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NHVR’s On-The-Job Training (OJT) is a specific program where a customer is in a paid job and the employer is remunerated for the cost of training.  
· Training provided in the OJT is for specific skills training that begins following the standard training offered to each new employee.  
· Responsibility for the training lies solely with the employer.  
· NHVR funds are to reimburse the cost of the training.  The employer agrees that NHVR funds shall not be used to subsidize wages of the customer. 
· Skills training is individually planned, designed, and documented in a written contract among the employer, customer and VR counselor.

The OJT program can be used as a placement tool to assist a customer to achieve permanent employment.  The CRP can discuss the possibility of doing an OJT at referral (or at any time during the placement process) with the VR counselor and customer.  * See Job Search/Job Development process.  The CRP will work closely with VR counselor to determine suitability Prior to Any Agreement made with the employer.   Support by the CRP can be provided to the customer if approved by VR Counselor.  The CRP may also consult with employer related to training, VR paperwork and disability related issues.

OJT PROCESS

	STEP
	Who is Responsible
	Procedure
	Others Involved

	1)  Job Placement Activities
	VR Counselor
	* Discuss with the customer the need for skill development in a job site that can be accomplished through OJT  
* Develop OJT site utilizing placement resources available in your region
* If appropriate, involve the CRP in the discussion about the OJT option and authorize Job Search Package
* Counselor approves OJT as a placement strategy

	Customer, CRP

	
	Customer
	* Participate in the discussion about the OJT
* Participate in OJT site development
* Gives consent for CRP to develop an OJT site
* Participate in Job Development process
	

	
	CRP (if applicable)
	* Participate in the discussion about the OJT as a job placement strategy
* Must have VR counselor approval prior to OJT site development
* CRP will complete Job Search Logs  C:\Users\louise.t.belanger\Documents\CRP\NHVR JOB LOG PROTECTED 8-2012.docx and Job Search Report ..\April 26, 2012 REVISED FORMS\Non Supported Employment Forms\Job Search Report 4-2012.doc
* Keep VR counselor informed (provide weekly updates via email)

	

	2) Job Placement
	VR Counselor
	· Engage in decision making process with customer to help them make an informed choice about the OJT offer
· Schedule a joint meeting with employer, customer and CRP (if applicable)
· Counselor will respond quickly to CRP’s notification of OJT offer 
· If placement of the OJT is approved, authorize DA
· Identify whether Employer is in the State of NH System (Lawson)
· If not, provide Employer with Alt W-9 State of NH form, and ensure that forms are completed and submitted in a timely manner

	

	
	Customer
	· Engage in decision making process with counselor to make an informed choice about the OJT offer
· Agree to meeting with counselor, employer and CRP (if applicable)
	

	
	CRP (if applicable)
	· Notify counselor and customer of the details of the OJT offer
· Refrain from undue influence of customer’s decision to take the OJT offer
· Submit Placement Notification ..\April 26, 2012 REVISED FORMS\Non Supported Employment Forms\Placement Notification 5-2012.doc
· If necessary assist Employer with the completion of Alt W-9 State of NH form and return to VR Office
· Schedule a joint meeting with employer, VR counselor and customer
	

	3) OJT Agreement
	VR Counselor
	· Prepare for meeting with employer:
· Review Job Description online
· Review the amount of job training needed for this occupation using SVP or Job Zone
· Estimate amount of training needed based upon customer’s learning style
· Review data developed in the job placement process specific to the employer
· Gather OJT agreement forms (hyperlinks)
· At the meeting with employer, outline the OJT Competencies (hyperlink) with emphasis on expected levels of performance
· Ensure that the employer understands the expectation of employment for customer after OJT
· Negotiate the number of hours and the work schedule for the training with the employer.
· Discuss with employer, who will provide the training
· Negotiate hourly training compensation (the amount typically paid to the trainer or based upon current labor market data)
· Discuss the wage paid to the trainee (VR customer).  By the completion of the training period, the trainee’s wage should be commensurate with the wages of other workers performing this job.
· Review the letter of agreement with employer specifically the Fair Labor Standards Act and Worker’s Compensation coverage. 
· Document all information on the Letter of Agreement (hyperlink) reporting forms (hyperlink) and monthly billing forms (hyperlink) 
· Emphasize the importance of monthly reporting and billing
· Identify areas of support to be provided by CRP (if applicable) either on-site or off-site 
· Authorize Barrier Intervention Plan (BIP) to CRP
· Confirm Agreement with signatures of all parties

	

	
	Employer
	· Outline how training occurs at their facility
· Detail specific areas of training needed to reach the competencies outlined in OJT Letter of Agreement
· Indicate who will be providing training (names of staff)
· Negotiate the number of hours and work schedule for the trainee
· Negotiate hourly training compensation 
· Identify specific items ie: tools, clothing, software that the trainee will need
· Sign the Agreement
	

	
	Customer
	· Actively engage in the meeting
· Acknowledge details within the contract
· Sign the agreement
	

	
	CRP
(if applicable)
	· Acknowledge details within the contract
· Identify areas of support that can be provided to the customer either on-site or off-site
· Complete an initial Barrier Intervention Plan (BIP) (hyperlink) and submit to VR
· Sign the agreement

	

	4) Monitoring and Follow-up
	Counselor
	· Frequent contact with customer/trainee to ensure:
· Training is being provided as outlined
· Working the number of hours agreed upon
· Receiving payment
· Things are going well in working environment
· There are no other issues/conflicts within the work environment
· Be in contact with CRP (if applicable)
· Review bills and reports from Employer
· Ensure that authorizations are released to Employer on a timely basis 
· Address any deficiencies in the report with the Trainee and Employer
· Respond to any concerns voiced by the Employer in a timely manner
NOTE:  OJT agreement can re-negotiated at the request of any of the parties after initial implementation


	

	
	Employer
	· Evaluating performance of customer/trainee on a monthly basis 
· Send report and billing 
· Notify VR Counselor (or CRP-if applicable) if any issues arise with customer/trainee

	

	
	Customer
	· Actively participate in the OJT 
· Work at job as scheduled 
· Adhere to work place rules
· Keep in contact with VR Counselor or CRP (if applicable) 
· Report any issues regarding the training or the job
	

	
	CRP
	· Communicate with VR Counselor and employer to discuss the need for on-going BIP
· Submit monthly report and invoice for BIP within 10 days after the end date of the authorization
· Report any issues with the OJT or job to VR
	

	5) Completion of OJT
	Counselor
	· Communicate with all parties regarding job retention of the customer/trainee
· Ensure that the customer/trainee remains on the payroll
· Ensure that all invoices and reports have been received by employer and are being processed for final payment
· Update information regarding the customer/trainee’s job title, rate of pay, hours working
· Move customer/trainee from Status 19 to 22 and monitor case for 90 days 
	

	
	Employer
	· Confirm their intention to retain customer/trainee 
· Submit any remaining reports and invoices to VR
· Provide information regarding customer/trainee’s: job title, rate of pay, hours working
	

	
	Customer
	· Communicate any issues to VR Counselor and CRP (if applicable)
· Continue successful employment
	

	
	CRP (if applicable)
	· Submit monthly BIP reports
· Communicate  any issues to VR Counselor
· Discuss any further supports needed and when CRP can conclude their services
	

	6) 90 Day Follow-up Case Closure
	Counselor
	· Upon retention of the job (90 days after the end of the OJT), authorize payment of Retention Incentive Bonus to CRP, if applicable 
· Successful Case Closure can be made after all invoices have been paid
	

	
	CRP
	· Submit invoice Retention Incentive Bonus to VR Counselor, if applicable
	





