to do so will render the agreement null and void.

WDD will assign an agreement number and return a signed copy of the agreement to the Business
Service Representative. The Business Service Representative retains an approved copy and
provides one to the employer. In addition, the trainee will be given a copy of the Training Plan. The
trainee can begin training only after the agreement has been approved. The agreement is
considered approved when it has been signed by the WDD Authorized Representative.

4. Agreement Modification

A modification (Attachment H) is required to be submitted any time there is a change to the original
agreement. A modification may be initiated by either party to the agreement but must be fully
executed by both parties concerned before the anticipated actions are initiated. One or more actions
may be accomplished in the same modification to a single agreement. The Business Service
Representative should ask pertinent questions to ascertain what changes need to be incorporated
into the agreement modification.

A modification of an agreement alters the original agreement between the employer and WDD/ the
Governor’s Local Workforce Area(s). An approved maodification is as legally binding as the original
agreement and must be accompanied by an updated Employer Performance Evaluation, especially
modifications requested after the month the original agreement was submitted. Examples of the
situations requiring a modification include the following:

e In order for the employer to hire another trainee or add an occupation in which training is to
be provided, the agreement must be modified to add a new slot. No backfilling of partially
used training slots will be allowed. This type of modification will involve an increase in
funding.

o Whenever an agreement is extended to enable the trainee to complete the allotted training
time, a modification is required to extend the completion date. This type of modification must
be approved prior to the completion date and may not be retroactive.

o A modification is required if there are changes in the employer’'s name and/or address,
which must be accompanied by the updated E-verify and W-9 forms.

¢ A modification may be granted to extend the enroliment period of an agreement. Effective
June 2018, OJT Agreements can be active for a year and have an initial 90-day enroliment
period. A maximum of two additional 90-day enroliment period extensions may be granted to
an active agreement. (Additional extension on a case-by-case basis, if necessary)

¢ A modification may be submitted to increase wages (if there is at least a 10% wage increase
and there are at least 50% training hours remaining on the agreement.)

One original modification along with attachments must be submitted by the Business Service
Representative to WDD/ the Governor’s Local Workforce Area(s) Modifications must be dated and all
original signatures must be signed in ink by the employer's authorized representative. Modifications
will be effective only after approval by a WDD Authorized Representative. WDD/ the Governor’s
Local Workforce Area(s) will notify the Business Service Representative of modification approval.
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The modification should include a clear statement of why the agreement is being modified. Details
of the changes to be accomplished by the modification should be addressed in the "purpose of this
modification" section. The monetary changes generated by this modification should be reflected in
the "occupational and cost outline" section.

5. Records Maintenance

Effective April 2021 (GWID No. PY2020-02), all paperwork is to be uploaded for participants and OJT
employer agreements. Please refer to the directive as needed to complete your digijtal files as
outlined below.

The Business Service Representative will establish a digital file in AlabamaWorks! for each
completed agreement under the Employer under Staff Profile, using Documents (Staff) containing
copies of the following:

WDD-21 On-the-Job Training Agreement
WDD-22 Completed Training and Evaluation Plan
WDD-23 On-the-Job Training Agreement Modification*

Notarized State of Alabama Disclosure Statement

(for Agreements over $5,000)*

Employer Performance Evaluation Form*

Verification of Workmen’s Compensation or Health & Accident Insurance
A letter of concurrence from a union representative where a collective
bargaining agreement exists*

A letter of explanation*

Beason-Hammon Certificate of Compliance/Alabama’s Immigration Law
E-Verify Documentation

Payroll Documentation (included with first invoice):

WDD-6a Authorized Signature Card Form
WDD-9 OJT Employer Invoice(s)
WDD-11 Training Time Sheet(s)

WDD-12 Time and Attendance Report(s)

* As appropriate
Trainee’s File
Digital scans of the following forms must be included in the Participant’s AlabamaWorks! file:

e WIOA Eligibility
e Testing

Required Forms:

Customer Agreement - WDD 115

WIOA Participant Information Release - WDD 17

WIOA Grievance and Complaint Procedures - WDD 24
Employment Information Form

Customer Information Form - WDD 121

Resume

OJT Training and Evaluation Plan

Any other documentation collected for WIOA training purposes
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Employer’s File

The employer is required to keep and make available upon request the following information
regarding the company's OJT agreement(s):

* A signed copy of the OJT Agreement Package, which includes:

WDD-21 On-The-Job Training Agreement (Signed OJT Agreement Package)
WDD-22 Training and Evaluation Plan (for each trainee)

WDD-23 On-The-Job Training Agreement Modification

WDD-6a Authorized Signature Card Form

WDD-9 OJT Employer Invoice

WDD-11 Training Time Sheet

WDD-12 Time and Attendance Report

WDD-24 Grievance and Complaint Procedures (for each trainee)

Verification of Workmen’s Compensation or Health & Accident Insurance
List of Trainees Enrolled on the Agreement
Agreement Correspondence

Note: Employer must maintain records for three (3) years after the completion of the OJT agreement.
6. Employer Invoices

The Business Service Representative will be the primary contact for individual OJT employers with
WDD. WDD cannot have direct contact with the employers. All OJT Employers are required to

register in the State of Alabama Accounting and Resource System (STAARS) Vendor Self-Service
System (VSS.) (https://procurement.staars.alabama.gov)

All Business Service Representatives must ensure that the employer’'s registration information
matches.

INVOICING

The OJT Business Service Representative will be responsible for completing and/or reviewing all
employer invoices and supporting documents for accuracy and will forward them to the Commerce
Workforce Development Division by the 10th working day of the month, and no later than the 15th
working day in order to be processed and released for payment for that month. The following forms
are required for invoice processing:

A. Authorized Signature Card Form for Invoices

Two (2) Signature Card Forms (each with original signatures) are required to be submitted with the
first invoice and will need to be updated only if there is a change in the authorized signatures. In
addition, two (2) signature card forms should be retained, one by the OJT Business Service
Representative and one by the Employer. Signature card forms must contain original signature(s) of
individual(s) authorized to request cash and sign reports, and the validity of the signature(s) must be
certified by an official of the Employer.

B. Employer Invoice, WDD-9
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Invoices will be completed monthly and are due in the Workforce Development Division by the tenth
(10th) working day of each month, and no later than the 15th working day. (There is a 4-day cut-off
period at the end of each month for submitted invoices for payment).

Two (2) copies of the Invoice must be submitted to the Workforce Development Division, both having
original signatures. Signatures must match those on the signature card form. Example: If signed
John Doe on sighature card form, must sign John Doe on invoice; not J. Doe.

The reporting period on the first invoice should reflect the beginning date of the agreement through
the end of the particular period covered. Invoices containing errors will have to be resubmitted,
resulting in delayed payment.

* Note: No two months can be submitted on one invoice.
C. WDD OJT Training Time Sheet, WDD-11.

No OJT invoices will be processed without this back-up sheet.
* Submit only one copy of the OJT Training Time Sheet.

D. OJTTime and Attendance Report, WDD-12.

The WDD-12 is required for the employer to use in maintaining and reporting daily trainee time and
attendance. The form must be signed and dated by the supervisor and signed by the trainee(s). The
OJT Business Service Representative will obtain WDD 12’s from each employer monthly for use in
completing the employer’s invoice. A copy must be submitted along with each monthly employer’s
invoice to document the trainee hours reported.

e Submit only one copy of the OJT Time and Attendance Report.

e Time & attendance report is to be signed and dated by the supervisor (make sure the date is
the last day of the month or after).

o All trainees must sign their Time and Attendance Report. If the trainee is not available to sign
at that time, the Budget Management Section will allow two weeks to retrieve a signature
and/or request a copy of the trainee payroll stub for that time period.

o Non-training hours such as holidays, jury duty, sick leave, business closures, or any other
absences will not be compensated to the employer.

e Compensation will be granted if a trainee actually works on a holiday.

NOTE: WHEN CALCULATING THE TOTAL AMOUNT OF TRAINING HOURS WORKED FOR THE MONTH,
PLEASE DO NOT ROUND UP HOURS WORKED; ROUND DOWN HOURS WORKED TO THE
WHOLE NUMBER. Example: If trainee(s) worked 175.75 hours, we only pay for 175 hours.

NOTE: When submitting the first invoice, the Business Service Representative must include a copy
of either a payroll register or a signed statement from the Employer on the company
letterhead, documenting the rate of pay for trainees enrolled on an OJT Agreement.

Each invoice package should be reviewed to ensure the following items are correct:

e Identifying information specific to the employer

e Invoice number, sequenced for that specific agreement

o Name, Social Security number, and job title for each OJT trainee for whom WDD/the
Governor’s Local Workforce Area(s) is being invoiced
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The total number of hours authorized for that specific OJT position
The total number of hours the trainee actually participated

Total number of hours accumulated

The hourly reimbursement rates

The amount of reimbursement requested for the specific trainee
The total amount of funds requested on the invoice and
Appropriate signatures and dates.

