ATTACHMENT 6
(EXHIBIT A)

SFWIB ON-THE-JOB TRAINING (OJT) POLICY

I OF INTEREST TO

The On-the-Job Training {OJT) Policy should be of interest to members of the South Florida
Workforce Investment Board (SFWIB), SFWIB staff, Contractors (Service Providers), Training
Vendors, Businesses, Job Seekers, and Employees in Region 23 {Miami-Dade and Monrpe

counties).
1L, SUBJECT
On-the-Job Training (OJT)

. PURPOSE

The purpose of the OJT Policy is to provide all SFWIB stakeholders with parameters regarding
the use of formula training funds through OIT agreements. As seen in the Agency for Workforce

[nnovation (AW!} Final Guidance 00-G09, OIT is a required component of the SFWIB Training
Master Plan.

v, STATUTORY AUTHORITIES

Workforce Innovation and Opportunity Act (WIOA), Public Law (Pub. L.} 133-125 enacted July
22,2014, supersedes Public Law 105-220, Workforce Investment Act of 1938 (WIA)

Florida Statutes, Title XXXI, Chapter 445, Workforce innovation Act of 2000

V. BACKGROUND

The WIOA includes QJT as ane of its approved training services. SFWIB provides OJT services via
an agreement with a business (public, private non-profit or private for-profit), Service Provider,
and an eligible participant. Through OJT, businesses may receive funding to assist in offsetting
the extraordinary costs of hiring and training a new employee.

VI DEFINITIONS

A. On-the-Job Training (OJT)

Section 3 (44) of WIOA defines On-the-lob Training as training by an employer that is provided
to a paid participant while engaged in productive work in a job that:

1. Provides knowledge or skills essential to the full and adequate performance of the
job;
2. Provides reimbursement to the employer a percentage of the wage rate for a

participant(s), except as provided in section 134(c)(3)(H), for the extraordinary cost
of providing the training and additional supervision related to the training; and

3. s limited in duration as appropriate to the occupation for which the participant is
being trained, taking into account the content of the training, the prior work
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experience of .the participant, and the service strategy of the participant, as
appropriate.

B. Conflict of Interest

1. The SFWIB will not faver a referral from and/or to a member of the SFWIR over
another husiness in the community. OIT placements shall be made based upon what
will be most beneficial to the participant.

2. The SFWIB shalt be notified whenever the 0JT Agreement is connected to a SFWIB
member, Service Provider or employee.

3. Service Providers are prohibited from recommending an agreement or making QJT
referrals to businesses who are members of their immediate family or members of
families of other Service Provider staff or SFWIB staff.

4. The contracted OJT business shall not hire a participant who is a relative (member of
the family} of the business. Relative is defined as: father, mother, son, daughter,
brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law,
mother-in-law, son-in-law, daughter-in-faw, brother-in-law, sister-in-law, stepfather,
steprmother, stepson, stepdaughter, stepbrother, stepsister, half brother, or half
sister. {Section 112.3135, Florida Statutes)

C. Credentials

Credentials include, but are not limited to, a high school diploma, including special
diplomas; GED or other recognized equivalents; post-secondary degrees/certificates;
recognized skill standards such as occupational compietion points {OCF); licensure or
industry-recognized certificates; and, successful completion of OJT and Customized Training.

D. Reverse Referrals

A reverse referral is when the business has identified someone they would like to hire but

the individual has demonstrated skills deficiency related to the positien’s requirements. A

business may refer a job applicant to the Service Provider for potential OJT enroliment. In

the case of reverse referrals, the candidate must schedule an eligibility determination and

assessment appointment with- a Service Provider and must be eligible for WIOA as a

dislocated worker or adult. The Service Provider must utilize normal eligibility assessment
and enrollment procedures.

Participant’s eligibility must be determined prior to employment; no pre-hires or period of
employment prior to the execution of an 0JT agreement and participant training plan are
acceptable.

ViI. ELIGIBILITY

A. Business

Prior to entering into an agreament for OJT services with a business, the Service Provider shall
ensure that the business is eligible.
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Businesses that meet the following criteria are considered eligible and may, subject to available
funding, enter into an OI7 agreement:

1. Located in the State of Florida;

2. Hold valid business tax receipt (formally an occupational license) and/or zoning
permit;

3. Maintains Workers Compensation Insurance (if applicable);

Active business as verified - by Florida . Depariment of State Division of
Corporations (www.sunbiz.org);
5. Business has operated at current location for at least 120 days.

B. Parti cipant

Partn:lpants (adult and dislocated workers) that meet the following criteria may, subject to
available funding, receive OIT through an executed agreement:

1. Eligible under one of the SFWIB funded programs: WIOA Youth, WIOA Adult, WIOA
Dislocated, TANF, Refugee, etc.
2. Not fully skilled in the chosen cccupation, is in need of Training Services, and has the
skills and qualifications to successfully complete the OJT.
3. Under the WIOA, has received individualized services, which include career
planning.
A participant in a registered apprenticeship who is employed as part of that arrangement, may
receive OJT and must be treated as other OJTs provided for employed workers as deseribed in §
£680.710 under the WIOA.

On-the-lob Training may be provided in same manner as described in § 680.700 under the WI0A
for an unemployed participant in a registered apprenticeship.

Vill. OJT AGREEMENT

A. Conditions

1. Participants may not commence training and businesses may not hire prior to the
execution of the OJT agreement. The agreement is executed when signed by all required
parties, i.e., Service Provider, business, and participant.

2. The following three sections must be pre-negotiated and included in the OJT agreement:

Percent of Reimbursement;

b. Timeframe for achievement of competencies. The timeframe must include the
maximum number of hours for which reimbursement will be provided: and

¢. Intervals at which the business will be reimbursed.

o

3. The appropriate signatary for the business shall be either the owner where the business
is incorporated; a partner where the business is a partnership; or an officer if the
business is a corporation. Corporations sometimes desighate signatories other than
their officers. In such instances, written authority transferring signatory responsibilities
must be obtained by the individuai responsible for developing the agreement,
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4. Service Providers are responsible for reviewing the agreement with both the business
and the participant prior to execution to assure that the business and participant wholly
understand and are familiar with the requirements of the agreemeni.

5. The participant’s attainment of competencies must be routinely documented by the
business and Service Provider, and placed in the participant’s file.

6. OJT may be sequenced with, or accompanied by, other types of training, as applicable
under the law. -

7. Businesses shall establish and maintain records with respect to all matters covered by
the OIT agreement. Businesses shall retain such records for at least five (5} years from
the date of final payment, or until all related federal and state audits or litigation is
completed, whichever is later. Businesses shall allow public inspection of all documents,
papers, letters or other materials made or received by the business in conjunction with
the QJT agreement, unless the records are exemnpt under federal or state law.

8. The Business agrees to comply with the provisions of the Certification Regarding
Lobbying, Certification Regarding Debarment, Suspension and Other Matters, Public
Entity Crime, Florida Clean Indoor Air Act and the Certification regarding a Drug-Free
Workplace.

9. The OIT business shall comply with the nondiscrimination and equal opportunity
provisions of federal or state law.

10. An OJT agreement may be entered into through a registered apprenticeship program for
training participants. QJT agreements shall be with the employer, and may be used to
support the OIT portion of the apprenticeship program which may involve both
classroom and on-the-job instruction.

B. Duration

1. An OJT agreement shall be limited to the period of time required for a participant to
become proficient in the cccupation for which the trdining is being provided. In.
determining the appropriate length of the agreement, consideration should be given to
the skill requirements of the cccupation, the academic and occupational skill level of the
participant, prior work experience, and the participant's career plan.

