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OJT Training Plan Instructions 
[bookmark: _GoBack]An individualized OJT Training Plan must be developed for the acquisition of skills that the trainee does not already possess. Skills the trainee acquired from previous work or life experiences are transferrable and can be used in every occupation, regardless of the type of work. Transferrable skills are unlike job-specific skills, which tend to be used only in one type of work. This plan will contain occupationally specific skills that the employer requires for competency in the On-the-Job Training occupation. 
On-the-Job Training funds should not be used for orientation to standard operating procedures of the employer. 

Use the U.S. Department of Labor’s Occupational Information Network (O*NET – see http://online.onetcenter.org/) and/or an employer job description as a basis for listing skills or job tasks. Keep each skill or task description concise. O*NET is the primary resource to use in determining the length of training; however, O*NET should not be relied upon exclusively at the risk of overlooking the needs, skills and abilities of the participant and the specific needs of the employer. The O*Net online resource (www.onetonline.org) can help identify pertinent skills for different occupations. The O*Net online resource and the SVP scale can help determine the total number of training hours and estimated training period.

In determining the appropriate length of the OJT, consideration should be given to the skill requirements of the occupation, the prior academic and occupational skill level of the participant, prior work experience, level of job difficulty, and the participant’s Individual Employment Plan or strategy.  The level of difficulty is determined from an assessment of the job description. The Training Plan must include the Job skills necessary to perform the job and the trainee’s beginning proficiency level for each of these skills or tasks. Modifications to the OJT Training Plan may be executed as needed; 
· Extending the Training Period. 
· Changing the Training Plan because of a shift in work conditions, new work duties or a position change. 
At the end of the Training Period, the Training Plan should be used to document the participant’s skill gains. For an OJT to be considered successful, the participant must have sufficiently learned the skills or tasks included in the plan in order to retain employment. Ideally, a participant should meet the employer's standards for each skill. In some situations, the participant may not have fully met every skill listed in the plan, but the employer has made a concerted effort to provide training and wishes to retain the participant and continue working on skill development. 

Completing the On-the-Job Training Plan
·  Training is presumed to be needed when the “Starting Capability” scores are either a “1” (beginning) or a “2” (intermediate). The score should be based primarily upon the supervisor’s assessment of skill levels.
· Use the OJT Training Plan Instructions to determine the training need and training length. These are very individual decisions, and may be different for every trainee. The duration of the Training Period should be estimated as follows:
· The LWDA, working with the employer, determines the job title for the position to be trained for, referencing O*NET (http://online.onetcenter.org/);
· From O*NET, obtain “Specific Vocational Preparation” (SVP) parameters. These parameters will help determine the length of training;  
· An OJT must be limited to the period of time required for a participant to become proficient in the occupation for which training is being provided. In determining the appropriate length of the contract, consideration must be given to the skill requirements of the occupation, the academic and occupational skill level of the participant, prior work experience, and any disability, limited English proficiency, lack of basic literacy and math skills, or other major barriers to employment retention.
· The Training Plan should be signed by the trainee and by an individual who is authorized to sign contracts for the employer. After these signatures have been obtained, the authorized workforce staff person should sign the Training Plan.






SVP / Job Zone & WIOA OJT Hours
	Job Zone
	SVP Level
	Time Level of 
Specific Vocational Preparation
	WIOA OJT Maximum Hrs

	Job Zone 1
	SVP <4.0
	SVP 1 = short demonstration 
SVP 2 = up to & including 1 month
SVP 3 = over 1 month up to & including 3 months
	0 Hours

	Job Zone 2
	SVP 4.0 to <6.0
	SVP 4 = over 3 months up to & including 6 months
SVP 5 = over 6 months up to & including 1 year
	320 Hours

	Job Zone 3
	SVP 6.0 to <7.0
	SVP 6 = over 1 year up to & including 2 years 
	480 Hours

	Job Zone 4
	SVP 7.0 to <8.0
	SVP 7 = over 2 years up to & including 4 years
	640 Hours

	Job Zone 5
	SVP 8.0+
	SVP 8 = over 4 years up to & including 10 years
SVP 9 = over 10 years
	800 Hours


The five Job Zones are:
· Job Zone 1- occupations that need little or no preparation
· Job Zone 2- occupations that need some preparation
· Job Zone 3- occupations that need medium preparation
· Job Zone 4- occupations that need considerable preparation
· Job Zone 5- occupations that need extensive preparation
Job Zone One: Little or No Preparation Needed
	Education
	Some of these occupations may require a high school diploma or GED certificate.