The invoice package contains:

Employer Invoice (WDD/OJT Employer Invoice, WDD-9) (Attachment I)
Time Sheet (WDD/OJT Training Time Sheet, WDD-11) (Attachment J)
Attendance Report (OJT Time and Attendance Report, WDD-12) (Attachment K)

Signature Card Form (Authorized Signature Card Form for OJT Employer Invoice, WDD-6a)
(Attachment L)

ALL INVOICES must be kept current. Any agreements with outstanding invoices for a period older
than 45 days, will be subject to termination at day 60.

When necessary, timely confirmation of any changes needed for invoicing purposes is required from
the Business Service Representative to the appropriate Workforce Development Division Accounting
Budget Manager. This includes, but is not limited to, Employer updates to STAARS/VSS or linking the
proper participant to the appropriate agreement with the required training service.
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0JT SPECIAL REQUESTS /SPECIAL CIRCUMSTANCES

NOTE: If your situation, circumstance, question, example, is NOT mentioned in these guidelines,
PLEASE DO NOT enter into an OJT agreement with an Employer. PLEASE call and/or email
Eboné Curry or Phee Friend.

Any OJT situations with special requests (special circumstances) for exceptions to be made requiring
WDD OJT approval, requires that the Business Service Representative submit a letter of request prior
to entering into an agreement with an employer. This reasons for a request letter include but are
not limited to:
o Work-Based Learning to Youth OJT
Veterans
Vocational Rehabilitation Clients
Temp to Permanent positions
Upgrade
Clients with Degrees
COVID/DWG to DLW OJT
Apprenticeship Statewide Expansion (ASE)
Insurance Agency Positions
Employer Layoffs due to COVID

0JT AND WORK-BASED LEARNING

Youth Work-Based Learning Participants are eligible to go on an OJT Agreement if the employer
chooses to hire them as a full-time employee after they have completed their Work-Based Learning
requirements. All participants in the Work-Based Learning program will work up to 30 hours per week
(or the number of hours the employer prefers, up to 40 hours per week) for the equivalent of (13)
weeks or a maximum of 390 hours. Work-Based Learning participants placed at worksites that are
either public (governmental) agencies or not-for-profit agencies (non-profit) will earn a minimum of
$7.25 per hour. Participants placed in internships at private (for-profit) worksites will earn a
minimum of $7.25 per hour. The participant’s rate of pay should be comparable to the rate of pay for
a new employee at the worksite who is performing the same tasks and in alignment with the Board
approved hourly wages allowed by each local area. Once a Work-Based Learning participant goes on
an OJT Agreement, the employer is expected to pay the trainee the required minimum wage rate for
their specific county ($9.00-Non-Metropolitan/$10.00-Metropolitan). Trainees must receive the
same wages and benefits as other employees holding the same or similar positions, and trainees
must abide by the same company policies as other employees. Unless identified as a highly-skilled
position, 610 hours will be the hours for maximum hours allowed on a Youth OJT agreement, per
participant.

CUSTOMIZED TRAINING

§ 680.760 - What is Customized Training?

Customized training is training that is (a) designed to meet the special requirements of an employer
(including a group of employers); (b) conducted with a commitment by the employer to employ an
individual upon successful completion of the training; and (c) for which the employer pays for a
significant cost of the training, as determined by the Local WDB in accordance with the factors
identified in WIOA sec. 3(14).
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0JT & APPRENTICESHIP

§ 680.740 How can on-the-job training funds be used to support placing participants into a
registered apprenticeship program?

(@) OJT contracts may be entered into with registered apprenticeship program sponsors or
participating employers in registered apprenticeship programs for the OJT portion of the registered
apprenticeship program consistent with § 680.700. Depending on the length of the registered
apprenticeship and State and local OJT policies, these funds may cover some or all of the registered
apprenticeship training.

(b) If the apprentice is unemployed at the time of participation, the OJT must be conducted as
described in § 680.700. If the apprentice is employed at the time of participation, the OJT must be
conducted as described in § 680.710.

§ 680.700 What are the requirements for on-the-job training?

(a) OJT is defined at WIOA sec. 3(44). OJT is provided under a contract with an employer or registered
apprenticeship program sponsor in the public, private non-profit, or private sector. Through the OJT
contract, occupational training is provided for the WIOA participant in exchange for the
reimbursement, typically up to 50 percent of the wage rate of the participant, for the extraordinary
costs of providing the training and supervision related to the training. In limited circumstances, as
provided in WIOA sec. 134(c)(3)(h) and § 680.730, the reimbursement may be up to 75 percent of
the wage rate of the participant.

(b) OJT contracts under WIOA title I, must not be entered into with an employer who has received
payments under previous contracts under WIOA or WIA if the employer has exhibited a pattern of
failing to provide OJT participants with continued long-term employment as regular employees with
wages and employment benefits (including health benefits) and working conditions at the same level
and to the same extent as other employees working a similar length of time and doing the same type
of work.

(c) An OJT contract must be limited to the period of time required for a participant to become
proficient in the occupation for which the training is being provided. In determining the appropriate
length of the contract, consideration should be given to the skill requirements of the occupation, the
academic and occupational skill level of the participant, prior work experience, and the participant's
IEP.

§ 680.710 What are the requirements for on-the-job training contracts for employed workers?

OJT contracts may be written for eligible employed workers when:

(a) The employee is not earning a self-sufficient wage or wages comparable to or higher than wages
from previous employment, as determined by Local WDB policy.

(b) The requirements in § 680.700 are met; and
(c) The OJT relates to the introduction of new technologies, introduction to new production or service

procedures, upgrading to new jobs that require additional skills, workplace literacy, or other
appropriate purposes identified by the Local WDB.
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0JT & APPRENTICESHIP

Reference: Training and Employment Guidance Letter WIOA No. 3-15 and 20 CFR Subpart F
Sections 680.700 - 680.840

WDD is committed to fully integrating RA programs as an employment and training solution for one-

stop centers. WDD wants to ensure local areas have maximum flexibility in serving participants and

supporting their placement into RA programs. Given the unique nature of RA, there are several ways
in which training services may be used in conjunction with these programs:

o OJT supports for registered apprenticeship programs do not require a letter of special
circumstances from BSRs.

e A person can only be classified as registered apprentice upon employment by an employer
acting as a sponsor or engaged in a group program. Therefore, apprentices will not be
required to participate in interest inventory profiles, searches for open jobs, or other career
exploration activities for OJT contracts.

o Apprenticeship programs may be supported through OJT contracts for less than full time
employment when the on-the-job learning (OJL) and related technical instruction (RTI) portion
of the RA work process are being pursued by the apprentice.

e Participation in a registered apprenticeship program requires employers to serve as the “last-
dollar scholarship” for the costs of related technical training. Thus, an ITA may be developed
to support an apprenticeship participant receiving RTl associated with an RA immediately
upon their registration in the RA if the apprentice meets WIOA financial and employment
eligibility requirements.

o An OJT contract may be developed with a RA program for training participants. OJT contracts
are made with the employer, and RA requires both related technical instruction and on the-
job instruction.

e Simultaneous use of an ITA to cover the classroom instruction along with an OJT contract to
cover on-the-job portions of the RA is allowed; Ref 680.750 and

e Incumbent worker training may be used for upskilling apprentices who already have an
established working/training relationship with the RA program.

o OJT contracts may be written at 75% reimbursement rates for all registered apprentices. Ref
680.730(a)(3)

e OJT contracts for RA may be written for the full allowable period of training without
consideration of the SVP range, since an apprenticeship program cannot be created for a
program taking less than 2000 hours of on-the-job learning.

o Measurable Skills Gains (MSG) tasks for registered apprenticeships should be based off the
competencies and job functions defined in the work process in coordination with the
employer.

Local areas may also include supportive services, in coordination with career and/or training
services, to participants in a RA program. These supportive services must be consistent with WIOA
section 134(d)(2), Section 12 of this TEGL, and state and local policies.

Please Direct Questions and Inquiries to:
Josh Laney, Ed.S.
Director, Alabama Office of Apprenticeship
C: 706-326-1324
Josh.Laney@commerce.alabama.gov
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0JT AGREEMENT PACKAGE CHECKLIST

Dated: JANUARY 2022 WIOA

OJT - AGREEMENT PACKAGE +LIST (ALL)

ALL DOCUMENTS MUST BE ORIGINAL S, SIGNED IN INKE, AND THE
FOEMSDOCUMENTSNEED TO BE SUBMITTED IN THIS ORDER., THANKS.

