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On-the-Job Training (OJT) Employer Information Form
Section 1:  Employer Information
Complete the following Employer information.
	[bookmark: Text18]EMPLOYER LEGAL BUSINESS NAME:      
	[bookmark: Text26]FEIN #:      
	BUSINESS LICENSE #     
*Obtain Copy

	[bookmark: Text47]FORMER NAME(S) UNDER WHICH EMPLOYER CONDUCTED BUSINESS:      

	[bookmark: Text22]CONTACT PERSON:      
	[bookmark: Text50]TITLE:      

	[bookmark: Text48]EMPLOYER ADDRESS:      

	[bookmark: Text49]CITY:      
	[bookmark: Text51]STATE:     
	[bookmark: Text52]ZIP:      

	[bookmark: Text53]TELEPHONE:      
	[bookmark: Text54]EMAIL:      
	[bookmark: Text55]FAX:      

	TYPE OF ORGANIZATION:
[bookmark: Check14][bookmark: Check13][bookmark: Check12][bookmark: Check11]INDIVIDUAL |_|  PARTNERSHIP |_|  LIMITED LIABILITY CORPORATION |_|  FOR PROFIT |_|

	E- VERIFY AUTHORIZATION # (EFFECTIVE 7/1/2013, EMPLOYERS WITH MORE THAN 10 EMPLOYEES MUST USE THE E-VERIFY PROGRAM)      
*OBTAIN AFFIDAVIT YES |_|  NO  |_| N/A  |_|

	WORKERS COMPENSATION #      WC PROVIDER     

	UNEMPLOYMENT INSURANCE #             

	COMPANY NAICS CODE/Description:       

SIC CODE/DESCRIPTION:      


	
	# OF CURRENT EMPLOYEES: 
Full-time:      
Hours/Week     
Part-time:     
Independent Contractors      
Seasonal/Temporary     
Shift Times/Days     

	ANTICIPATED NUMBER OF NEW HIRES IN NEXT 2 YEARS     

	[bookmark: Check15][bookmark: Check16]IS THE BUSINESS BEING SOLD OR MERGING WITH ANOTHER COMPANY?  YES |_|  NO |_|

	YEARS IN CURRENT LOCATION:      

	IS THIS BUSINESS RECEIVING ANY OTHER STATE, LOCAL OR FEDERAL ASSISTANCE, SUCH AS FUNDING THROUGH QUICKSTART?  IF SO, WHAT KIND OF ASSISTANCE?

	HOW MANY PREVIOUS OJT TRAINEES, IN THE LAST 2 YEARS, HAVE COMPLETED TRAINING AND BEEN RETAINED?      
# OF OJT TRAINEES IN LAST 2 YEARS     
RETENTION PERCENTAGE     %


Section 2:  Company Review
		1) Does the employer have a history or pattern of layoffs? Yes |_|  No  |_|

	2) The company has failed to provide former OJT Trainees with continued long-term employment.  Yes |_|  No  |_|

	3) [bookmark: _GoBack]The potential OJT position is a permanent full-time position as defined by 32 or more hours of work per week.      Yes |_|  No  |_|  

	4) Are any employees currently on layoff from the occupation for which training is requested? Yes |_|  No  |_|

	5) Has the employer relocated within the previous 120 days?  Yes |_|  No  |_|
If so, please complete the separate Relocation Survey

	6) Is the employer involved in a current labor dispute? Yes |_|  No  |_|
7) Is a collective bargaining agreement in place? Yes |_|  No  |_|
8) If so, is training consistent with the collective bargaining agreement? Yes |_|  No  |_|
9) Has the appropriate labor organization and the employer provided written concurrence? Yes |_|  No  |_|

	10) Are there any outstanding wage and hour, health and safety, or discrimination clients or adverse decisions applicable to this employer?    Yes |_|  No  |_|  If yes, within how many years?

	11) Are current employees being displaced? Yes |_|  No  |_|

	12) Are current employee hours being reduced? Yes |_|  No  |_|

	13) Will OJT for a new employee deny a present employee a promotional opportunity? Yes |_|  No  |_|

	14) Does the company use a staffing agency and if so, which one?        
15) If utilizing a staffing agency, who will be the employer of record?       

	16) Are jobs expected to last a year or more in the normal course of business? Yes |_|  No  |_|

	17) Does the employer have adequate payroll/record keeping system that tracks hours worked/gross pay/deductions and net pay? Yes |_|  No  |_|
18) Can the employer verify wage payments on site? Yes |_|  No  |_|

	19) Are any of the jobs considered for OJT “Independent Contractors” or not employed during the entire training period? Yes |_|  No  |_|

	20) Does the employer OJT site have the necessary equipment, material and supervision to provide adequate training (as determined by on site visit)? Yes |_|  No  |_|

	21) Is the pay of any job based upon commissions, tips, piecework or incentives? Yes |_|  No  |_|
22) Is there a base wage that commissions, tips, piecework or commissions are added to?  Yes |_|  No  |_|

	23) What are the turnover patterns, if any?



	24) What licenses or certifications do employees need to be proficient in their jobs?


	25) What job titles/job descriptions need to be filled (Attach job descriptions)
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