2. OQJT agreements shzll not exceed six months of training unless there is documented
justification and written approval from the SFWIB Executive Director,

3. The OIT duration caps at six months

4. An OIT agreement may be written or extended beyond the initial periods under the
following conditions:
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a. A barrier to skills attainment is identified during training, which was not evident
during the assessment.

b. The participant has been unable to master the skills within the agreement’s time
frame.

c. The training plan measures used during the assessment to identify participant’s
skills proficiencies prove to be inadeqguate hased upon business evaluation after
participant is placed on the job. '

d. There is an upgrade in the participant’s job description from that developed upon
entry into training, in which case the ending wage for the participant should be
increased from the wage identified upon entry into training.

¢. Compénsation

1.

Q.T Policy_rev.081815

Reimbursement for wages under an OIT agreement is based on the hourly wage rate
and applicable percentage rate for competencies/skills in the training outline in
accordance with the Law. For purpases of the provision of QIT under this policy, an
employer may be reimbursed an amount of the wage rate of a participant for the
extraordinary costs of providing the training and additional supervision related to the
QIT.

The reimbursement level may be in an amount of up to 75% percent of the participant’s
hourly wage and may be based on a number of factors, including:

i, Company size _

ii.  The characteristics of the participants (WIOA sec.134{c){3){H){ii}(l}), including
whether the OJT contract leads to employment for individuals with barriers to
employment

iit. Cuality of employer-provided training and advancement opportunities

iv.  Wage and benefit level of the employee both before and after QJT completion,
and relation of training to the competitiveness of the participant.

V. Retention of employees from previous OJT agreements

The following reimbursement amounts will be permitted:

a. Up to 75 percent of the participant’s wage rate for companies with 50 or fewer
employees when hiring at an SVP Level of three or greater; and/or

b. Companies that have between 51-250 employees where one of the following
applies: )

i. Hire participants with special characteristics such as barriers to
employment as defined in WIOA sec. 3{24).

ii. Provide quality training and advancement opportunities to the
participant taking into consideration whether the training is in an in-
demand occupation that may lead to an industry-recognized credential;
training in relations to the competitiveness of the participant; and wage
and benefit levels of the employees (both at present and after
completion). The participant must be hired at an SVP Level of three or
greater, reference Prohibitions, Section Xl (4) ofthis’policy.

iii. Provide a wage and/or benefit level increase at the completion of the
training.
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iv. Businesses who have retained employees in previous QJT agreements,

c. Up to 60 percent of the participant’s wage rate for employers with 51-250
employees that do not to hire from the special groups and the parameters as
outlined abhove.

d. Up to 50 percent of the participant's wage rate for employers with 251 or more
employees that do not to hire from the special groups and the parameters as
outlined above.

The Service Provider must document the factors used to validate the increase in wage
reimbursement levels above 50 percent up to 75 percent.

3. Eligible Service Providers may not execute OIT agreements exceeding a total possible
business compensation of $7,500 per participant wit_hout prior written SFWIB approval.

4. Participants employed under an OIT agreement shall be compensated by the business at
the same rates, {including periodic increases) as similarly situated employees. In no
event, however, shall OIT participants be paid less than the higher of the minimum
wage specified under the Fair Lasbor Standards Act of 1938, as amended or the
applicable state or local minimum wage.

5. Participants employed under a SFWIB OIT agreement shall receive the same fringe
kenefits and be subject to the same working conditions granted to regular employees
under the same or similar occupational title.

6. Payments to a business under an GJT agreement shall not exceed any program specific
guidelines and limitations, for the costs of providing the training and additional
supervision related to the training.

7. OIT payments may not be based on overtime, shift differential, premium pay and other
non-regular wages paid by the business to participants.

8. Businesses may not pay QJT participants in cash.

9. Businesses shall submit certified payroll records, as part of the invoicing process, in
order to receive the applicable reimbursement.

10. Businesses will be reimbursed by Service Providers. The final reimbursement shall be
made upon the completion of the last competency and when proper documentation has
been provided. Reimbursement should coincide with the business’ pay period. The
reimbursement amounts will be based upon the relevant funding stream requirements -
and any waivers at the time of the agreement, As seen in Section X of this policy, Service
Providers may submit a written request to the SFWIB Executive Director to approve an
exception to the reimbursement process.
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IX. GRIEVANCES AND APPEALS

Service Providers shall advise participants of their right of appeal using either the business'
grievance procedures, or those of the SFWIB, if previously agreed with the business. If a
business elects to use its own grievance procedures, the business must agree to provide
information to SFWIB as to actions taken under those procedures. if the participant is not
satisfied with the outcome after using the business’ grievance procedures, then he/she may
elect to file a grievance with SFWIB under the SFWIB grievance procedures.

X EXCEPTIONS

Exceptions to this policy, or any part thereof, must be approved in writing by the SFWIB
Executive Director.

Xl. PROHIBITIONS

1. Participants shall not be employed to carry out the construction, operation, or maintenance
of any part of any facility that is used or to be used for sectarian instruction or as a place for
religious worship {except with respect to the maintenance of a facility that is not primarily
or inherently devoted to sectarian instruction or religious worship, in a case in which the
organization operating the facility is part of a program or activity providing services to
participants).

2. OJT agreements shall not be written for part-time employment. Proof of full-time
employment shall be established and documented by the business. Whether the participant
is categorized as full-time shall be verified by the Service Provider. Service Providers may
submit a written request to the SFWIB Executive Director for an exception to this rule prior
to execution of an Q4T agreement.

3. OJT agreements shall not be written for jobs with a Specific Vocational Preparation (SVP) of
two or under, except for participants who have a documented disability for wham such a
placement would he appropriate or where written justification is provided to and approved
by the SFWIB Business Services Manager. Documentation shall indicate the appropriateness
of training and why the fraining is necessary to obtain the skills for the job. Lack of prior
work history or non-English speaking are not to be considered disabilities for the purpose of

- complying with this provision, but may justify placement into a job with a low SvP,

4. The Service Provider shall not enter into agreement with a business who has previously
exhibited a pattern of failing to provide OJT participants with continued long-term
employment with wages, benefits, and working conditions that are equal to those provided

to regutar employees who have worked a similar fength of time and are doing the same type
of work.

5. No officer, employee, agent, or representative of the Business or Service Provider may
charge a participant a fee for the placement or referral of such individuals in or to a training
funded under an OIT agreement or amendments thereof.
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6. A participant in a program or activity authorized under title | of WIOA must not displace
(including a partial displacement, such as a reduction in the hours of non-overtime work,
wages, or employment benefits) any currently empleyed employee (as of the date of the
participatian).

7. An OJT funded agreement must not impair existing contracts for services or collective
bargaining agreements. When a program or activity authorized under Title | of WIOA would
be inconsistent with a collective bargaining agreement, the appropriate labor organization
and employer must provide written concurrence before the agreement is initiated,

8. An OIT participant may not be employed in or assigned to a job if:

a. Any other individual is on layoff from the same or any substantially equivalent job;

b. The employer has terminated the employment of any regular, unsubsidized employee
or otherwise caused an involuntary 'reductio‘n'-in its workforce with the intention of
filling the vacancy so created with the OJT participant; or

c. The job is created in a promotional line that infringes in any way on the promotional
opportunities of currently employed workers,

9. OJT funds shall not be used for any palitical activity, lobbying of federal, state or local
legislators, or to promote or oppose unionization.

10. OJT funds may not be used to directly or indirectly assist, promote or deter union
organizing.

11. OJT participants shall not be placed in a home-hased business.

12. OJT funds shall not be used to encourage or induce a business, or part of a business, to
relocate from any location in the United States, if the relocation results in any employee
losing his or her job at the original location.
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Careerbource

SOUTH FLORIDA

On-The-Job Training (OJT)
BUSINESS HANDBOOK

We appreciate your interest in joining our team of empioyers who provide On-the-Job Training (OJT)
opportunities for qualified residents of Miami-Dade and Monrog Counties.

Please read the attached handbeck so that you can become famitiar with our program and its potential
benefits to your business.