_ OJT AGREEMENT (Page 1)
_ ASSURANCES AND CERTEICATIONS (Pagell ( Emplover signarre & Date & reguired)

TRAIMNIMNG AND EVALUATION PLAN(S ) (Enpilover sgnanoe is reguired)

STATE OF ALABANMADISCLOSURE STATEMNENT (dgreemenry axceeding 535,000 00 - Anmounr s ¢ umulariv e
and sheudd ineludke OJT, IWT, AIDT, ek, for e past e years; Page 2 must be signed, songed, and dosed by a Nonoy)

___ VERIFICATICN OF WOREMEN'S COMPENSATION OF. HEALTH & ACCIDENT INSURANCE
(Current pofcies, please provide policy numbers)

_ EMPLOYER PERFORMANCE EVALUATION FORM

LETTER. OF CONCURFENCE (Leter from Ution represenense where o colleci1e baprining agrasment exie

LETTIER OF EXFLANATION

___QJT EMPLOYERS MUSTCOMPLETE THE BE ASON-HAMMON CERTIFICATE of
COMPLIANCE/ALABAMA'S INMDMIGRATION LAW

FOBRM W9 REQUEST FOR. TAXPAYER. IDENTIFICATION NUMBEE. AND CERTIFICATICN

____OJT EMFLOYERS MUETENROLL IN THE E-VERIFY PROGRAM sTBMISSTON OF THE FOLLOBING
BAGES OF THE E-TERIFF MEMOR ANDIW OF UNDERS TANDING [5 REQUTRED FOR INAWCTAENTATION:

*The Fost Page of the E-Vertfy MOU

*The Elecronic Signature Page

*The page tharincludes the TIN/ FEIN Numbear

“dny Company Profile Pages that may be qpplicable such as the page listing nmilnple sites.

I-REQUIREMENT SLISTED BEL OW PERTAIN TO PERF ORMANCE-BASED AGREEMENTS OMLY
_ EMPLOYER JOBE DESCRIPTIONS

EMPLOYEE LISTING (Nanes, S5V, ONET, start date, training hours, wages, e} *Plense mbmit the list with the
first imvoice.

AREA MANAGER SIGNTURE FOR FUNDING APPROVAL:
BUSIMNESS SERVICE REPRESENTATIVE SIGNATURE:
SUPERVISOR. SIGNATURE.:

DATE:
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WDD-21/0JT ON-THE-JOB TRAINING AGREEMENT

ATTACHMENT A

ALABAMA DEPART MENT OF COMM

ERCE

WORKFORCE DEVELOPMENT DIVISION / GOVERNOR'S LOCAL WORKFORCE AREAS
OM-THE- JOB TRAINING AGREEMENT

Houg e
E=nate
Counfy Code and Mame Agresment No_
Typs Fumd
Ham e of Employsr
Addrecc
Tade phone Kumbsr
Blar & ard Tile of Conkack Farsan]
Epecliio Type of
Fadaral ID # (FEN) Eucinecc
Kumbar of Employssc: Humbear of OJT Trainssc fo bs Himd:
OJT Agresment Dades : Hart Compledion
Enrolims it Parbad Fram: To: 329150 ot to excoed 90 days from skart data)
Eusinecs Earvioe Reopre eoniathee (B 8R):
E IR Offios Looatlon Telephons #
| CUCUPATIONA L AND COST GUTLINE |
8P #of Training Hre Tofal T radning Houdy Tofal Cost Tralnss Wages
O ooupatiion al THe(c) and O+HET Code{s) Range Trainsec Par Tralmes Hours Unit Cost Par Dooupy. Hart End
Calumn & 2 C o CuD=E = EaF=3 -

TOTALS

I'Iu urly unit cast ALL OJT Agraemant raimburssments will ba a1 50% of e staring howly wage mie

TOTAL PAYMENT FERMITTED UNDER THIS AGREEMENT SHALL NOT EXCEED

The sttachments o this sgreement, specifically induding one training plan per cccupsfional tite lised abowe, are hersby

expresshyinoor porated into and made 3 part of this agreement

COLLECTNE BARGAINING A GENT QGCCURREMCE: 1= e ocoupaian in which smplayme

b alfered, coverad under a collecive bargaining agreen
=", 4 sigred le r
and conouming with e ems o

10T CNANLEA SO represenis
agraameni must e

ne

YES

=tating fe umon name, the representa

and imining isio
NO

vl

= fifle

EMPLOYER

el chuly s o 2ed repress

Thie e sigrasd, &5 i we of e

el oper with y B0 oo

e mplyar b0 Bhis

2 SRl B, Pl Sy 2gP0eeS i e oy B g resim

and B e assuances and cortficalions found on
el Seond page of s G0 oument

B0 MAT URE

TYPED HAME

TTLE

DATE 2Ti2Ez

WDD-Z AL Rov. 1E0E2 P of 2] WA Copy

= i gati™ il

WDD Authorized Representative

DM ATURE

DATE

Copy -Employer

All Signatures Must Be Submitted In Ink
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AEHARANCE § SHD CERTIFICATION ®
Fape 2of 3 (Redsad {72823 WIDA

APPLICABLE LAWYS AND REGULATIONS
A Thes Employar will comply with 2l nepl e nis 1550 by B ULS. Deparimant of Lok o B Wiorkio iod Dewaiopem ant Dividon "WD0|
of i Alabama Depariment of Com Mente Conaerming Special reguemants of | 2w, P g Meguirements. and o @i nis il e el e enis.
b Tree pcsg raem wi Il P rodes ol 7 el o G0 kCemal Off G oy Gl WACHOGS S M | Mpir eoniSin ) Conir cts for Serdoas nor resiull in e
Sisbetibullor of Fodaral Funcs o offer funds In coninsc o wilh work, Bl wioilo e wi S b pasior .
a. Fine Erplower has nol estainlisnee o & o e mas B oo e ne g ng B B s and condiions of am ploymant, e Orievancs proc ediunes
kbl s By WD D Wil Bl lizeedl. Thed o plowynes S Fal | Irdoemen Bl radeses. o Bred o] v o CaSading: B0 Baor Sodlowad.
d. By signing this sanmact grant, of orher agrosment, the canrracing parties afflm, for the duradon of the ageoement, tar they
will nor violare fodesal immigraton kaw or kiowingly «mploy, hire for employment, oF coninue o employ an unauthorized alien
within the S@ie of Alabama_ Furthormos, & conFacing paTy found 1o be in vislarion of this provision shall be geemod in breach
of the agresment and shall be respansible for all damages resuling therctroam.
TRAINEES
a Thae Emplover wil comiply with 2l neguirements Bsued by the WS Departimen t of Labor and the Workforce Devel opment Division (WDD)
i Rocordanos with WDD Policies and Procedures, for OUT pumose no raines of employer can be on @ 1095 MESS o 1059 NEC
B Oy Bl PoiSOnd G0 25 adigiind e vy el Al 2 Cairaad Coimla 1 (06 2y el 0y Sk | gnatsad By WDVDH wdll s el
and rained wunder TS aareement.
b Tradnireg urder TS 2onesm et will nof B Sub-Conirac i,
o Mo partici pank oy engage In parlisan of nonparisan polltical adivlies duning Fouws. for which e participant |s paid with WiDD funds.
d Participanks in tha program wil nof ba amplowed on Brea oors brodon, operafion or mal nbenanca of thak part of ary facilby which
I e fior nedighoils Instrudion oF worship.
o, Mo raines wil b recuned of permiled b work oF BRin in bulldings or surmoundings Lnder working condfons which ane unsanitany,
PR andiois ., Of S Snous B0 T el ned’'s Pl T oF Safaly.
L T rodadr sl o it e BT iriised o el oo e sl o oo P 0 e Vel o el @ ey L By o | o v el
o pr TR E.
i T rainesy ) cammof ctart fo wo ik unill Silc sgresment hsc bean clgnad and approved by WOD.
TRANEE WO GES AND BENEFITS
A HoUrly Wages, pald o Baindis shall mol B less than B HGHEST of tha ol owing:

el i ™ Wi e SPeecilled im Bha F air Labor Standards Acl,

e preryadling W rabe for parsons Simnlan y e ployed,

e Wae rate reduined by an appdcaible ooll edtive BRnDRi ning aareesant.
b Appropd ahe worker s’ COMmpans 280 oF SCK @nd 20d0ent Insrance prodbecion will be prowiced o 2l partd panis.
0. Each aires shal b prowd ted Fecl i irsurance, onlleive B ni rg Sqnesm ol Ooers e, 2rd o b ofks 2md working
Conailions 2t el Same el 2 b0 Tl S2me @ et &5 ol employess Smilaiy emploped.
L4 UDNT AND RECORDS
& The Employer shall mainkain Books, Reconts,, aocuments., and ofner @ Woencs and 2coouriing proasdures and pracioes, suticient
R e e el iy 2] SO 2 d S0 Co Claim e
b Thes Empd o Sl pres ol 2l makia 2vailail o RS mecones in SUpeort of BNS 20l L] B aodmd rall o of Ehed 3] teoars from
el daba of Anal payma it under s agneament . I 2y | Kgelon, 2l of claim RS el iniliabad , B neconds will b madnkai ned wndl 2
fimad chakemmi nallon has baen made.
. Thea Empioyer &gmees el auihori2ed repnesentalves of e Wiorkfonte Deval opmant Division of B flabam 2 Departm ent of Comim anca,
LLE. Dopartmanl of Lakrr 2 B Comp ol Gordal anall B gl 2000ms 00 B A0 T OS2 POl ons Pt B0 IS 2ontalimadnl oy .
TERMINATION OF &G REEMENT
Thee Eeerionm 2o Of work. Lncer This. 207 easmieni may s e nabd by el WDD for Q000 Cae OF COMMani enca.
Ary agmemact e wid ot clandng Ievolbost fora pardod of &0 dayc willl Be cubject Bo teminalion .
AVAILABLUTY OF FUNDS
i o BN 2Q00l™ Ol B C0inng Gl O B vl iy o oo | Amats 2 ol mieled Faheal & i 20l o Ao penigraim 2 viEes,
ard 5 subject o amendrment oF heminalion cue B0 12ck of funds o authod Zation.
CERTIFICATIO N RE GARDING DEB.A RMENT, SUSFENSION INELMGIBILITY, &nd WOLUNTARY EXCLU SO N
This oerfificalion is neguined by T negulafons implemening Bceculive Onder 12549, Dabarment and Suspanson, 29 CFR 98, Saclion 52510,
Farticipants’ responsbi [l es. The regulafions. wene published a5 Part Vil of May 25, 1955, Federl Regisher pages 1916019211
1.) Thee e paectl vl PeaCip et of Fodioral a5d shamce funds corilifes. by Subiniseion of TS proposa L, el neiie & ror £ principais e presartly
R T, LS EEn, DS e A RETT  cie end] o igibd . 0 %o Lz |y ogd Lok o Pt Cipallon I s irana o on by any Fedaral
e Il OF 208 Moy
(2) Wihere e pros P e recipient of Federal assistancd funds s unable to cenli®y o any of tha sEalerments in s ool fcalion, sudh prospedive
paricipant hall afadh an eepdanalion bo his proposal.
ViDw SECTION 188 NONDISCRIMINA TION and EQUAL OPPD RTUNITY REGULATIONS (35 CFR Part 38)
Asa condion e award of fnandal assistanca from e Departmant of Labor wnder THa 1of Wi0A, T grant applioant assunes el it has
e iy B oo iy il B e ol ool i o el eyl oo By prowislons of e Bl owding lawes and wil remadin in compl amcs for e duralion
off v award of federal Tranckl assstance: Sadion 152 of tha Workionte Innovalion and Opporiuniy A0 WI0A ], which pronilbits discrminalion against
] i sl s [ e 1L e SR2AES O B 2515 O P, OO0, PO, S00d i Pl (B RSNy, SN b TR, 2l ed 2R e Cd SO O, IRl o
stabs. and gencor |derity]. national origin droiedng limbed Engllsh profdencyl. age. dsabilty, o polBcal 2% lition o beled, or aain st e ciarks s
on e basis of el diZonship stales oF paridpalion in 2y WilDA Tite | Srancially 25 ssted program o vty Tilha Wi of e Ciil Rights Al of 1954,
25 amamded, which prohibits dsoiminalion on Fe beses of o, color, and refional oiging Secion 504 of e Ra el talon Aot of 1973, 25 amanckoed,
wihich pronibis O 5ol il on @0 ret guaifed indviduals with dsabilfes. The fge Discriminaion Ad of 1975, a5 amanded, whidh prohibis
i sermimalion o B basis of 200 2 Tits I of B Ediucalion fumd fdmdints of 1972, 25 st winich prohibies o Sorim inallon o e basis of sow
inedesbonal programs. Thae orant applicant also assunes Tal, a5 & redpiand of WikdA THa | frandal assistan o, ITwil comply with 29 CFR, Part 22
2 2l o ne gkl ons I phane nlng e laws [Ehed abowe. This aSsuranos appdes o e grant 2p plcants opsaral o of B W0 Tite Ifina rd 2l
2 shod program oF aclviy, and Bo all agresments e grark 2ppl cant makes o carry ouk e WIEDA THe K nancially assisbed program or odwiby .
Thea Qe 2ol |0ank e s Ramcs ek B Uni heed ‘ahas Nas el right b0 S0k [udicial @nfoncamant of This assiranca.

‘HI0M AT URE DATE
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WDD-22 OJTTRAINING AND EVALUATION PLAN ATTACHMENT B

Alabama Department of Commercef Workforce Development Division/ Governor's Local Workforce Areas
On-the-Job Training and Evaluation Plan

Trainee Name: State ID:
Page 1 of 1
Agraement Number:
Job Tille/CHHET Code: Trainee Evaluation Rating
Total Training Hrs: § - Trairae iz parfomming the task satisfactonly
Employer. U - Traines has not completed frining on the
T Service Rep.: task or & making unsatisfachary progress
Job Taske Bkillad Training Method Mazeurement Method | Evaluation Rafing
(A) (B) (C) D) Date (E)
Y1 H
Will Perform Other Duties as Assigned X | CealWritten Instruciions ProcessReview
Demonstration/Praciice
Total °5°
Employer Signature Date Tofal Number of Tasks:

{F) Competancy Atigined: %
Distibution:  *Original - CJT Service Rep *Employer

“Workforce Development Division  *Teainee
WOD-22 [Revised 1/2022) WIOA
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TRAINING PLANS/EVALUATIONS INSTRUCTIONS

Training and Evaluation Plans reflect and are based upon job tasks which must be performed at an
acceptable level in order to function on the job.

Job Tasks (A)

The job tasks are stated objectives which describe what the trainee will be able to do, know, or
understand. The sequence is determined by the employer who generally trains from the less difficult
to the more difficult skills and tasks.

Skilled (B)

During the counseling session with the trainees, their ability to perform each task is evaluated and
checked “yes” or “no” to indicate in what areas training is necessary. The check off process
indicates skill abilities obtained from previous experience. Those tasks indicating “yes” are removed
from agreement obligation and reduce the length of training.

Training Method (C)

The training plan should reflect the training methods used by the employer such as
demonstration/practice, oral instructions, and/or video presentations.

Measurement Method (D)

If the task reflects a process and/or a product, both or either, is reviewed for rating performance.
When the task is orally instructed without demonstration, the performance is observed for rating
purposes.

Evaluations (E)

Record the date on which the evaluation is made. Enter a rating of the skill level, S or U, which has
been attained.

Skill Attainment (F)

Total “S”: Total number of tasks performed at satisfactory (S) level.

Total Number of Tasks: Total number of tasks listed on the training plan excluding those for which
the trainee self-reported proficiency.
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STATE OF ALABAMA DISCLOSURE STATEMENT ATTACHMENT C

State of Alabama
Disclosure Statement

(Required by Act 2001-955)

CITY, ETATE. IF | | TELEPHOMNE MUMBER

ETATE ASEMCY/DEPARTMENT THAT WILL RECENE GOODS, SERVICEE, OR IS RESFONSIBLE FOR GRANT AWARD

|Alaha ma Department of Commerce/Workforce Development Division |
ADDREES

[P.0. Box 304103 |
CITY, STATE. TF TELEPHOMNE MUMBER

[Montgomery, AL 36130-4103 | [i334) 242-5168

This form is provided with:

Confract D Propasal I:I Request for Proposal D Invitation to Bid D Grant Proposal

Have you or any of your partners, divisions, or any related business units previously performed work or provided goods to any State
Agency/Department in the current or last fiscal year?

I:I ‘fes D Mo

If yes. identify below the State Agency/Depariment that received the goods or services, the type(s) of goods or services previously pro-
vided. and the amount received for the provision of such goods or services.

STATE AGENC

TYPE OF GOODSISERVICES ANOUNT RECEIVED

Have you or any of your partners, divisions, or any related business units previously applied and received any grants from any State
Agency/Department in the current or last fiscal year?

D ‘fes D Mo

If yes. identify the State Agency/Department that awarded the grant, the date such grant was awarded, and the amount of the grant.
STATE AGENC

DATE GRANT ANARDED AMOUNT OF GRANT

1. List below the name(s) and address(es) of all public officials/public employees with whom you, members of your immediate family, or
any of your employees have a family relationship and who may directly personally benefit financially from the proposed framsaction.
|dentify the State Depariment/Agency for which the public officialsipublic employees work. (Attach additional sheets if necessary)

MAME OF PUBLIC OFRCIALIEMPLOVEE ADDRESS STATE DEPARTMENTIAGEMCY
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2. List below the name(s) and addressies) of all family members of public officials/public employees with whom you, members of your
immediate family, or any of your employees have a family relationship and who may directly personally benefit financially from the
proposad transaction. [dentify the public officials/public employees and State Department/Agency for which the public officials/public
employees work. (Attach additional sheets if necessary)

NAME OF NAME OF PUBLIC DFFICIAL! STATE DEPARTMENT/
FAMILY MEMBER ADDRESS PUBLIC EMPLOYEE AGENCY WHERE EMPLOYED

If you identified individuals in items one andior two above, describe in detail below the direct financial benefit to be gained by the public
officials, public employees, andior their family members as the result of the contract, proposal, request for proposal, invitation to bid, or
grant proposal. (Attach additional sheets if necessary)

Describe in detail below any indirect financial benefits to be gained by any public official, public employee, andfor family members of the
public official or public employee as the result of the confract, proposal, request for proposal, invitation to bid, or grant proposal. (Aftach
additional sheets if necessary.)