	Related Experience
	Little or no previous work-related skill, knowledge, or experience is needed for these occupations. For example, a person can become a waiter or waitress even if he/she has never worked before.

	Job Training
	Employees in these occupations need anywhere from a few days to a few months of training. Usually, an experienced worker could show you how to do the job.

	Job Zone Examples
	These occupations involve following instructions and helping others. Examples include taxi drivers, amusement and recreation attendants, counter and rental clerks, construction laborers, continuous mining machine operators, and waiters/waitresses.

	SVP Range
	(Below 4.0)


Job Zone Two: Some Preparation Needed
	Education
	These occupations usually require a high school diploma.

	Related Experience
	Some previous work-related skill, knowledge, or experience is usually needed. For example, a teller would benefit from experience working directly with the public.

	Job Training
	Employees in these occupations need anywhere from a few months to one year of working with experienced employees. A recognized apprenticeship program may be associated with these occupations.

	Job Zone Examples
	These occupations often involve using your knowledge and skills to help others. Examples include sheet metal workers, forest fire fighters, customer service representatives, physical therapist aides, salespersons (retail), and tellers.

	SVP Range
	(4.0 to < 6.0)


Job Zone Three: Medium Preparation Needed
	Education
	Most occupations in this zone require training in vocational schools, related on-the-job experience, or an associate's degree.

	Related Experience
	Previous work-related skill, knowledge, or experience is required for these occupations. For example, an electrician must have completed three or four years of apprenticeship or several years of vocational training, and often must have passed a licensing exam, in order to perform the job.

	Job Training
	Employees in these occupations usually need one or two years of training involving both on-the-job experience and informal training with experienced workers. A recognized apprenticeship program may be associated with these occupations.

	Job Zone Examples
	These occupations usually involve using communication and organizational skills to coordinate, supervise, manage, or train others to accomplish goals. Examples include food service managers, electricians, agricultural technicians, legal secretaries, interviewers, and insurance sales agents.

	SVP Range
	(6.0 to < 7.0)


Job Zone Four: Considerable Preparation Needed
	Education
	Most of these occupations require a four-year bachelor's degree, but some do not.

	Related Experience
	A considerable amount of work-related skill, knowledge, or experience is needed for these occupations. For example, an accountant must complete four years of college and work for several years in accounting to be considered qualified.

	Job Training
	Employees in these occupations usually need several years of work-related experience, on-the-job training, and/or vocational training.

	Job Zone Examples
	Many of these occupations involve coordinating, supervising, managing, or training others. Examples include accountants, sales managers, database administrators, teachers, chemists, environmental engineers, criminal investigators, and special agents.

	SVP Range
	(7.0 to < 8.0)


Job Zone Five: Extensive Preparation Needed
	Education
	Most of these occupations require graduate school. For example, they may require a master's degree, and some require a Ph.D., M.D., or J.D. (law degree).

	Related Experience
	Extensive skill, knowledge, and experience are needed for these occupations. Many require more than five years of experience. For example, surgeons must complete four years of college and an additional five to seven years of specialized medical training to be able to do their job.

	Job Training
	Employees may need some on-the-job training, but most of these occupations assume that the person will already have the required skills, knowledge, work-related experience, and/or training.

	Job Zone Examples
	These occupations often involve coordinating, training, supervising, or managing the activities of others to accomplish goals. Very advanced communication and organizational skills are required. Examples include librarians, lawyers, aerospace engineers, wildlife biologists, school psychologists, surgeons, treasurers, and controllers.

	SVP Range
	(8.0 and above)
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