Service Provider

Employer Consultant

Telephone Number

Employer Handbook (OJT Contract: Aftachment C) Pagel of 11 REV. 12/2/2008
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SOUTH FLORIDA

On-The-Job Training (OJT)
EMPLOYER'S HANDBOOK

Purpose

The South Florida Workforce Investment Board (SFWIB) dba CareerSource South Florida has empowered
its administrative entity, to administer the following federally funded programs: Workforce fnvestment Act
(WIA1988) Workforce Innovation Act (WIA2000), and Welfare Transition (WT). Funds for these programs
are provided to the CareerSource South Florida through the State of Florida. The purpose of these funds to
provide activities that will increase the employment, retention, occupationa! skill attainment and earnings of
participants and to improve the quality of the workforce, reduce welfare dependency, and enhance the
productivity and competitiveness of the State. These programs provide specific opportunities to Youth and
Adults who have significant barriers fo employment, Dislocated Workers, and Welfare Transition participants.

On-the-Job fraining Structure

Cn-the-Jab Training (OJT) is one of several training designs offered through the CareerSource South Florida
system. Welfare Transition and. WIA eligible individuals are eligible for OJT services when the assessment
determines that OJT'is the appropriate activity. A training plan is developed for each participant and upon
completion of the training competencies the participant is oifered employment with the same insurance
caoverage, working conditions, pay, and fringe benefiis afforded to other empioyees. To offset some of the
extracrdinary costs associated with the training of the individual so placed, the CareerSource South Florida it
may reimburse the Employer an amount that does not exceed 50% of the participant's wages during the
training period. .

The employer should clearly explain to the participant all performance expectations at the start of the training
program. ¥, at any fime during the length of the training contract, these expectations are not being met, the
employer should notify the Service Provider employer consultant. The Employer wili inferm the participant
and the Service Provider of identified areas of unsafisfactory progress or performance and wili allow
reasonable ime for correction or improvement. The employer shail also inform the Service Provider of any
excessive absenteeism, serfous illness, or of the termination of a trainee for any reason within five (5) days of
the ceeurrence of the event.

General Provisions

A. Anauthorized Sefvice Provider employer consultant will be made available at the Employer's fequest
to assist in implementing any of the matters described herein.

B. The employer, as a condition of the acceptance of the OJT reimbursement, will provide the
occupational fraining and retain the trainee in a permanent, full-time unsubsidized position directly
refated to the CJT.

C. Noofficer, employee, agent, or representative of the Employer may charge an individual a fee for the
placement or referral of such individual in or fo a fraining program funded under this contract or
amendments thereto. .

D. This program shall not result in the displacement of currently employed workers or impair existing
contracts for services.
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SOUTH FLORIDA

E. No funds provided by this contract shall be used to train participants to fili 2 job opening created by
the action of the Employer in laying off or terminating the employment of any person in anticipation of
filling the vacancy so created by the hiring of a Service Provider's participant.

F. No OJT participant shall be hired into or remain working in any position when the same or
substantially equivalent position is vacant due to a hiring freeze or when any non-OJT person is on a
lay-off from the same or substantially equivalent position or when the non-GJT persen has been
bumped and has recall or bumping rights to that position pursuant to the Employer's personnel policy
or a collective bargaining agreement. A layoff is in effect:

(0 Until the expiration of the period required by a recall list; or

2) If no recall or re-employment right exists, for a period of one (1) year from the fast
Jayoff or until the next employer fiscal year, whichever occurs later.

G. No WIAMWT funds for OJT wages will be provided to the employer as a resuit of its business, or any
part thereof, relocating from outside of the Miami-Dade County/Monroe County area, where such
relocation has resulted in unemployment. Information concerning the relocation status of the
business is required by federal regutation o be documented. OJT participant wage reimbursement
payments cannot be made unless the required information has been provided and, if relocation has
occurred, that no employees in the previous community were dislocated or that if any dislocation
occurred, the employer has been in business in the Region for a minimum of 120 days.

H. None of the funds appropriated under this contract may be used to support any religious or anti-
religious activity. Parficipants in the program may not be employed in the construction, operation or
maintenance of any facility that is used for religious instruction or warship.

|. Appropriate standards for heatth and safety in work and training situations will be maintained at all
fimes. The health and safety standards shall be at least as effective as that which would be required
under the Occupational Safety and Health Act of 1979 (29 U.5.C. 651 et seq.). The Employer further
agrees to keep records of participant injuries and illnesses in accordance with the provision of Part
1904 of Title 29 of the Code of Federal Regulations.

J.  None of the funds appropriated under this contract shall be used for any political activity, lobbying of
federal, state or local legislators, or to promote or oppose unionization.

K. Al taborers and mechanics employed by the contracted OJT employer or any of its sub-centractors
in any consteuction, and/or alteration or repair (including painting and decorating of projects and
buiidings), which are federally assisted shall be paid wages at rates not less than those prevailing on
similar construction in the locality, in accordance with the Davis-Bacon Act.

L. SFW funds shall not be used to make contributions to retirement plans on behalf of participants.

M. SFW funds can anly be used for reimbursement of regular wages up fo the agreed upon
reimbursement amount. If an employee works overtime, the employer must pay the full amount of
the overage for overtime wages. '

N. The Service Provider, the Career Center, or both will recruit and counsel the trainee, monitor the
trainee's performance, provide the trainee with pre-empioyment skilis training, referral to other

supportive services, and follow-up after completion of the training. These services will be provided at
ne cost to the employer.
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CareerSource
SOUTH FLORIDA

0. The Empiloyer shall inform the Service Provider following completion of the individual's training as to
whether or not the employer has retained the trainee as a permanent employee, and if not, the
reason(s) why.

P. Either party may terminate this contract for convenience by giving the other notice thirty (30)-days
prior to the effective daie of termination. The termination notice must be in writing and signed by an
authorized agent of the terminating party. During the interim between the termination nofice and
date of termination, the CareerSource South Florida will reimburse only those costs incurred
pursuant to normal operatlons as set out in the contract between the pariies.

Q. No frainee may be hired under this contract if nepotism exists: the Contracted OJT Employer shall
not hire a person in an administrative capacity, staff posifion, or on-the-job {raining position
fundad under this Contract if any member of the individual’s immediate family is employed in an
administrative capacity with the Contracted CJT Employer. The Centracted OJT Employer's staff
person shall not appoint, employ, promote or advance, or advocate for appointment, employment,
prometion or advancement in or to a position in the organization over which the staff person
exercises jurisdiction or control over any individual who is a member of the individual's immediate
family. Immediate family shall be defined as: wife, husband, son, daughter, mother, father, brother,
sister, mother-in-law, father-in-law, brother-in-taw, sister-in-law, daughter-in-law, aunt, uncle, niece,
nephew, stepparent, stepchild, first cousin, grandparent, or grandchild. An individual may not be
appointed, employed, promoted or advanced in, to a position or to a funded organization if such
appointment, employment, promotion or advancement has been advocated by a staff person
serving in or exercising jurisdiction or control over the entity who is also a member of the
individual's immediate family.

The Service Provider Agrees:

A. That the training time does not exceed the maximum allowable for each occupation according to the
Specific Voeational Preparation (SVP) levels, meaning the amount of time required to leam the
technical questions, acquire information and develop the facllities for average performances in a
specific job.

B. To provide outreach and recruitment, metivational counseling, supportive services and other
assistance fo the participants while they are in training, as well as any needed follow-up after training
as requested by the employer,

C. To update the participant's Career Plan on an on-going basis.

D. To conduct on-site monitoring of the OJT employer to verify compliance with the terms of the OJT
contract.

E. To cerify the validity and propriety of amounts requested by the employer for reimbursement of cost
related to the OJT. CareerSource Scuth Florida's financial obligation shall be limited solely to the
amount and terms of the contract.

F. To verfy payroll and time and attendance records.

G. To assure that the training is being provided as specified in the OJT contract.

All of the above mentionad duties must be documented and records maintained in the participant's file,
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CareerSource
SOUTH FLORIDA

The Employer Aqrees:

A. To provide training to a participant to attain acceptable entry fevel functioning in the occupation, as it

exists in the employing establishment and as displayed on the attached outline of Cn-the-Job
Training.