List below the name(s) and address(es) of all paid consultants and/or lobbyists utilized to obtain the contract, proposal, request for pro-
posal, invitation to bid, or grant proposal:

NAME OF PAID CONSULTANTALOBBYIST ADDRESS

By signing below, | certify under oath and penalty of perjury that all statements on or artached 1o this form are true and correct
to the best of my knowledge. | further understand that a civil penafty of ten percent (10%) of the amount of the ransaction, not
1o exceed $710,000.00, is applied for knowingly providing incorrect or misfeading information,

Signature Date

Notary’s Signature Date Date Motary Expires

Act 2001-935 requires the disclosure statement to be completed and fled with all proposals, bids, contracts, or granf proposals fo the
Stafe of Alabama in excess of §3,000.
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ATTACHMENT D

VERIFICATION OF WORKMEN’S COMPENSATION OR HEALTH & ACCIDENTAL INSURANCE

ALABAMA DEPART MENT OF COMMERCE
WORKFORCE DEVELOPMENT DNASION | GOVERNOR'S LOCAL WORKFORCE AREAS
NEW HIRE ON-THE- JOB TRAINING AGREEMENT

Accident Insurance or
Workmen's Compensation Policy

Employer Name:

Insurance Provider:

Policy Number:

Coverage Period: from: to:

Information Provided
By (Point of Contact):

Date:
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EMPLOYER PERFORMANCE EVALUATION FORM ATTACHMENT E

0JTEMPLOYER PERFORMANCE EVALUATION FORM
Employer Name [i]

[T Agreemen | Laest Ending Murmnber | Mumber | Mumber | Tranes Names Diatier Date | Tranes | Tranoe Crnglaynern | Fea#0n I Mot Employ sdwith OJT
Agresmern Amnaud Mod Baynoe | Envaled | Emploged | Mon Erered | Com Wage | Weage St with fre | EMployer (La: quit firsd, moved,
Murnber Ha F- 1 Com Traming | peted Slart Erd OUT Ermpdayer | smipioy e slesw hers ste )
Corme plestesrs Traning
plasfan
Comments
A Parformar

Pleseroe sub

WORD-21 AL Reew 1720022 WIKDA
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ATTACHMENT F

BEASON-HAMMON CERTIFICATE OF COMPLIANCE/ALABAMA’S IMMIGRATION LAW

ALAE AR 1

amendodby Ao F0 17 4391

b B o s etk
Lommeroe and by and baweoen
¢Cant ntes and
Alshama Department of Commerce {stae Agency, Deparmmant, or Pubilic Entity]

Theundes gned hereby cortfies e of Abboma 2z follow:

1. The undersigned halds the posion of with the Contractor
aifficial and binding act of that entity, and b
CT 2011 535 of the Alaboms Legslat

authorized to provde nepresenatio
HAKMON ALGESMS TAXPENER BNID

“thefd”

hiew

Z_ Lzing thetolibwing definitio ns from Saction 3o fthe A, select and inftial other (3] ar fh), bebw, to desaribe theConbae o

antes's busine

BUSINEST ENTITY
Bty persan o group of parsons emplbying ane of mare parsans perfoming or sngaging In any ac
r gan, benedt, advanmge. o Inclinood, whether for profe or not for profie

%y, ertenpres, prok i, OF SCoupation
* shall indude bur not be Bmimed 1o the

follvang
2. Zof ompbyed indrid w business entises tilng miited paatnerships, mited lebilty
companies, fordgn conpo ns, forcign Bimined hips, toregn bmited labBty companics anhorzed to it
business In this state, business © . and any business entity that regiters with the Seoretany of
b Ay business entity that pos 3 business lcense, parmie, ca reghrason, charter, or simikar form of
uthorzatan keucd by the 5240, any DUncss SNty Tt & cscmpt by bw from obtsining such 2 business Ioonse, and any
buziness oty aperaing untawully witha Ut busine

ENP LOVER

(Nt ManageT, repressntaiee, foraman, or ofher parsan g coinmal or

By przon, Fimn, conpo 0. joiint stock 2asn ciathon,
austady of any employment, place of om ployment, or of any emp byees, Induding 2ny pos on or on BTy omip bying any persan for hie within the
St of Mlaboma, nduding 2 public cmploger. This serm shall not indude the ocoupant of 3 houschald contracting with anothar person to
perhanm casual damesac labor within the houschald

n, parimers!

ThaS & TEnms 2 detined in Samkon 2 of the A

Mt 15 3 D Usiness SNty Or Smaioyer

rantes s not & business endity or empkoyer 26 thase tem s are defined In Sodion3 of e Ao

iz of Alabama and hereaher @ will not

ContractonGranioe doos not bnowingly employ 2n unzutharized alien within the
at Alaboima;

3. Asotthe dawe of this 1
ienowingly cmip oy, hire fiorem ploym ent, o oo vBnue to empboy an urauthaieed alian within the Sot

sbeyond B aon ol

4. Con: anee ks cnmalied in E Vet unle 5 not clgibke i ennoll because of the wuies of et program or other fac

day at

Wame ot Contractorn\Ganton/Recpient

Theabowe Corpficaion was sgnad inmy presenoe by the persan wihase name appearsabowe, on this

daiy of

Primed Mameof Wine
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E-VERIFY DOCUMENTATION

E-Verify

Company |D Number:

THE E-VERIFY
MEMORANDUM OF UNDERSTANDING
FOR EMPLOYERS

ARTICLE |
PURPOSE AND AUTHORITY

The parties to this agreement are the Depariment of Homeland Security (DHS) and the
(Employer). The purpose of this agreement is to set forth terms and
conditions which the Employer will follow while participating in E-Verify.

E-Verify is a program that electronically confirms an employee’s eligibility to work in the United States
after completion of Form [-9, Employment Eligibility Verification (Form 1-9). This Memorandum of
Understanding (MOU) explains certain features of the E-\erify program and describes specific
responsibilities of the Employer, the Social Security Administration (SSA), and DHS.

Authority for the E-Verify program is found in Title IV, Subtitle A, of the lllegal Immigration Reform and
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.5.C.
§ 1324a note). The Federal Acquisition Regulation (FAR) Subpart 22.18, "Employment Eligibility
Verification™ and Executive Order 12989, as amended, provide authority for Federal contractors and
subcontractors (Federal contractor) to use E-Verify to verify the employment eligibility of certain
employees working on Federal contracts.

ARTICLE Il
RESPONSIBILITIES
A. RESPONSIBILITIES OF THE EMPLOYER
1. The Employer agrees to display the following notices supplied by DHS in a prominent place that is
clearly visible to prospective employees and all employees who are to be verified through the system:
a. Notice of E-Verify Participation
b. Motice of Right to Work

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and telephone
numbers of the Employer representatives to be contacted about E-Verify. The Employer also agrees to
keep such information current by providing updated information to SSA and DHS whenever the
representatives’ contact information changes.

3. The Employer agrees to grant E-Verify access only to current employees who need E-Verify access.
Employers must promptly terminate an employee’s E-Verify access if the employer is separated from
the company or no longer needs access to E-Verify.

Fage 1 of 17 E-Verify MOU for Employers | Revision Date 06/0113

ATTACHMENT G
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& a0

E-Verify

Company ID Number:

Approved by:

Employer

Mame (Flease Type or Print) Title
Signature Date
Department of Homeland Security = Verification Division

Mame (Please Type or Print) Title
Signature Date

Page 13 of 17 E-Venfy MOU for Employers | Revision Date 06/01/13
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E-Verify

Company ID Number:

(% o

-
5, Ml

Information Required for the E-Verify Program

Information relating to your Company:

ICompany Name

ICompany Facility Address

ICompany Alternate Address

ICounty or Parish

Employer ldentification Number

Morth American Industry
(Classification Systems Code

Farent Company

Mumber of Employees

Mumber of Sites Verified for

Page 14 of 17 E-Venfy MOU for Employers | Revision Date 06/01713
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E-VERIFY PROCEDURES & INSTRUCTIONS

Often, we will receive an E-Verify MOU lacking the electronic signature from the Homeland Security
Verification Division. Until we have an MOU that shows the Electronic Signature Verification from The
Dept. of Homeland Security, we will not be able to accept the E-Verify. Before submitting any
agreements to us, please make sure that the electronic signatures are present on the E-Verify MOU.

Once an employer uploads their document to E-Verify for approval, The Department of Homeland
Security Verification Division electronically signs off as well. This validates it through Dept. of
Homeland Security. If the employer looks on the second to last page of their E-Verify MOU, they
should see an area for signature from Employer, E-Verify Agent (if applicable,) and from Department
of Homeland Security Verification Division.

IF AN EMPLOYER HAS NOT ENROLLED IN E-VERIFY they should go here to enroll:
https://e-verify.uscis.gov/enroll

ENROLLMENT PROCESS

Visit enroliment website, accept and agree to E-Verify enroliment terms and review checklist.
Determine access method by answering four yes/no questions.

Review and confirm access method.

Select your organization designation.

Review, acknowledge and agree to the E-Verify memorandum of understanding (MOU).
Electronically sign the MOU.

Enter company details.

Enter or select North American Industry Classification System (NAICS) code.

