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Welcome

Introductions
• Heidi Quirion, WIOA Adult Dislocated Worker Employment Services Coordinator

• Local Areas: (1) Cindy Lindamood; (2) Grace Glaubman; (17) Susie Kooser

• ARIES: Jodi Jecker, Wendy Allison, ARIES Employment Services Coordinators

• CFIS: Mark Anderson, Project Manager

• WIOA Performance Measures: Emily Grover, Performance Manager/Gita Bharali, Social 
Sciences Research Specialist

• Monitoring: Graig Pellman/Tamtri Barnett, Monitoring Case Management Analysts

Housekeeping



Agenda
• What is On-the-Job Training or OJT?

• Benefits

• Eligibility/Factors for both Participant & Employer

• Duration

• Invoicing/Reimbursements

• Special program participation: Registered Apprenticeship/ Trade

• Local Areas: Creating Local OJT Policy and OJT Implementation

• ARIES Case Management, CFIS and Performance Measures for OJTs

• Monitoring

• Questions



What is an On-the-Job Training (OJT)?

WIOAPL 15-22.1



Purpose

Benefits
• Increased employer engagement and industry partnerships

• Opportunity for employers to hire/develop/train participants with required skills

• During the training, participant is working/training AND getting paid

• Supports the fulfillment of an employer’s workforce needs and increases training options for participants

OJT continues to be a key method for delivering training services to 
adults, dislocated workers and youth.





How are On-the-Job Training Services Funded?

Individual Training Accounts (ITA) 

• Primary method for procuring WIOA Training Services

• Established on behalf of a WIOA participant to purchase a program of
training services from eligible training providers

• Employers offering the OJT are entered into WIET as Local Providers

WIOAPL No. 15-11.1



Who’s Eligible?

• Unemployed or under-employed adult and dislocated workers

• Employed but not earning a sufficient wage as determined by the Local Area

• Those who have completed occupational skills training via an ITA if it creates 
an opportunity for the participant to become employed



Who is not eligible?
Immediate family members of the Employer or direct Supervisors

Those receiving Needs Related Payments

*Refer to On-The-Job Training Guidance Manual
for additional examples of conflicts of interest



First Steps for Participant:

• Interview

• Evaluation or Assessment

• Career Planning

IF results show Participant has the skills/qualifications to participate in 
an OJT…

OJT Participation…. 



Public, Private Non-Profit, Private For Profit Sectors



Policy
Employer Disqualifying Factors 

Private Placement Agencies

• Temp Agencies can be eligible if the OJT requirements are met

• Local Workforce Development must develop OJT policy for private agencies



Some of the Disqualifying Factors for Employers

• Presently Debarred; suspended; declared ineligible

• Have outstanding Tax liabilities for over 6 months with Ohio

or other states prior to entering the OJT contract

• Have outstanding civil, criminal or administrative fines owed to or pending in Ohio

• Failing to continually provide long term employment to participants

Websites to consider for OJT approval (to check tax, environmental compliance and debarment status) 

• Federal Debarment Site: https://www.sam.gov (Site to register to do business with the US Government)

• Ohio Department of Taxation: http://www.tax.ohio.gov

• Business Filing Search: http://www.sos.state.oh.us

Debarment: action taken by a Federal 
agency or official to exclude a person or 

business entity from participating in 
transactions involving certain federal 

funds.

Federal (Department of Labor/DOL) and State Accountability

https://www.sam.gov/
http://www.tax.ohio.gov/
http://www.sos.state.oh.us/


An

Durational considerations of OJTs
• Not to exceed 1040 hours, unless documented

• Those longer shall not exceed 2080 hours

• Factors involved in length of Training 
(occupation, content of training, prior work experience, service strategy)

• Significant Barriers

To determine duration: Analyze tasks involved with job (+) O*NET system’s Specific Vocational Preparation (SVP) 
Component…OJT Guidance Manual



OJTs provide reimbursements to the employer for the extraordinary costs of training and the additional 
supervision related to the training, which usually is calculated at half the pay rate for the agreed-upon 
training period

…OJT Guidance Manual

Invoicing and Payments 

OJT Reimbursements: 
• Monthly (WIOA & Trade)

• At the Completion of Training (WIOA)

• Retention Model



Elig. Work on this…clear explanation

Prohibited Activities

• OJT funds cannot be used for political or sectarian activities with/by 
participants

• No participant union organizing or political engagement during work hours

• No participant employment in the construction, operation, or maintenance 
of any facility which is used for religious instruction or worship