B. To hire participants as members of the regular work force and to refain the participants at the
conclusion of the contract, provided thai the participants are able to adequately perform the job.

C. To provide On-the-Job Training utilizing only employees of the organization to provide instructions.

D. To maintain Workers' Compensation coverage for all frainges in an amount that is consistent with
Chapter 440 of the State of Florida Statutes.

E. To the extent permitted by state law, the Empioyer agrees fo hold harmiess and, if necessary, defend
and indemnify the Service Provider andfor its funding scurces from all claims, fiabilities, suits of any
nature whatsoever arising out of, because of, or due to any breach related te the implementation of
this contract.

F. To'submit an invoice(s) and time sheet(s) or comparable documentation for participant(s) showing
claims for reimbursement, To submit invoices at the rate specified in the OJT contract for the
specified period of the confract as supported by invoices and documentation of the accomplishment
and completion of the performance information. The final claim for reimbursement must be submitted
within 30 days of completion of the OJT coniracted training hours.

G. To establish and maintain an auditable system, in accerdance with recognized accounting practices.
The Employer shall maintain records related to'this contract and retain such records for five (5)
years, or until all litigation, claims or audits have been satisfacterily resolved, whichever occurs later,
The retention period begins upon the CareerSource South Florida's payment of the final invoice,

H. To repay to the CareerSource South Florida amounts found not to have been expended in
accordance with the provisions of the OJT contract. The employer shall be liable to repay such
amounts, from funds other than funds received under this contract, upon a determination that the -
mis-expenditure of funds was due to wiliful disregard of the requirements of the Act, gross.
negligence, or failure to observe accepled standards of administration. Ne such-finding shall be
made except after notice and opportunity for a fair hearing.

{.  The Employer assures and cerlifies that it will comply with the requirements of the Workforce
Investment Act of 1998 {P.L. 105.220) as amended, hereafter referred to as the Act, or Welfare
Transition Program, as applicable and with the regulations and palicies promulgated there under and
all applicable OMB Circulars. The Employer further agrees to comply with all subsequent revisions,
modifications, and amendments to the Act, regulations, policies promulgated and appiicable OMB
Circulars and with Titles Vi and Vil of the Civil Rights Act of 1964, the Age Discrimination in
Employment Act and the Age Discrimination Act, as welt as regulations promulgated pursuant to
those acts. Failure of the employer to accept or comply with changes which affect the terms of this
contract, and which the Service Provider shall presen% in writing, shall be sufiicient basis for
termination by the Service Provider,

J.  The Employer understands and agrees that verbal communication between the parties wit not be

accepted in any audit determination or other matier involving interpretation of the rules, policy
directives, and regulations governing the implementation of program activities under this contract.

Employer Handbook (OJT Contract: Attachment C) Page50f11 . REV. 12/2/2008



| : ATTACHMENT 7
-\ | (EXTIIBIT A)
CareerSource
SOUTH FLORIDA

K. The Employer agrees to give the Service Provider, the CareerSource South Florida, the Florida
Department of Economic Opportunity, State of Florida, United States Department of Labor or
Department of Health and Human Services and the United States Comptroller General, through any
authorized representative, the access to and the right to gxamine all records, books, papers or
documents related to the contract and will maintain said records, books, papers or documents for a
period of five (5) years from the date of termination of this contract, unless audit exceptions have
been identified. If audit exceptions have been identified, the employer agraes to retain records untit
ail audit exceptions are resolved. The Employer agrees to take corrective action for any matier found
to be out of compliance as a result of the review by any of these parties.

L. The Employer agrees to abtain and maintain all appiicable business licenses and comply with all
ordinances and statutes of the state and insurance requiremenis.

M. The Employer agrees to maintain a grievance procedure to handle any grievances or complaints that
the OJT participant may have. If the employer does not have one, he/she agrees to use the
CareerSource South Florida grievance procedures. If the Employer elects to use its own grievance
procedures, the employer must advise ail OJT participants of their right of appeal through the SFw
grievance procedures.

N. The Empidyer agrees to cbmply with the provisions of the Certification Regarding Lobbying,
Certification Regarding Debarment, Suspension and Other Mafters, Public Entity Crime, Florida
Clean Indoor Air Act and the Certification regarding a Drug-Free Workplace.

Q. The Employer may invoice the CareerSource Scuth Florida at the negotiated frequency of
payment that is convenient to the Employer. The frequency of payment that has been negotiated
for the OJT contract wilt be outlined in the “Competency Cerifications and Payment Methods”
Attachment A ssction of the OJT contract. The preferred method of invoicing is through the
invoice form attached. If this form is difficult to complete because of the Employer's individual
system then the Employer can use an alternate procedure.

The employer must submit copy of readable, ime sheets, approved payroll register showing
deducticns and net pay and copies of cancelled payroll checks. When a competency payment is
due, the employer must submit an originat signed “Competency Certification” form.

The final invoice from the employer is due to the CareerSource S‘outh Florida no later than thirty-
(30) days after the completion of the total hours covered by the contract, or no later than thirty-
(30) days after the end date of the agreement.
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DEFINITIONS, REQUIREMENTS, &LIMITATIONS

Definition of On-the-Job Training (CJT)

OJT simultaneously trains and employs an under-skilled job seeker. The contract compensates the employer
for the costs of providing the training and any additional supervision related to the training by reimbursing up
o 50% of the trainee’s wages during the contract period.

At the conciusion of the OJT contract, the participant is retained by the employer with all the same terms of
employment, insurance coverage, working conditions, pay, and fringe benefits afforded to other employees in
an equivalent position provided that the customer is able to adeguately perform the job.

OJT Requirements and Limitations

K. No officer, employae, agent, or representative of the Employer may charge an individual a fee for the
placement in, or referral to a training program funded under this contract or amendments thereto,

L. No overtime shall be paid under this contract. if an employee works overtime, the employer must pay
the full amount of the overage for overtime wages.

M. The employer shall submit an invoice(s) and time sheet(s) or comparable documentation for
participant(s) showing claims for reimbursement as outlined in the “Competency Cerification and
Payment Method”. The preferred methed of invoicing is through the invoice form Attachment C.
The Employer may opt fo use an alternate procedure as outlined below:

Alternative 1 Submit copy of readable, approved payroll register showing deductions, etc.
Alternative 2 Submit abbreviated invoice form and copies of cancelled payroll checks.

Alternative 3~ Submit abbreviated invoice form and copies of pay stubs showing cash payments
made and withholding ameount taken.

When a competency payment is due, the original signed “Compétency Skill Ceriification” section in
Attachment C must be submitted with the invoice.

N. The final invoice shall be submitied no later than thirty- (30) days after the completion of the total
hours covered by the contract, or no later than thirty- (30) days afier the end date of the
agreement.

0, This contract shall not resuit in the displdcement of currently employed workers or impair existing
contracts for services.

P. The empleyer shall maintain Workers' Compensation coverage for all trainees in an amount that is
consistent with Chapter 440 of the State of Florida Statutes.

Q. Appropriate standards for health and safety in work and fraining situations shall be maintained by the
employer at all times. The health and safety standards shall be at least as effective as that which
wouid be required under the Occupational Safety and Health Act of 1979 (29 U.S.C. 851 &t seq.).
The Employer shalt keep records of participant injuries and illnesses in accordance with the provision
of Part 1904 of Title 29 of the Cede of Federal Regulations.
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R. The Empiloyer shall inform the Service Provider following completion of the individual's training as to

whether or not the employer has retained the trainee as a permanent employee, and if nat, the
reason(s) why.

5. None of the funds appropriated under this contract shall be used to support any religious or anti-
religious activity. Participants in the program may not be employed in the construction, operation or
maintenance of any facility that is used for refigious instruction or worship,

T. None of the funds appropriated under this contract shait be used for any palitical activity, lobbying of
federal, state or local legislators, or to promote or oppase unionization.