Provide hiring site information.

10. Register E-Verify program administrator(s).

11. Review and certify information.

12. Print electronically signed MOU

©CONOOTAWNE

AFTER ENROLLMENT

After you complete steps 1 through 12 of the enrollment process, E-Verify compares your company
information with our list of companies already enrolled. E-Verify will approve your company’s
enroliment and send confirmation e-mails to your company’s program administrator(s). Most people
receive a confirmation e-mail within a few minutes. However, if your account is found to be a
duplicate, the process may be delayed. If E-Verify finds your company is already enrolled, or need
additional information to approve your company’s enroliment, E-Verify Customer Support will contact
the person who signed the memorandum of understanding (MOU) generally within two business days
of your enroliment submission. After two business days, if you haven’t heard from E-Verify, contact E-
Verify Customer Support at 888-464-4218. Please do not try to re-enroll your company as it will
further delay your enrollment.

ENROLLMENT CONFIRMATION
After your company is approved for enrollment, each program administrator will receive a

confirmation e-mail that contains his or her user ID, temporary password and the required next
steps.

34


https://e-verify.uscis.gov/enroll

Your program administrator must:

* Log in to E-Verify with his or her user ID and temporary password (included in the E-Verify
enroliment confirmation e-mail).

* Change his or her password and create security questions.

* Complete the E-Verify tutorial and pass the knowledge test.

Once a program administrator has completed these three steps, he or she will have full program
administrator access to E-Verify.

OBTAINING A COPY OF THE MOU
Register with E-Verify by providing the basic company information. Once registration information has

been entered, you will have the option to review the e-verify MOU. The MOU is unsigned at this point.
To submit your registration, click “l agree”.

Before successfully enrolling in E-Verify, employers and employer agents must agree to the terms of
the MOU and electronically sign the document. The document will then be electronically signed by
the Department of Homeland Security. After you have “agreed” to the terms and condition of the
MOU - Exit out of the E-Verify site. The MOU was electronically signed by your organization when you
“agreed”. It is electronically signed by DHS-USCIS when you ‘Exit’ out of the registration and receive
an email confirmation / approval.

Once you receive the email from E-verify confirming approval into the program, you will need to email
or call an E-Verify Representative using the toll-free Help Line number, 888-464-4218 and ask for a
Tier 2 Representative. Once you have reached a Tier 2 Representative, request an electronically
signed copy of the MOU - It can be scanned and emailed or faxed to you.

E-VERIFY CONTACT INFORMATION

E-Verify Customer Support is available to assist you with using E-Verify, password resets, cases and
technical support and can also answer your questions about E-Verify policies and procedures, Form I-
9 and employment eligibility. Their hours are Monday through Friday, from 8 a.m. Eastern Time to 5
p.m. Pacific Time, except on federal holidays.

For Employers: 888-464-4218
877-875-6028 (TTY)
E-Verify@dhs.gov

For Employees: 888-897-7781
877-875-6028 (TTY)
E-Verify@dhs.gov

http://www.uscis.gov/USCIS/Verification/E-Verify/Publications/Guides/guide-enroliment.pdf
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TO UPDATE E-VERIFY COMPANY INFORMATION PAGE

These are the instructions for updating the Company Information Page:

1 Log into E-Verify Account and click “Edit Company Information Page”
2. E-Verify will display all of the company information- name, company FEIN, address, etc.
3. Update any changes or corrections and save and print that page and submit.

E-VERIFY for EMPLOYERS WITH LESS THAN 25 EMPLOYEES

* Employers can use an Agent to do their E-Verify documentation for them.
Contact Alabama E-Verify
Phone: 855-verify-6 (855-837-4396)
Hours: Monday-Friday 8-5 p.m.

INSTRUCTIONS

e-verify.gov

Alabama E-Verify
(Opens in new window)
Please use your back button to return to the page you were viewing.

Click on:
Alabama E-Verify

Will take you to website:
http://immigration.alabama.gov/

Click on:
Alabama E-Verify Employer Agent Office

Read and follow the instructions to use the State of Alabama as the employer agent for Department
of Homeland Security E-Verify registration.

When you click on Create an Account, you can see the simple form the employer is required to

complete. Once completed and submitted the BSR can call the toll-free number and request that the
electronically signed copy of the MOU be emailed to them for the OJT Agreement.
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WDD-23 ON-THE-JOB TRAINING AGREEMENT MODIFICATION

ATTACHMENT H

Houes
Banais
County Cods and Name

Hame of Bmployer

ALABAMA DEPARTMENT OF COMMERCE

WORKFORCE DEVELOPMENT DIVISION / GOVERNOR'S LOCAL WORKFORCE AREAS

ON-THE- JOB TRAINING AGREEMENT

MODIFICA TION MO
Agresment Ko,

Type Fund

Address

Talsphons Numbsr

Humb arof Employ s
DJT Agresnsnd Dates: Har
Businect Servics R atve (S8R) :

B8R Diflos Location

Pzl i Titer of Contact Ferson|

Spsafla Ty pe of BUCINSEE

Mumber of Addiilonal OJT Tminesc

Complefion

Telephons #

THE FURPD SEOF T HIE MO DIFIGAT I0M 18 TO:;

Feguecisd Bart Dade (¥ applicsd ) :

| CCCUPATIONAL AND COST OUTLINE
0P #of Tradning Hre T ofal T mining Hourly Tolal Cost Traines ‘Wagss
Duszvup affion &l THSe( &) and ONIET Codeds) Range | Transss Par Tralnes Hours Un it Cost Pardooupy .- tHart End
Tl A 2 C o Cal=E = EaF=G -

TOTALS

I'qu' hy unit oot ALL QUT Agresmant reimbursasmen i wil beat 50% of e stiding houdy wage rate

EMPLOYER

This action changes tha valus of the original agresment &8 modifisd, by adding of subtracting
TOTAL PAYMENT PERMITTED UNDER THIS AGREEMENT SHALL NOT EXCEED

The atechments to this modfication, spedfically induding one training plan per ocoupationsl fie listed abowve, are harsby

expresshyincorporsted into and made 3 partof this agresment.

WDD Authorized Representative

T Lnoers g, 25 Bl employers. duly Uorized

nepness enkay e, Fenehy agraes. ho e ems

of fhis ool cafl on and o S pness incorponaion
D e agreank

Al Signatures Must Be Submitted In Ink

BOMHATURE HOHATURE

TYFED HAME DATE

TITLE

DAETE

WDDLZ3 AL Riow. 172022 WIOA Original - WDDAUT Copy - Car ot Corbor Copy- Empioyer
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WDD-9/0JT EMPLOYER INVOICE

ATTACHMENT I

Alabama Department of Commerce
Workforce Development Division | Govemor's Local Workforce Areas
OM-THE-JOB TRAINING AGREEMENT
EMPLOYER INVOICE

1. Name and A ddress of CJT Employer 3. Agreement No.
0 0
1] 4. Invoice No.
[i] [1]
2. Federal |.0. # (FEIN) 3. Reporting Penod of iInvoice
] 14001500 to 11071500
6. Agreement A mount 7. Total Amount Requested Through Previous Inveice |B. Balance Awailable
¥0.00 0.00 $0.00
Total
OJT Cost
9. Total Expenditures of P ricr Pericd 5000
10. A ctual Expenditures This Period 5000
11. Total Expenditures to Date $000
12. Total Amount Requested through Previous Imvoice 000
13. Amount Requested 5000

| HEREBY CERTIFY THAT {a) the Workiroe Development Division (W DD} has not been billed ©r the services covered by
fhis inwoice; {b) funds have not been received Fom the said WDD or expended ior such services under any ofher
agresment or grant; {c) the amownt{s) claimed by this inwice constiute{s) sllowsble cost/expenditures under the terms
of the agreement or grant; {d} all amounts ©or Federal Income, Unemployment, and FICA Taes due through the end of
the preceding guarer hawe been paid and; {g) that employer has rnished evidence of attaining 3 Federal Employer
ldentification Mumber (FEIM} and is comphing with applicable @x laws.