Registered Apprenticeship Programs

apprentice.ohio.gov

Special OJT Applications

Meets Federal and State standards in Job Preparation



Trade Eligible…OJT Interested…

• Trade participants can engage in Trade-funded OJTs

• If participant is currently engaged in an OJT, then becomes 
Trade certified/eligible, Trade funds can be used in the next OJT 
payment point

• Co-Enrollment in both WIOA & Trade required

Special OJT Applications



Resources On-the-Job Training (OJT) | Office of Workforce Development | Ohio Department of Job and Family 

Services

https://jfs.ohio.gov/owd/WorkforceProf/OJT.stm


Purpose of the On-the-Job Training Guidance Manual

• Provide basic standards and suggestions for operating subsidized 

OJTs for both WIOA and Trade Adjustment Assistance

• Encourage consistent OJT protocols and processes

• Provides required forms and templates for local level use, 

as well as direction in locating the official State forms 

• Increase the use of OJTs

On-the-Job Training (OJT) | Office of Workforce Development | Ohio Department of Job and Family Services

https://jfs.ohio.gov/owd/WorkforceProf/OJT.stm


Creating your Local Area OJT Policy

• Purpose and Goals of OJT in Area 2

• Participant Eligibility and Suitability

• Employer Eligibility

• Wage and Reimbursements

Grace Glaubman
Deputy Director

Area 2



Participant Eligibility & Suitability

Area 2



Area 2



Area 2



Area 2



Area 2



Reimbursements
Wages are reimbursed directly to the employer after receipt of an invoice (using the OJT Invoice Form) and corresponding pay stubs that clearly 
state hours worked and hourly wage, as well as approval by Area 2 staff. 

The payment schedule is as follows:

1. Employer may invoice at the halfway point and end of the training period. NOTE: if training is planned to last 3 months or less, the employer shall 
invoice once, at the end of the training period; 

2. Area 2 shall reimburse the employer half of the trainee’s wages at the halfway point should the training plan greater than 3 months;

3. Area 2 shall withhold a portion of the trainee’s wages until the trainee has been retained by the employer for 90 days following the end of the 
training period, verified by the employer AND the trained employee.

The withheld amount shall be calculated as follows:

a. If the total estimated wages to be reimbursed on the training plan is less than or equal to $4,000.00, Area 2 will withhold $500.00 from the final 
reimbursement until the employee has been retained for 90 days following the end of the training period.

b. If the total estimated wages to be reimbursed on the training plan is greater than $4,000.00, Area 2 will withhold $1,000.00 from the final 
reimbursement until the employee has been retained for 90 days following the end of the training period.

4. Example: A trainee has made $10,000.00 in wages at the end of a 3 month training period. Area 2 shall reimburse the employer 50% of those wages, 
equaling $5,000.00 total, but withholding $1000.00 until the trainee has been confirmed to have been retained by the employer for 90 days following 
the last day of the agreed training period. The employer would be owed $4000 at the end of the training period and $1000 after 90 days of retention.

5. Some employers may be exempt from the reimbursement schedule under certain circumstances which are determined exclusively by the Area 2 
Executive Director.

6. Employers utilizing OJT through Summit County are limited to eight (8) plans per annual agreement. Employers utilizing OJT through Medina County 
are limited to five (5) plans per annual agreement. An OJT plan counts against the limit once one invoice has been processed and paid.



OJT Process & Best Practices

Local Areas: 

(1) Cindy Lindamood 

&

(17) Susie Kooser

(17)

(1)



Local Area Best Practices/Lessons Learned

On-the-Job Training (OJT) | Office of Workforce Development | Ohio Department of Job and Family 

Local Areas 1 & 17
Summary 

of 
OJT Program

https://jfs.ohio.gov/owd/WorkforceProf/OJT.stm


OJT Outreach

• Utilize our Business Service Team

• Share out through the BRN grant when we deliver proposals

• Network through our WDB as well as past and current 

employers who have utilized the OJT Program

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



Employer Information 

Once an opportunity to provide an OJT service has been identified, the process starts with the completion of the 
Employer Plan of Service form. (Employer Checklist for Area 17) This form provides the required information for 
approving an employer/worksite for the service.  Information includes:

• Employer information:  name, address, phone number, contact person, etc.
• Corporate information:  business status, EIN, Worker’s Compensation policy number, number of employees, 

bargaining unit involvement, relocation/expansion plans, current lay-off information, availability of personnel 
policies/grievance procedures, etc.