U. Al laborers and mechanics employed by the contracted CJT employer or any of its sub-contractors
in any construction, andior alteration or repair, including painting ard decorating of projects and
buildings, which are federally assisted shall be paid wages at rates not less than those prevailing on
similar canstruction in the locality, in accordance with the Davis-Bacon Act.

V. Either party may terminate this contract for convenience by giving the other notice thirty (30)-days
prior to the effective date of terminafion. The termination notice must be in writing and signed by an
autherized agent of the ferminating party.

W. No trainee may be hired under this contract if nepotism exists.

X. To the extent permitied by state law. the Employer agrees to hold harmless and, if necessary, defend
and indemnify the Service Provider and ifs funding sources from all claims, liabilities, suits of any

nature whatscever arising out of, because of, or due to any breach related to the implementation of
this contract.

Y. To establish and maintain an auditable financial system, in accordance with recegnized accounting
practices. The Employer shall maintain records related to this contract and retain such records for
five (5) years, or until all litigation, claims or audits have been safisfaciorily resolved, whichever
occurs later. This retention period commences upon the payment of the final invoice.

Z. The Employer assures and certifies that it will comply with the requirements of the Workforce
Investment Act of 1998 (P.L. 105.220) as amended, hereafter referred to as the Act, or Welfare
Transition Program, as applicable and with the reguiations and policies promulgated there under and
all applicabie OMB Circulars. The Employer further agrees fo comply with all subsequent revisions,
modifications, and amendments to the Act, regulations, policies promulgated and applicable OMB
Circulars and with Titles VI and VI of the Civil Rights Act of 1864, the Age Discrimination in
Employment Act and the Age Discrimination Act, as well as regulations promulgated pursuant to
those acts. Failure of the employer to accept or comply with changes which affect the terms of this
contract, and which the Service Provider shall present, in writing, shall be sufficient basis for
termination by the Service Provider,

AA. The employer shall repay the Service Provider amounts discovered not to have been expended in
accordance with the provisions of the OJT contract. The employer shall be liable to repay such
amounts, from funds other than funds received under this contract, upon a determination that the
mis-expenditUre of funds was due to wiliful disregard of the requirements of the Act, gross
negligence, or failure to observe accepted standards of administration.  No such finding shali be
made except after notice and opportunity for a fair hearing. ‘

- BB. Verbal communication between the parties shall not be accepted in any audit determination or other
matter involving interpretation of the rules, policy dirsctives, and regulations govemmg the
implementation of program activities under *his contract.
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CC.The Employer agrees to give the Service Provider, the SFW, the Florida Depariment of Economic
Opportunity, State of Fiorida, United States Department of Labor or Department of Health and
Human Services and the United States Comptrolier General, through any autherized represen'taiive,
the access to and the right to examine .all records, books, papers or documents related to the
contract and will mainiain said records, bocks, papers or documents for a period of five (5) years
from the date of termination of this contract, unless audit exceptions have been identified. [f audit
exceptions have been identified, the employer agrees to retain records untit all audit excepticns are
resolved. The Employer agrees to take corrective action for any matter found {o be out of compliance
as a result of the review by any of these parfies.

DD.The Employer shall obtain and maintain all applicable business licenses and comply with all
ordinances and statutes of {he state and insurance requirements.

EE. The Employer shall maintain a grievance procedure to handle any grievances or complaints that the
QJT participant may have, [If the employer does not have one, the employer shall use the
CareerSource South Florida grievance precedures. [f the Employer elects to use its own grievance
procedures, the employer must advise all OJT participants of their right of appeal through the SFW
grievance precedures.

FF. The employer must comply with the Copeland "Anfi-Kickback” Act (18 U.5.C. 874 and 40 U.S.C.
276c) for any grant or subgrant in excess of $2000 for construction or repair awarded, as
supplemented by Depariment of Labor regulations (29 CFR part 3, "Contractors and
Subcontractors on Public Building or Public Wark Financed in Whole or in Part by Loans or Grants
from the United States"). The Empioyer is prohibited from inducing, by any means, any person
employed in the construction, completion, or repair of public work, o give up any part of the
compensation to which he is otherwise entitled. SFW shall report all suspected or reported
violations to the Federal awarding agency.

GG. If the agreement involves the employment of mechanics or laborers, the Empicyer shall
comply with Sections 102 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C.
327-333), as supplemented by Department of Labor regulations (29 CFR part 5). Under Section
102 of the Act, the employer is required to compute the wages of every mechanic and laborer on
the basis of a standard work week of 40 hours. Work in excess of the standard work week is
permissibie, provided that the worker is compensated at a rate of not less than 1 % times the basic
rate of pay for all hours werked in excess of 40 hours in the work week. Section 107 of the Act is
applicable te construction work and provides that no laborer or mechanic shall be required to work
in surroundings or under working conditions which are unsanitary, hazardous, or dangerous.

HH. As a condition of the award of financial assistance from the Department of Labor under Title | of the
Workforce Investment Act of 1998, the Contractor assures that it will comply fully with the
nondiscrimination and equal opportunity provisions of the following jaws:

a, Section 188 of the Workforce investment Act of 1888 (WIA), which prohibits discrimination
against all individuals in the United States on the basis of race, color, religion, sex, national
origin, ages, disability, political affiliation or belief on the basis of either citizenship/status as
a lawful admitted immigrant authorized to work in the United States or parficipation in any
WA Title | — financially assisted program or activity.

b. Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination against
qualified individuals from participating or receiving benefits in any Federal Assisted
Pregrams on the basis of race, color, ot national origin,

c. Section 504 of the Rehahilitation Act of 1973, as amended, which prohibits discrimination
against qualified individuals with disabilities.
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d. The Age Discrimination Act of 1875, as amended, which prohibits discrimination on the
basis of age.

e, Title IX of the Education Amendmenis of 1972, as amended which prohibits disctimination
on the basis of sex in educational programs.

The Contractor alsc assures that Confracter will comply with 28 CFR Part 37 and all other
regulations implementing the [aws listed above. This assurance applies to Contractor's operation of
the WIA Title | — financially assisted program or activity and to all agreements the Contractor makes
to carry out the WIA Title | — financially assisted program or activity. The Contractor understands
the United States has the right to seek judicial enforcement of this assurance.

[Il. The Employer shall comply with the provisions of the Certification Regarding Debarment,
Suspension and Other Matters, Public Entity Crime, Florida:- Clean Indoer Air Act, Certification
regarding a Drug-Free Workplace and the Cerfification Regarding Lobbying (Applicable for
contract/grant transactions over $100,000).
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Employer Handbook Signature Page

| have read and understand the provisions as outlined herein and understand that these provisions are
incorporated by reference in the following OJT contract(s):

OJT Contract Number {s): , : , , &
Name of Authorized Employer Represenfative Title
Signature of Authorized Employer Representative Date
Name of Authorized Employer Representative Title
Signature of Authorized Employer Representative Date
Name of Authorized Service Provider Title
Signature of Autharized Service Provider Rep. Date
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FLORIDA CLEAN INDOOR AIR ACT

The purpose of the Florida Clean Indoor Air Act (FCIAA) is to protect people from the health hazards of
second hand tobacco smoke and to implement the Florida Health mitiative in section 20, Article X of the
State Constitution. However, the intent of this legislation is not to mnhibit, or otherwise obstruct, medical or
scientific research or smoking-cessation programs approved by the Department of Health.

FCIAA Provisions

%+ Prohibition — A person may not smoke in an enclosed indoor workplace, except as specified below
(s.386.204, I'S.).

Enclosed, indoor workplace means — Any place where one or more persons engages in work, and which
place is predominantly or totally bounded on all sides and above by physical batriers, regardless of whether
such barriers consist of or includes, without limitation, uncoveted openings; screened or otherwise partially
covered openings; or open or closed windows, jalousies, doors, or the like.

