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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 Ebone Curry, OJT Specialist, Workforce Development Division,

Governor's local Workforce Development Areas at ebone.curry@commerce.alabama.gov.

Attachment: 

son, Division Director 

velopment Division 
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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.
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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.   
 
II.  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). 
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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 technologies, 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: 
 

• Employer’s business name 
• Number of employees to be trained 
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• Time period recommended for training 
• Job descriptions 
• 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: 
 

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

• Provide structured training on an individual basis for a trainee or group of trainees; 
• Provide training in high demand/high wage occupations; and 
• 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: 
 

• Offsetting employers' training expenses; 
• Identifying and referring appropriate trainees; 
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• 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 skills for productive jobs.  
 
1.  Identification 
 

• Trainees must be eligible for WIOA training. 
• 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. 
• 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. 
• 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. 
• Trainees may receive OJT concurrently or sequentially with other appropriate types of 

services (i.e.: Adult Education enrollments). 
• 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. 
• 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: 
 

• 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: 
  

• 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. 

• Trainee Performance Evaluations -- employer must evaluate tasks performed by trainee at 
completion of training. 
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• Training Hours -- number of hours allotted to successfully complete training; and 
• 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: 
 

• 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,  
• Businesses exhibiting poor performance in the hiring and retention of trainees under 

previous OJT agreements, and/or 
• Businesses where a strike, lockout, or other similar condition exists. 

 
In addition, WIOA funds will not be used to: 
 

• 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 

• 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 enrollment 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.  
 
Items assessed include: 
 

• Date’s trainees entered and completed OJT, 
• Trainee's beginning and ending wage, 
• Trainee's employment status at the 26th week following training (if still employed with the 

OJT training employer at that time), and  
• 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: 
 

• Chamber of Commerce 
→ Join / Attend Chamber meetings 
→ Build relationships with Chamber staff 
→ Network with Chamber members 

 

• Industrial Development Agencies 
→ Present information to local industrial development boards 
→ Provide information regarding WIOA programs 
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• 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: 
 

• 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. 
 
D. 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 
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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 skill acquisition.     
 
The Training Plan contains the following elements: 
 

• Job tasks;  
• Review of trainee's existing skills; 
• Training method; 
• Method of measuring performance; and 
• 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: 
 

• Additional job tasks identified by the employer as being required; and/or 
• Some tasks may be deleted by the employer as not being required.  
• 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:  
   

• The OJT Agreement (WDD-21) (Attachment A) 
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• 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  
• A letter of explanation as needed.  

 
Each agreement submitted must include the House and Senate District numbers along with the 
county name 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.   
 

• 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  
 

• 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. 

 
• For education level specified as "work experience" in a related occupation, training will be 

classified with a SVP Level of 4 or less. 
 

• For education levels specified as training or education beyond high school, the training will 
be classified with a SVP Level of 6 or greater. 

 

http://www.legislature.state.al.us/
http://www.onetonline.org/


11 
 

• 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.   

http://www.onetonline.org/
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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 modification 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: 
  

• 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.   

 
• 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. 

 
• 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 enrollment period of an agreement.  Effective 
June 2018, OJT Agreements can be active for a year and have an initial 90-day enrollment 
period.  A maximum of two additional 90-day enrollment 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 digital 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: 
 

• WIOA Eligibility  
• 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 
 

https://procurement.staars.alabama.gov/
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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 signature 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.  OJT Time 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. 
 

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

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

• 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: 
 

• Identifying information specific to the employer 
• Invoice number, sequenced for that specific agreement 
• 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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OJT 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: 

• 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 

 
 
OJT 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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OJT & APPRENTICESHIP 
 
§ 680.740 How can on-the-job training funds be used to support placing participants into a 
registered apprenticeship program?  
 
(a) 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.  

https://www.law.cornell.edu/cfr/text/20/680.700
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OJT & 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:  
 

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

• 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.   

• 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.  

• 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 RTI associated with an RA immediately 
upon their registration in the RA if the apprentice meets WIOA financial and employment 
eligibility requirements. 