• Position specific information:  job title, pay rate, schedule, and duties (we request a copy of the job description 
for a detailed list of duties that will be used in the development of the training plan).

• Other details to assist with the recruitment of appropriate applicants:  minimum educational/experience 
requirements, transportation requirements, applicant prescreening methods (skills testing, drug screen, 
BCI/FBI background check, BMV report, etc.).

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



OJT Agreement & Requirements 
• New employers must meet specific requirements provided on the Employer Checklist and they are sent to the Program Services 

Manager in Area 17 and the Adult Program Coordinator in Area 1.

• Employer must agree:
o To give us a two-week processing time for eligibility 

~ Some of this is due to trainees gathering the paperwork we need to complete intake
o Employer must be willing to hire whether eligible or not
o Hire full-time, permanent employees (minimum of 32 hours per week)
o Pay a minimum of $13.00 per hour (Area 17)
o Provide the training that was approved on a submitted training plan which will be discussed in more detail on a later slide.
o Submit monthly invoices with time sheets
o Allow us to come on-site to monitor (Area 17)

• Area 1 does not have a minimum wage requirement as long as the state minimum wage is met 

• And Area 1 does reimbursements at 3 pay points 

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



OJT Training Plan
• Identify skills required for the position by reviewing the job description and speaking with 

employer.

• Identify current skill level of eligible applicant based upon previous experience/education.

• Work with employer to identify how much time is needed to learn each task.

• Assign training hours to each task on the training plan (1040 maximum).

• Enter tasks and approved hours in the training outline portion of the contract; also enter 
the training tasks on the midpoint and end of training evaluation forms provided to the 
employer. (For Area 17 they review training tasks monthly)

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



OJT Training Plan Modification

• Modifications must be requested no less than 7 business days prior to the date 
the modification is to go into effect.  (Area 1 does not have this same 
requirement, however they do want employers to notify them ahead of time 
whenever possible.)

• Modifications could be due to a wage increase, a change to the length of time 
due to illness, or a position change, which would also require a new training plan 
that has previously been approved for the employer.

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



Invoicing and Payment – Area 17 

• Reimburse monthly

• Employers are required to turn in all invoices with payroll verification by the 10th

of the following month.

• The time sheets are also another method for us to monitor because it provides an 

area for employers to provide information on the trainee’s attitude, attendance, 

willingness to work, etc. 

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



Invoicing and Payment – Area 1 
• CAO provides reimbursement of 50% of wages paid during the approved training period; this subsidy is only paid on hours the 

participant actually worked (no sick/holiday/vacation, etc.); OJT Time and Attendance Record forms are completed by the 
employer and sent to CAO on a monthly basis to document hours worked.

• Reimbursements are provided at three payment points:  midpoint of training hours, completion of training hours and at the 30-
day retention period.

• At midpoint of training hours:  once time and attendance records and the training evaluation form are received through 
the midpoint of the contracted training hours, reimbursement of 30% of the total contract amount is made to the 
employer.

• At the completion of training hours:  once time and attendance records and the training evaluation form are received 
through the end of the contracted training hours, reimbursement of 30% of the total contract amount is made to the 
employer.

• At 30 days retained:  once the Employment Retention Verification form is received from the employer, the 40% balance 
of the total contract amount is paid to the employer.

Local Area Best Practices/Lessons Learned Local Areas 1 & 17



Quality Assurance & Monitoring 

Area 1 
• Each employer has an assigned Career Specialist as their point of contact; contact between our staff and worksites is 

ongoing (weekly/bi-weekly).

• CAO Career Specialists have contact at least one time each month (more as needed) with all enrolled participants.

• A formal evaluation is completed and documented by the worksite supervisor at the midpoint and end of the approved 
training contract.

Area 17 
• Monitor monthly on-site

• We monitor the employer and the trainee

• When monitoring, we are also asking the employer to share if the trainee hits skills gain in their training so we can enter 
the skills gains easily into ARIES and have our back-up documentation.

Local Areas 1 & 17



Brochures/JFS 08109 can be ordered… http://www.odjfs.state.oh.us/forms/?adlt=strict



ARIES

& Performance Measures, CFIS



All information is accurate as of today 

Customer Search - Search for a customer before adding New Seeker  

Search Tips: 

 Use unique information or combinations 

◼ Ex. Unique name, street, email (without domain) or last 4 of SSN

 Use filters to refine your results 

 Keep record of customer IDs

 Only the 1st 1000 records are returned 

Training Provider Search - Always search for the provider before beginning plan.  Will need 

to add on WIET: https://wiet.ohio.gov/wiet/

40

https://wiet.ohio.gov/wiet/


Program Enrollment?