The Department of Health considers enclosed indoot workplace to include, but not limited to the following:

Public and private workplaces
Restaurants

Bowling centers

Private country clubs

Hotels/motels {excluding guest rooms)
Beauty/barber salons

Libraties

Auditoriums/theaters

Nursing homes/health care facilities
Educational facilities (private or public)

* ¢ ¢ S S S 4 > 4+

% Penalties ~ Any person who violates s. 386.204, F.S., commits a non-criminal violation as defined in s.
775.08(3), F.S., punishable by a fine of not more that $100 for the first violation and not mote that $500
for each subsequent violation. Jurisdiction shall be with the appropriate county court (s. 386.208, I.S.).

% Specific exceptions — Smoking is permitted in the following indoor locations (5.386.2045, F.8.):
Customs Smoking Room —s. 380.205, F.S.

Private Residence — as defined in s. 386.203(1), F.S.

Stand-Alone Bar — as defined in s. 386.203(11), F.S.

Retail Tobacco Store — as defined in s, 386.203(8), F.S.

Designated Smoking Guest Rooms at Public Lodging Establishments — as defined in s, 386.203(4),
F.S.

Smoking Cessation Program, Medical or Scientific Research — s. 386204(5), F.S.

¢ Membership Association — as defined in s, 386,203(13), F.8., and provided that noncommercial
activifies are performed by members of the membership association.

* 4 & & o+

L 4
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Key Points of the Law

% Posting of signs; requiring policies — The person in charge of an enclosed indoor workplace that prior
to adoption of s.20, Art. X, Florida Constitution was requited to post signs stating that smoking was
permitted. Untl July 1, 2005, must continue to post signs stating that smoking is NOT permitted in the
enclosed indoor workplace (s. 386.206, F.S.).

¢ The proprietor or other person in charge of an enclosed indoor workplace must develop and
implement a policy regarding smoking prohibitions.

The following places are required to post signs if smoking is permitted:

¢ A licensed stand-alone bar {at enttance),.

4 A customs smoking room (airport in-transit lounge),

¢ A smoking cessation program whete tobacco smoking is an integral part of the cessation program
approved by the Department of Health, and

¢ Where scientific or medical research is being conducted and tobacco smoking is an integtal part of the
research.

% Public announcement in mass transportation terminals — Terminals of public transportation carries
located in standard metropolitan statistical areas with populations over 230,000 are required to announce
over public address systems every 30 minutes, in appropriate languages, that Florida is a clean indoor air

state and that smoking is not aliowed except in a customs smoking room in an in-transit lounge
(s. 386.211, F.S.).

%+ Smoking prohibiting near school property; penalty - Smoking is prohibited for any person under 18
years of age in, on, or within 1,000 feet of the real property compzising a public or private elementary,
middle, ot secondary school. The law provides for penalties (s. 386.212, F.8.}.

Administration & Enforcement

The Department of Health shall enforce the FCIAA in workplaces not regulated by the Department of
Business and Professional Regulation.

Respondent

Name and Title of Certifying Representative

Signature of Certifying Representative

Date

F-12 - Page 2 of 2 The Florida Clean Indoor Air Act
Revised 1/05
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ATTACHMENT 9
Purpose of the (EXHIBIT A)

On-the-Job Training (OJT) Program

The On-the-Job Training (OJT)
Technical Assistance Manual (TAM) is put forth to:

Promote an increase in the utilization of the OJT, which is an excellent tool to assist
in achieving training and placement goals.

. Provide minimum standards and suggestions in the im'plementation and monitoring
of OJT agreements.

. Encourage Service Providers {o develop effective cutreach sirategies. The TAM l
integrates the Policy and Procedures in one cchesive document as guidance for the '
development, negotiation, implementation, and monitoring of OJT agreements,

Qverview

The term “on-the-job training” means training by a business that is provided to a paid |
participant while engaged in productive work. Unlike traditional occupational training
wherein the participant is taught in a classroom seiting at an approved training facility,
QJ7 is provided at the business’ work site, while paying the part'\cipa‘ht.standard wages
and benefits for the position. The basic premise of an OJT is to allow a business the
ability to hire an individual who would not otherwise qualify for the job and teach the
skills needed to perform at a satisfactory level for the position.

OJT may be provided under an agreement with a business in the public, private
non-profit or for-profit sector. Businasses providing an CJT may receive reimbursement
for a portion of the hourly pay rate; which is considered payment for the extraordinary
costs assoclated with training a new employee.

Upon successful completion of this type of training, the expectation is full-time employ-
ment, preferably at a higher wage.
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. SUBJECY
On-the-Job Training (CJT)

I OF INTEREST TO
The On-tha-Job Training {(OJT) Policy should be of interest to members of the South Florida Workforce
Investment Board (SFWIB), SFWIB staff, Contractors (Service Providers), Training Vendors, Businesses,
Job Seekers, and Employees in Region 23 (Miami-Dade and Monroe counties).

. PURPOSE _
The purpose of the OJT Policy is to provide all SFWIB stakeholders with parameters regarding the use
of formula training funds through OJT agreements. As seen in the Agency for Workforce Innovation
{AWI) Final Guidance 00-009, OJT is a required component of the SFWIB Training Master Pian,
V. STATUTORY AUTHORITIES
Workforce Inncvation and Opportunity Act (WICA), Public Law (Pub. L) 13-125 enacted July 22, 2014,
supersedes Public Law 105-220, Workforce Investment Act of 1998 (WIA) Florida Statutes, Titie XXXI,
Chapter 445, Workforce Innovation Act of 2000

4

¥, BACHKGROUND
The WIOA includas OJT as one of its approved training services, SFWIB provides OJT services via an
agreement with a business {public, private non-profit or private for-profit), Service Provider, and an
eligible participant. Through OJT, businesses may receive funding to assist in offsetting the
extracrdinary costs of hiring and training a new employee.

Wi, DEFINITIONS
A. On-the-Job Training (OJT)
Section 3 (44} of WIOA defines On-the-Job Training as training by an employer that is provided to a

paid participant while engaged in productive work in a job that:

1. Provides knowledge or skills essential to the full and adequate performance of the job;

2. Provides reimbursement to the employer a percentage of the wage rate for a participant(s),
except as provided in section 134{c}3)(H), for the extraordinary cost of providing the training
and additional supervision retated to the training; and

3. Is limited In duration as apprepriate to the occupation for which the participant is being
trained, taking into account the content of the training, the pricr work experience of the
participant, and the service strategy of the participant, as appropriate.

4 OFT/TA MANUA




B. Conflict of Interest
1. The SFWIB will not favor a referral from and/or to a member of the SFWIB over another

business in the community. QJT placements shall he made based upon what will be most
beneficial to the participant.

2. The SFWIB shall be notified whenever the OJT Agreement is connected to a SFWIB
member, Service Provider or employee.

3. Service Providers are prohibited from recommending an agreement or making OJT
refaerrals to businesses who are members of their immediate family or members of families
of other Service Provider staff or SFWIB staff.

4. The contracted OJT business shall not hire a participant who is a relative (member of the
family) of the business. Relative Is defined as: father, mother, son, daughter, brother, sister,
uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-
n-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmcther, stepson, step-
daughter, stepbrother, stepsister, haif-brother, or half-sister. (Section 112.3135, Florida Statutes)

C. Credentials
Credentials include, but are not limited to, a high school diploma, including special diplomas; GED
or other recognized equivalents; post-secondary degrees/certificates,; recognized skili standards
such as occupational completicn points {OCP); licensure or industry-recognized certificates; and,
successful completion of OJT and Customized Training.

D. Reverse Referrals
A reverse referral ts when the business has identified someone they would like to hire but the
individual has demonstrated skills deficiency related tc the positicn's requirements. A business
may refer a job applicant to the Service Provider for potential OJT enroliment. In the case of
reverse raferrals, the candidate must schedule an eligibility determination and assessment
appointment with a Service Provider and must be eligible for WIOA as a dislocated worker or
adult. The Service Provider must utilize normal eligibility assessment and enrcllment procedures,

Participant’s eligibility must be determined prior to employment; ne pre-hires or period of employ-
ment prior to the execution of an OJT agreement and participant training plan are acceptable.