14. Employers A uthorized Signature 13. Title 16. Date

272022

17. ContactPerson 18 . Title 19, Telephone No.

‘Workioree Development Division/Date

A ccounting Use:

Warrant No.
Warrant Date
SUBMIT IN DUPLICATE TO: WVoucher No.
Alsbamsa Department o f Commerce Find
‘Workioroe Development Disision
401 Adams Avenus, Suite I80
P.C. Boox 304103 Posted to Com puter
Montgomery AL 351304103
Initizls:
Cate:

WODD-2 AL Rev. 12022 WIOA

Administrative Division/Date
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ALABAMADEPARTMENT OF COMMER CE
WORKFORCE DEVELOPMENT DIVISION
GOVERNOR'S LOCAL WORKFORCE AREAS
PERFORMANCE BASED ON-THE-JOB TRAINING AGREEMENT

1. Name and A ddress of OJT Employer 3. Agreement Mo
1] 1]
a 4. Invoice Mo
1] 4]
2. Federal IO # [FEIN) 3. Reporting Period of Invoice
1] 010000 to 010000
6. A greement Amount |?. Total Amount Requested Through Previous Inveoice  |B. Balance Available
Total
0OJT Cost
9. Tetal Expenditure s of Pricr Period
10. Actual Expenditures This Period
11. Total Expenditures to Date
12. Total Amount Reque sted through Previous Inveice
13. Amount Reque sted
| HEREBY CERTIFY THAT {a) the Waorkforce Development Division (WD) has not besn billed for the sendces cowersd by
fhis inwoice; (b} fund s have not been received from the said WDD or expendad for such services under any other
agresmeant or grant, {c) he amount{s) claimed by this invice constitute(s) sllow able cost/expenditures und 2r the Brms
of the agreement or grant, {4} all amouwnts Br Fedaral Income, Unemployment, and FICA T axes dus through the 2nd of
fhe preceding guarter hawe besn paid and; (g) that employer has furnished evwdence of attaining 3 Federal Employer
ld=nitification Numbser {FE IN} and is comphying with applicable tax laws.
14. Employers Authorized Signature 13. Title 16. Date
2menzz
17. Contact Person 18 Title 18. Telephone Mo.
Warkforce Development DivisionDate Administrative Division/Dat

Accounting Use:

Warrant Mo,
Warrant Diate
SUBMIT IN DUPLICATETO: Woucher Mao.
Alsbama Department o f Commerce Fund

Workibroze Dewelopment Division

401 Adams Avenwe, Suite 380

P.O. Box 304103 Posted to Computer
Monigomeny, AL 356 130-41032

WDD-5G AL Rev. 12022 WIDA
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PERFORMANCE BASED ON-THE-JOB TRAINING AGREEMENT
EMPLOYEE LIST

1. Name and Address of Employer 3. Agreement No.

L=

4. Report No.

2. Federal |.D # (F EIN} 5. Peried Covered
0 to

The falawing list of employees have compleded Faining and my aorganizaton hereby mquests rembursementunder fe eans of fe
Performance-Based Training agreamen

Social Security
Name{s} Number(s} Position{s) / O*NET Code{s) Amount(s)

T otal 50.00

| HEREEY CERTIFY THAT {a} $he Workforcs Develbpment Division (WDD) has not Been biled for (he serdoss covered by §

Tt

funds Fover not been mosived fmom fe =aid WDD o epended for such servoss under any other conract agreemern o

e amoun =) daimed by tis invaios consiuleds ) alowable costslerpenditures under e terms of e confraci agreement
all amaurts for federal ncome, Unemployment, and FICA @xes due Sfirough e end of fepreceding quarer Fave been
prad and e} fal subconraciors have fumished evidenos of ataining a Fedeml Employer demification Mumtrer (FEIN) and are comglying

WITT ADEHICAHE N WS

20. Employer's Authorized Signature 21.Title 22. Date

02N07i22

23. Contact Person 24. Title 25. Telephone No.

‘Workfome Development Division Thae Adminisraive Division' Dae
SUBMIT ORIGINAL TO:
Alabama Depadmeni of Commeme ‘Wamant Na
‘Workforos Development = Drae
401 Adam e, Suite 380 Vaucher Ma
P.O. Box 304103 Pmaf

Monigomery, AL 36130-4103 Furd Ha

WDD-BF AL Rev. 1/2022'WI0A
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WDD-11/0JT TRAINING TIME SHEET

ATTACHMENT J

Alabama Department of Commene/ Workforce Development Division/ G ovemor's Local Workforce Areas
OM-THE-JOB TRAINING TIME SHEET

Lgrasmant Mo 1] Invodca Mo
R por ting Par od to
(Same as lnwaice Pedod )
Employar 1]
1 2 2A 3 4 3 [ 7 ] ;) 10
Training Hours § Amount Claimed
Total Previous Hourhy
Lact 4 &6 of Total 6 Reports Reim-
Soolal Beourity Hours Cumu- Cumu- This burse- This Previous Term.
(FMET Code Trminee’s Name Number Authorized lative lative | Report ment Report Total Comp.
0 0.00 0.00
0 0.00 =0.00
0 0.00 =0.00
0 $0.00 $0.00
0 ¥0.00 0.00
0 0.00 0.00
0 0.00 0.00
0 0.00 =0.00
0 $0.00 $0.00
0 0.00 0.00
0 0.00 0.00
0 0.00 0.00
TOTAL [] [+ [] 0.00 0.00
WDD-11 AL Rew. 172022 WIDA
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WDD-12/0JTTIME AND ATTENDANCE REPORT ATTACHMENT K

Alabama Departrment of Commerce/ Workforce Development Division/ Governor's Local Workforce Areas
ON-THE-JOB TRAINING TIME AND ATTENDANCE REPORT

WDD-12 AL Rev. 1/2022 WICA
Agreement No. Name of Employer

Manth Year

Sl Shcurily Mo and [vin el M ot

Latcd PharmaF i | [ F1 0 1 E1 0 0 Y I 0 R Y D I I Tt ) L 0 ) S T L T ) TrEiI‘IEEiSigI‘IEtLIE

[t

£n

Totak

Thizs record shauld be riained for 2 peiod of o lesst nine years bayord e

agiraion of (e AEHETTL apyens e e led ML DO TR

Signed | Supenisor D
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WDD-6A/AUTHORIZED SIGNATURE(S) FOR OJT EMPLOYER INVOICE

(SIGNATURE CARD FORM)

ATTACHMENT L

WDD-8a AL Rev. 142022 WIOA

AUTHORIZED SIGNATURE(S)
FOR QOJTEMPLOYER INVOICE

0

Mame of Employer:

0

Address:

l:l Only One Signature Authorzed/Au

I:l Eithar One of Sign atures/ including

thorizing O ficial

Authorizing Official

Typed Hame of Authorzed Skynaturs

# gnaturs

Typed Nams of Authonzed Signature

s gnaturs

ICERTIFY THAT #

nivaices and madi

sigrature(s ) appearing doy

n connection with WDD furds.

22z
DATE

Title of Authorizsd Okl

as well a5 my owr

1islame the dvidual

s} atharized f sgn

Signature of Authorzing OTcial

Ty ped Name
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ON-THE-JOB TRAINING FORMS QUICK REFERENCE LIST ATTACHMENT M

Trainee’s File

Digital scans of the following forms must be included in the Participant's AlabamaWorks! file:

e  WIOA Eligibility

e Testing

Required Forms:

Resume

Employer’s File

Customer Agreement - WDD 115

WIOA Participant Information Release - WDD 17
WIOA Grievance and Complaint Procedures - WDD 24
Employment Information Form

Customer Information Form - WDD 121

OJT Training and Evaluation Plan
Documentation Log with all documents attached

The employer is required to keep and make available upon request the following information
regarding the company's OJT agreement(s):

* A signed copy of the OJT Agreement Package, which includes:

WDD-21
WDD-22
WDD-23
WDD-6a
WDD-9

WDD-11
WDD-12
WDD-24

On-The-Job Training Agreement (Signed OJT Agreement Package)
Training and Evaluation Plan (for each trainee)

On-The-Job Training Agreement Modification

Authorized Signature Card Form

OJT Employer Invoice

Training Time Sheet

Time and Attendance Report

Grievance and Complaint Procedures (for each trainee)
Verification of Workmen’s Compensation or Health & Accident Insurance
List of Trainees Enrolled on the Agreement

Agreement Correspondence

Note: Employer must maintain records for three (3) years after the completion of the OJT agreement.
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COUNTY CODE CHART

ATTACHMENT N

To find your House & Senate Codes go to: http://www.legislature.state.al.us/
Click on “Find My Legislator” and Enter the Zip Code and it will list the Senator and Representative
and the House and Senate Code Numbers for that Senator or Representative’s district.

COUNTY CODE # COUNTY CODE # COUNTY CODE #
Autauga 001 Dallas 047 Marion 093
Baldwin 003 DeKalb 049 Marshall 095
Barbour 005 Elmore 051 Mobile 097
Bibb 007 Escambia 053 Monroe 099
Blount 009 Etowah 055 Montgomery 101
Bullock 011 Fayette 057 Morgan 103
Butler 013 Franklin 059 Perry 105
Calhoun 015 Geneva 061 Pickens 107
Chambers 017 Greene 063 Pike 109
Cherokee 019 Hale 065 Randolph 111
Chilton 021 Henry 067 Russell 113
Choctaw 023 Houston 069 St. Clair 115
Clarke 025 Jackson 071 Shelby 117
Clay 027 Jefferson 073 Sumter 119
Cleburne 029 Lamar 075 Talladega 121
Coffee 031 Lauderdale o77 Tallapoosa 123
Colbert 033 Lawrence 079 Tuscaloosa 125
Conecuh 035 Lee 081 Walker 127
Coosa 037 Limestone 083 Washington 129
Covington 039 Lowndes 085 Wilcox 131
Crenshaw 041 Macon 087 Winston 133
Cullman 043 Madison 089 Out of State 997

Dale 045 Marengo 091
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METRO & NON-METRO COUNTY WAGE CHART

Metropolitan Counties

e Autauga
e Bibb

e Blount
e (Calhoun
e Chilton
e Colbert
e Elmore
e [Etowah
e Geneva
o Greene
e Hale

e Henry

e Houston

o Jefferson

e lLauderdale
e Lawrence

e |ee

e Limestone
e Lowndes

e Madison

e Mobile

e Montgomery
e Morgan

e Russell

e Shelby

e St. Clair

e Tuscaloosa
o Walker

Metropolitan Counties:

All other Non-Metro counties (39):

$10.00 per hour

$9.00 per hour

ATTACHMENT P
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0JT FACT SHEET (January 2022) ATTACHMENT Q

ON-THE-JOB-TRAINING (OJT) FACT SHEET: REVISED: JANUARY 202
Custors designed training programs based on the employer’s workforce requirements.