 Education/Training

◼ Services classified as “Direct ITA” must be entered on the Plan

◼ All services entered on the Plan to render in the future

◼ Services entered on the Plan must be rendered when provided

41



Creating an IOP – General Information

42



Creating an IOP – General Information

43



Creating an IOP – Employment

44



Creating an IOP – Goals, Activities, and Services 

45



Creating an IOP – Goals, Activities, and Services 

46



Creating an IOP – Goals, Activities, and Services 

47

1. Take Tour of Plant
2. Finalize OJT paperwork
3. Call me after first day of work
4. Reach out throughout with 

questions
5. Complete/Pass work milestones
6. Complete OJT
7. Participate in Follow Up 

communications



Creating an IOP – Training Plan

48



Creating an IOP – Training Plan

49



50

With a Local 
Training 
Provider 
selected, 
this form 

opens.



Creating an IOP – Terms & Conditions

51



Creating an IOP – Customer Signature

52Signed IOP.doc

Kyle Caseworker



Adding Services in CFIS
• Open CFIS and search for client

• Existing clients can be “retrieved” and new client must “imported”

53



Retrieving Existing Client in CFIS

Existing client ready to retrieve new services

54



Importing a New Client in CFIS

Click Add from WCMS (ARIES) and enter client in Search

55



Entering Client Funding in CFIS

• All CLT fiscal processing is on this screen

56



Additional Assistance with CFIS

• If you need any assistance with CFIS or would like a more detailed 
training please contact Mark Anderson at 
mark.anderson@jfs.ohio.gov

57



Entering Client Funding in CFIS

• In CLT
• Identify funding in the “Project” box

• Select the vendor in the “Vendor” box

• Enter the service amount in the appropriate month, select the “Authorized” 
box, select the “Start Date” for the service  in that month and “Save”

• “Review” the service

• “Approve” the service (must have Case Manager authority)

• Once “Approved” the service can be rendered in ARIES the next day 
after the nightly batch process

58



Approved Services on IOP

59

11/30/2022-3/31/2023



Rendering Planned Services on IOP

60

On-the-Job Training

On-the-Job Training

09/18/2022



Rendered Services on IOP

61

11/30/2022-3/31/2023



Customer Services Tab

62

On-the-Job Training09/18/2022 09/18/2022



Employer Services-Add an OJT Service

WIOA Performance Measure:
Effectiveness in Serving Employers 

Based on Repeat Business (receive services more than once 
within the previous three program years.



64

Training Milestones

WIOA Performance Measure:
Measurable Skill Gain: Making satisfactory Training Progress



Customer Service Completion

65

WIOA Performance Measure:
Measurable Skill Gain: Training 

Completion

On the Job



66

Program Completion

“ADD”

WIOA Performance Measure: 
Employment 



Follow Up (12 months)



Follow Up Surveys- Cases tab

04 10/01/2023                                    12/30/2023                                    View

And Effectiveness in Serving Employers
Retention: participants who exit and are 

employed with same employer



Monitoring Key Highlights:

• Documents Reviewed

• Monitoring visits

• Information verified



WIOA OJT Resources
• https://jfs.ohio.gov/owd/WorkforceProf/OJT.stm (OJT Guidance Manual/Forms/Policy)

• Local Areas:
1: Cindy Lindamood/clindamood@caosciotocounty.org
2: Grace Glaubman/grace.Glaubman@workforcearea2.org
17: Susie Kooser/skooser@mctaworkforce.org

• ARIES_Helpdesk@jfs.ohio.gov & Chat

• CFIS: mark.anderson@jfs.ohio.gov

• Performance: Emily Grover@jfs.ohio.gov

https://jfs.ohio.gov/owd/WIOA/Performance/index.stm

• WIOA: WIOAQNA@jfs.ohio.gov

https://jfs.ohio.gov/owd/WorkforceProf/OJT.stm
mailto:ARIES_Helpdesk@jfs.ohio.gov
mailto:mark.anderson@jfs.ohio.gov
https://jfs.ohio.gov/owd/WIOA/Performance/index.stm
mailto:WIOAQNA@jfs.ohio.gov