VH. ELIGIHBILITY
A. Business
Prior to entering into an agreement for OJT services with a business, the Service Provider shall
ensure the husiness is ellgible. Businesses that meet the following criteria are considered eligible
and may, subject tc available funding, enter into an GJT agreement: ‘

1. Located in the State of Flerida;

2. Hold valid business tax receipt {formally an occupational license) and/or zening permit;
3. Maintains Workers Cempensation Insurance (if applicable);
4

. Active business as verified by Florida Department of State Division of Corporations
(www.sunbiz.org);

5. Business has operated at current location for at least 120 days.
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B. Participant
Participants (adult and dislocated workers) that meet the following criteria may, subject to available
funding, receive OJT through an executed agreement; '

1. Eligible under one of the SFWIB funded programs: WIOA Youth, WIOA Adutt, WICA Dislo-
cated, TANF, Refugee, etc. ’

2. Not fully skilled in the chosen occupation, is in need of Training Services, and has the skills
and qualifications to successfully complete the OJ7T.

3. Under the WIOA, has received individualized services, which include career planning.

A participant in a registered apprenticeship who is employed as part of that arrangement, may
receive OJT and must be treated as other OJTs provided for employed workers as described in
§ 580.710 under the WIOA,

On-the-Job Training may be provided in same manner as described in § 630.700 under the WICA
for an unemployed participant in a registered apprenticeship.

Wi QJT AGREEMENT
A. Conditions
1. Participants may net commence training and businesses may not hire prior to the execu-
tion of the OJT agreement. The agreement is executed when signed by all required
parties, 1.2, Service Provider, business, and participant.

2. The foitowing three sections must be pre-negotiated and included in the QJT agreement:

Percent of Reimbursement;

b. Timeframe for achievement of competencies, The timeframe must include the
maximum number of hours for which reimbursement will be provided; and

c. Intervals at which the business will be reimbursed.

2. The appropriate signatory for the business shall be either the owner where the business is
incorporated; a pariner where the business is a partnership; or an officer if the business is
a corporation, Corporations sametimes designate signatories other than their officers. In
such instances, written authority transferring signatory responsibilities must be obtained
by the individual responsible for developing the agreement,

4. Service Providers are responsible for reviewing the agreement with both the business
and the participant prior 1o execution to assure that the business and participant wholly

understand and are familiar with the requirements of the agreement.

5. The participant's attainment of competencies must be routinely decumented by the
business and Service Provider, and placed in the participant’s file.

8. OJT may be sequenced with, or accompanied by, other types of training, as applicable

under the law,
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7. Businesses shall establish and maintain records with respect to all matters coverad by the
0JT agreement. Businesses shall retain such records for at least five (5} years from the
date of final payment, or until all related federal and state audits or litigation is completed,
whichever is later. Businesses shall atlow public inspection of all documents, papers,
letters or other materials made or received by the business, in conjunction with the QOJT
agreement, unless the records are exempt under federal or state law.

8. The Business agrees to comply with the provisions of the Certification Regarding Lobby-
ing, Certiflcation Regarding Debarment, Suspension and Gther Matters, Public Entity
Crime, Florida Clean indoor Air Act and the Certification .regarding a Drug-Free
Waorkplace.

G, The OJT business shall comply with the nondiscrimination and equal opporiunity
provisions of federal or state law.

10. An OJT agreement may be enterad into through a registered apprenticeship program for
training participants. OJT agreemenis shall be with the employer, and may be used to
support the CJT portion of the apprenticeship program, which may Involve both
classreem and on-the-job instruction.

8. Duration ’

1. An OJT agreement shall be limited to the period of time required for a participant to
become proficient in the cccupation for which the training is being provided. In
determining the appropriate length of the agreement, consideration should be givén to
the skill reguirements of the occupaticon, the academic and occupational skill level of the
participant, pricr work experience, and the participant’s career plan.

2. OJT agreements shall not exceed six months of training untess there is documented
justification and written approval from the SFWIB Executive Director.

3. The OJT duration caps at six months

4. An CJT agreement may be written or extended beyend the initial period under the follow-
ing conditions:

a. A barrier to skills attainment is identified during training, which was not evident
during the assessment.

b. The participant has been unable to master the skills within the agreement’s
time frame. '

c. The training plan measures used during the assessment to identify partici-
pant’s skills proficiencies prove t¢ be inadequate based upon business
evaluation after participant is placed on the job.

d. There is an upgrade in the participant's job description from that developed
upen entry into training, in which case the ending wage for the participant

* should be increased from the wage identified upon entry into training.
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€. Compensation

i. Reimbursement for wages under an OJT agreement Is based on the hourly wage rate and
applicable percentage rate for competencies/skillsin the training outline in accordance with
the law. For purposes of the provision of OJT under this policy, an employer may be
reimbursed an amount of the wage rate of a participant for the extraordinary costs of

providing the training, and additionat supervision related to the OJT.

2. The reimbursement level may be in an ameunt of up to 75% percent of the participant’s
hourly wage and may be based on a number of factors, including:

a}) Company size

b} The characteristics of the participants (WIOA sec134(c)3)(H)()()). including
whether the CJT contract leads to employment for individuals with barriers to
employment

¢) Quality of employer~brovided training and advancement opportunities
d) Wage and benefit lavel of the empleyee both before and after OJT completion,

2} Retention of employeeas from previcus OJT agreements

The following reimbursement amounts will be permitted:

a. Up to 75 percent of the participant’s wage rate for companies with G or fewer
employees when hiring at an SVP Level of three or greater; and/or

b. Companies that have between 51-250 employees where one of the following
applies;
i. Hire participants with special characteristics such as barriers to
employment as defined in WIOA sec. 3(24).

li. Provide quality training and advancement opportunities to the partic-
Ipant taking into consideration whether the training is in an in-demand
occupation that may lead te an industry-recognized credential; training
in relation to the competitiveness of the participant, and wage and
benefit levels of the employees (both at present and after completion).
The participant must be hired at an SVP Level of three or greater,

reference Prohibitions, Section X1 {4} of this policy,

iil. Provide a wage and/or benefit level increase at the completion of the
training

iv. Businesses that have retained employees in previous OJT agreements.

c. Up to 60 percent of the participant’s wage rate for employers with 51-250

employees that do not to hire from the special groups and the parameters as
outlined above.

d. Up to B0 percent of the pariicipant’s wage rate for employers with 251 or more
employees that do not 1o hire from the special groups and the parameters as
outlined above,

The Service Provider must document the factors used to validate the increase in wage
reimbursement levels above 50 percent up to 75 percent.

3. Eligible Service Providers may not execute CJT agreements exceeding a total possible
business compensation of $7,500 per participant, without prior written SFWIB approval.
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4, Participants employed under an OJT agreement shzall be cempensated by the business
at the same rates, {including periodic increases) as simifarly situated employees. In no
event, however, shall QJT participants be paid less than the higher of the minimum wage
specified under the Fair Labor Standards Act of 1938, as amended or the applicable state
or local minimum wage.

5. Participants employed under a SFWIB OJT agreement shzll receive the same fringe
benefits and be subject to the same working conditions granted to regular employees

under the same or similar occupational title.

6. Payments tc a business under an OJT agreement shall not exceed any program specific
guidelines and limitations, for the costs of providing the training and additional supervi-

sion rejated to the training.

7. OJT payments may not be based on overtime, shift differential, premium pay and other
non-regular wages paid by the business to participants.

8. Businesses may net pay OJT participants in cash,

. Businesses shall submit certified payroll records, as part of the invoicing process, in crder
1o receive the applicable reimbursement.