OJT Employers are reimbursed for 30% of the hourly wages, bazed on the emplovers and
trainee’s eligibility requirements. Monthly timesheets are mamtamed by the emplover and
reported to the Businezs Service Rapresentative.

OJT Trainee(s) are hired for fulltime work, and they must work in a safe environment. OJT
trainee(s) are not tramed for zeazonal or temporary positions.

OJT Tramnee(s) will follow the zame company policies and rules as other amployees and will
be pmndﬁd with wagu :nd benafits th:t are equal to 'r:hon damg the same I}'pl ofwark.

10. I'.Il] Il‘ Imur in m ohﬂncounma."or tlu same Wages as otluru - -|l
employees in the same occupations.

OJT Trainees have a wage cap of $19.66 an hour for New Hires. Employers maybe entitled
up to $50,000.00 per emplover and per training vear which is July 1" — June 30",
(Funds are based on availability and the employer performance).

Career Centers mamtam a pool of eligible applicants capable of meeting the employer's
needs.

OJT Trainee(s) cannot start to work before the Workforce Development Divizion in
Montgomery approves the OJT Agresment; pleaze allow 3-5 business days.

OJT Trainee(s) must not replace laid off workers.

The OJT program cannot be utilized for work at home pozition: nor virtual work
situations.

The Emplover should retain OJT Trainee(s) after completion of the OJT Agreement.

Employers must provide proof of Workmen's Compensation Insurance or onsite Health &
Accident [nsurance.

Immediate relatives of the Employer are not elizible for the OJT Tramng Program(s).
OJT Trainee(s) must be determined eligible for Workforce Innovation and Opportunity Act
(WIOA) services by the local Career Center.

OJT Employers must report any changes from the onginal agreement to the Business Service
Fepresentative immediately.

OJT Employers are required to use the State of Alabama Accounting and Resource System
(STAARS). ALL previous employers must activate their account i the Vendor Self Service
(VSS) Portal. ALL new emplovers must register in the (V3S).

OJT Employers must enroll in the E-Verify program for emplovment venfication
(Documentation of enrollment is required).

The Business Service Rapresentative mitiates all paperwork, including the monthly mvoices
for reembursement.

Business Service Representative: Phone Number:
“The QJT Program is an Equal Oppertunity Employer/Program. Awxiliery eids and services available

upon request to individuals with disabilifies. ™
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0JT BROCHURE (January 2022)

REQUIREMENTS

Tranees must meet the Wordonce
Innorwation and Cpporfunity Act
{WICIA) =iigibiity requiraments.
Ermployers must howe Workers”
Compensafion or opproved on-dh
occident irsurance.

Tronees connot begin

iy troining wnfil the: CJT
ogreement & approved by the
Wiizrdorce Development Dhision
{IWDD).

Tranees must nof be cumenthy
wiridng for the amployer.

FulHirme employment & required.

Ermployer must provide o wage of
ot kst $7.00 par hour for non-
rmriropoliton counfias and $10.00
per hour for medopoiiton counfies.

Troiness must receise the some
wages and benefite o= other
empioyees holding the rome or
similar posifions.

Trainees must abide by fhe same
compary policies o= other
employess.

CONTACT YOUR LOCAL
ALABAMA CAREER CENTER

WL alabomaoworks.alaoama.goy

Tl QUT gregeeve I am ) uval & peruniy s s pra snoem
svulians ol oeel sansdear om cvalia bl uar neguart fa
Irariviyualr wii Sloxbiec

ATTACHMENT R

ONTHE JOB
TRAINING
(OJT)

V18 DEPARTMENT OF CORIWERCE

WORKFORCE DEVELORIENT DNEON
(WD)

WORKFORCE INNDVATION AND
CPPORTUNITY ACT [VICA]

ALARANA CAREER CENTER SYETE

I\

ALABAMA

Junugm WORKS!
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0SS THAINING

NEW HIRE OJT

Trare: ang tveo Pypes of Crethe-Job Trolning
10T progrer: Maw Hirg ond Pefommance-
Bz,

Funded by e LS. Departmans of Labor, tre
Aloeam Dogarment of Commeos
adminkhes Me CJT program which ghies
Indviduak an cppohunFy bo ko new ob sk
and kv @MpoYE 12 Tain new employeas
wilie saving mmaney o raining oo,

A Businiess Serdoe Repmesentating [BIR] wit the
Algsare Conger Certer Sysham works with
argioyar io cramie a fraring glon hat
aedimes objectves ond goak for e rolnes (s
Tha 0T program b designes o provide
raimbursemant S employers for tha
edroecrdinany coshs aesoekahad with i hidng
ard fraking of Indhdduak elgble for thaca
servicas. Tl relmousa et ferves o6 an
Incanive ha ercourege s loves o hine
Indridualk winge do rot Fove all of e epuined
sidls for o parficuier ob. Thie regoboded
raining perod con range from & o 24 woaks
Eaiad on W il leved of ;e parficipartis) and
thie rninireg cocoupaion,

Tha Maw Hing DU sonsamand clows on
wmgioar b hine nevw workens nskdied podiiors
ord fralm ther with o geal of g rt
emgioymnent vpon sueoesil compliction of
training.

PERFORMAMNCE BASED OJT

Faformanca-Sacad DUT agreemant ans
aesiored to offier fraining for o lorge muemioer of
amrployacs for o shart perad of roining ims.
This Includies S and'or Urskled workers when
smrgioyan need tralned employees fost.

Traning hours, frain g phans, ramber of tromaees,
coaf, and woges ore nepotenad through the
Daportment of Sommenca on o come-Dy-o e
eaidi. Al pefemicnce bosed ogreements one
Eased on e emnpioyer's needs af e .

Trea erngioyer s ebalole i oo et redmEunerend
for molning atter the emglosac's complefion of
teaining Qs ceme: dory.

Tr Corger Carfer BER osciiing e emnpiope
with tha aoncamant must ;ubmit o lkter 5o tha
WD wiin the: iodoraing Informatizn:

Emnplyers busnest nome

Background Infammation on tha
emnployer

Humisar of @mplavess fo be o d
Hirren posiors

Tima Defed recommandad tor raining
Job desovipiions

Wages par hour | ger poefon

EMPLOYER BENEATS
ROy recabee UD 30 53TR redmibunarnent
o trolneas” hourty wodes e ek
s Emplowens makes ol hdng deckiong
®  Errployert customnine ol raking

®  Saves recruifing, screening, and aning
cogts

s Lengih of fraining b nepoticb
 RAnImS Dapenoic

*  noresmed cosh Moy ond prodts
®  Mocost for 00T services

ADULT AND YOUTH CUT AGEEEMENTS
1-50 EMPLOYEES
BF T3 507% EEMBURSEMENT

DISLOCATED WORKER OUT AGREEWENTS
1-200 EMPLCYEES
WF T3 507 EEMBURSEMENT

FUBLIC SECTOR/HON-PROAT CUT AGREEMENTS:
SO REIMBLIRS EMENT

SO% REMEURSEMENT FOR ALL BUSANESSES

AFPPRENTICESHIF OUT

Apprerticeshis OUT offers employes SDR
raimbursamant of frairees’ kourty wWopes bar
4ED houws of trairing.

T empdorer must peositie o wome of at keost
55,00 par owr, ard tha mandmnum refmbusshiz
wiale k 51548 par hour, Employcrs moy Doy
mora than e masimun, Dt oy amaent
about tha masdrmue wil rat be reimioosesl
Trales st Da Reghkhansd Anprandoes, who
shariad paricipating In o Reghered
Apprertice Frogrem on or offer August 1, 200F
ard howe af keost 480 hours of On-ihe-Job
Laamirg ramalring In thalr aporeniceship.
Unika M Hine and Fafomonse Based OUT,
traineas con howe aiready sSoeriad In e
Ragtterad Apprentioeshin, or thay combe o
P ETIDROYE

T amgiorer s e loitie fo reoaha
raimbusemant fariraring ofter e
ampioyas 'S completion of Toinrg plus ona
iy,

Enpreriostln U7 c fended 1008 Wi Sectesel defamal
AppneTioEtin & ot gt eade Svalathe R e St o

&labaved Byt Ud Dagareett ot Laban e pen it
ard fraleiyy A ivirnaton oo e Snantar
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