• 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. 

• 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  

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

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

• 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. 

• 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 

mailto:Josh.Laney@commerce.alabama.gov
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OJT AGREEMENT PACKAGE CHECKLIST 
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WDD-21/OJT ON-THE-JOB TRAINING AGREEMENT   ATTACHMENT A 
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WDD-22 OJT TRAINING AND EVALUATION PLAN    ATTACHMENT B 
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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 
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ATTACHMENT D 
 

VERIFICATION OF WORKMEN’S COMPENSATION OR HEALTH & ACCIDENTAL INSURANCE 
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EMPLOYER PERFORMANCE EVALUATION FORM    ATTACHMENT E 
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ATTACHMENT F 
 

BEASON-HAMMON CERTIFICATE OF COMPLIANCE/ALABAMA’S IMMIGRATION LAW 
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E-VERIFY DOCUMENTATION       ATTACHMENT G 
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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  
 
1. Visit enrollment website, accept and agree to E-Verify enrollment terms and review checklist.  
2.  Determine access method by answering four yes/no questions. 
3.  Review and confirm access method.  
4.  Select your organization designation.  
5.  Review, acknowledge and agree to the E-Verify memorandum of understanding (MOU).  
6.  Electronically sign the MOU.  
7.  Enter company details.  
8.  Enter or select North American Industry Classification System (NAICS) code.  
9.  Provide hiring site information.  
10.  Register E-Verify program administrator(s).   
11.  Review and certify information.  
12.  Print electronically signed MOU 
 
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 
enrollment 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 enrollment, E-Verify Customer Support will contact 
the person who signed the memorandum of understanding (MOU) generally within two business days 
of your enrollment 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. 
 
 

https://e-verify.uscis.gov/enroll
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Your program administrator must:  
 
* Log in to E-Verify with his or her user ID and temporary password (included in the E-Verify 
 enrollment 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 “I 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-enrollment.pdf 

 
 
 
 
 
 
 

mailto:E-Verify@dhs.gov
mailto:E-Verify@dhs.gov
http://www.uscis.gov/USCIS/Verification/E-Verify/Publications/Guides/guide-enrollment.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. 
 
 

 

 
 
 
 

http://immigration.alabama.gov/
http://immigration.alabama.gov/
http://immigration.alabama.gov/
http://verify.alabama.gov/
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WDD-23 ON-THE-JOB TRAINING AGREEMENT MODIFICATION  ATTACHMENT H 
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WDD-9/OJT EMPLOYER INVOICE      ATTACHMENT I 
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WDD-11/OJT TRAINING TIME SHEET     ATTACHMENT J 
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WDD-12/OJT TIME AND ATTENDANCE REPORT    ATTACHMENT K 
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WDD-6A/AUTHORIZED SIGNATURE(S) FOR OJT EMPLOYER INVOICE                  ATTACHMENT L 
(SIGNATURE CARD FORM) 
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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: 
 

• WIOA Eligibility  
• 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  
• Documentation Log with all documents attached  

 
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.  
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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 077 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   

 
 
 
 

http://www.legislature.state.al.us/


46 
 

METRO & NON-METRO COUNTY WAGE CHART     ATTACHMENT P 

 
 
Metropolitan Counties  
 

• Autauga 
• Bibb 
• Blount 
• Calhoun 
• Chilton 
• Colbert 
• Elmore 
• Etowah 
• Geneva 
• Greene 
• Hale 
• Henry 
• Houston 
• Jefferson 
• Lauderdale 
• Lawrence 
• Lee 
• Limestone 
• Lowndes 
• Madison 
• Mobile 
• Montgomery 
• Morgan  
• Russell 
• Shelby 
• St. Clair 
• Tuscaloosa 
• Walker  

 
Metropolitan Counties:   $10.00 per hour  
 
All other Non-Metro counties (39): $9.00 per hour 
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OJT FACT SHEET (January 2022)       ATTACHMENT Q  
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OJT BROCHURE (January 2022)       ATTACHMENT R 
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