10. Businesses will be reimbursed by Service Providers, The final reimbursement shall be
made upon the completion of the last competency and when proper documentation
has been provided. Relmbursement should coincide with the business' pay period. The
reimbursement amounts will be based upon the relevant funding stream reguirements
and any waivers at the time of the agreement. As seen in Section X of this policy, Service
Providers may submit a written request to the SFWIB Executive Director to approve an
exception to the reimbursement process,

IX. GRIEVANCES AND APPEALS

Service Providers shall advise participants of their right of appeal using either the business’ grievance
pracedures, or those of the SFWIB, if previously agreed with the business. If a business elects to use
its own grievance procedures, the business must agree to provide information to SFWIB as to
actions taken under those procedures. If the participant is not satisfied with the ouytcome after using
the business’ grievance procedures, then hefshe may elect to file & grievance with SFWIB under the
SFWIB grievance procedures,

¥. EXCEPTIONS

Exceptions to this policy, or any part thereof, must be approved in writing by the SFWIB Executive
Director. ' : ‘

Hi PROBIBITIONS

1. Participants shall not be employed to carry cut the construction, operation, or maintenance of any
part of any facility that is used or to he used for sectarian instruction, or as a place for religious
worship (except with respect to the maintenance of a facility that is not primarily or inherently devot-
ed to sectarian instruction or religious worship, in a case in which the organization operating the
facility is part of a program or activity providing services to participants).

2. OJT agreements shall not be written for part-time employment. Proof of full-time employment shall
be established and documented by the business. Whether the participantis categorized as full-time
shall be verified by the Service Provider. Service Providers may submit a written request to the
SFWIB Executive Director for an exception to this rule prior to execution of an OJT agreement.
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OJT agreements shall not be written for jobs with a Specific Vocaticnal Preparation (SVP) of two
or under, except for participants who have a documented disability for whom such a placement
would be appropriate or where written justification is provided to and approved by the SFWIB
Business Services Manager. Documentation shall indicate the appropriateness of training and 'why
the training is necessary to obtain the skills for the job. Lack of prior work history or non-English
speaking are not to be considered disabilities for the purpose of complying with this provisicn,
but may justify placement inte a job with a low SVP.

The Service Provider shall not enter into agreement with a business who has previously exhibited
a pattern of failing to provide OJT participants with continued long-term employment with
wages, benefits, and working conditions that are equal to those provided to regular employees
who have worked a similar length of time and are doing the same type of work,

. No officer, employee, agent, or representative of the Business or Service Provider may charge a

participant a-fee for the placement or referral of such individuals In or to a training funded under
an QJT agreement or amendments thereof.

A participant in a program or activity authorized under Title | of WIOA must not displace (Including
a partial displacement, such as a reduction in the hours of non-overtime work, wages, or employ-
meant benefits) any currently employed employee (as of the date of the participation).

An OUT funded agreement must not impair existing contracts for services or cellective bargaining
agresments. When a program or actlvity authorized under Title | of WIOA would be inconsistent
with a collective bargaining agreement, the appropriate labor organization and employer must
provide written concurrence before the agreement is initiated.

An GJT participant may not be employed in or assigned to a job if;
a. Any other individual is on layoff from the same or any substantially equivalent job;
b. The employer has terminated the employment of any regular, unsubsidized employee or
"~ otherwise caused an involuntary reduction in its workforee, with the intention of filling the
vacancy so created with the QJT participant; or
c. The job is created in & promotional line that infringes in any way on the promotional
opporiunities of currently employed workers.

QJT funds shall not be used for any political activity, lcbbying of federal, state or local legislators,
or to promote or oppose unichization.

QJT funds may nct be used 1o directly or indirecily assist, promaote or deter union organizing.

OJT participants shall not be placed in a home-based business,

CJT funds shali not be used to encourage or induce a business, or part of a business, to relocate
from any location in the United States, if the relocation results in any employee losing his or her

job at the criginal location.
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i MARKETING/OUTREACH

On-the-Job Training (OJT) may be marketed directly or indirectly to businesses. QObjectives for
marketing and outreach should be in alignment with the region’s employment conditions, focusing cn
jobs in high wage/high-growth sectors.

Marketing should be coordinated with the SFWIB Business Services. The coordination of said efforts
prometes consistency, etiminates duplication, and minimizes the chance of multiple staff contacting
the same business. These efforts may include face-to-face meetings, mailings (i.e., intraductory
correspondences, notes of appreciation}, Chambers of Commerce, press releases, networking, and
partnering with other organizaiions.

Strategies should include, but are not limited to:
a. Thoroughly research the businesses prior to making the initial contact, and note previous
and current talent needs.

b. Working with the SFWIB Business Services to target the seven One Community One Goal
{OCOG) industries for regional cutreach.

c. Werking in tandem with SFWIB Business Services 1o utilize available marketing tools to
educate companies on how OJT can enhance their business, cut waste, reduce the cost
of training new employees, minimize turnover and increase profits.

d. Being cognizant of the business’ time and ensure required paperwork is minimal.

{i. PRE-AWARD REVIEW
A. Business Selection

Prior to entering into an OJT agreement, a pre-screening should ke conducted by the
Service Provider to ensure that the business meets the minimum pelicy standards, and can
provide training, supervision, and long-term employment to an OJT participant, The Service

Provider, at a minimum, should utilize an CJT checklist to review the following:

1. Worker Adjustment and Retraining Notification Act (WARN) notices previously filed.

2. The business has not exhibited a pattern of failing to provide OJT participants with
continued leng-term employment.

3. Business verifies WIOA funds will not be used to relocate operations in whole or
in part.

4. Business must be located and licensed o operate in the State of Florida.

5. Business has operated at current location for at least one hundred twenty (120) days.

If less than 120 days and the business relocated from ancther area in the U.S., the
employees were hot laid off at the previous location, as a result of the relocation.

6. Is the position full time as defined by SFWIB of thirty two (32) or more hours per
week? Any exceptions must be submitted by the Service Provider to the SFWIB
Business Services in writing and approved by the SFWIB Executive Director, prior to
execution of an OJT agreement.

7. Business commits to provige long-term employment for successful QJT participants.

8. If the company has a collective bargaining agreement, the OJT agreement does not
impair existing contracts for services or collective bargaining agreements, K, as a
pregram authorized under WIOA, the CJT would be inconsistent with a collective
bargaining agreement, the Service Provider must cbtain written concurrence from
the appropriate labor organization and business before the OJT agreement begins.
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9. OJT funds will not be used to directly or indirectly assist, promote or deter union
organizing.

10. The OJT will not result in the fulf or partial displacement of employed workers.

1. Trainee wages to be paid are at least equat to:
i. The federal, state or local minimum wage (Fair Labor Standards Act).
ii. Other employees in the same occupation with similar experience.

12. Trainees will be provided the same workers' compensation, health insurance, unem-
ployment Insurance, retirement benefits, etc. as reguiar, non-0JT employees.

13. Businesses that use a Professional Employment Organization {PEQ) or staffing agen-
¢y, may participate in OJT when WIOA formuia funds are being used. The PEO or
staffing agency whaois the “employer of record” and the business who Is the “worksite
employer” are considered co-employers; therefore the SFWIB recommends the OJT
be executed with both entities as a two-party agreament. A two-party agreement is
necessary due to the shared responsibility of the participant, The “worksite employ-
er" is responsible for hiring, training and retaining the participant at the conclusion

of the QJT, and the “employer of record” provides services 1o the worksite employer,

14, If the PEQ does not consent o signing the CJT agreement, the roles should be
documented in writing on company letterhead and must be provided to the Service

Provider prior to execution.

15. The business agrees to comply with the non-discrimination and eqgual cpportunity
provisions of WIOA and its regulations.

developing the OJT agreement(s).

Muote: The Service Provider Is solely responsible for ensuring that the business is eligible to
enter into a SFWIB funded agreement in accordance with federal and state laws, and SFWIB

Policies and Procedures.

E. Business Engagement and Regionalism

Industry demand and the opportunity 1o provide the most qualified and skilled talent
avallable, play an active role in creating workforce and economic development solutions
that work. The implementation of strategies that are in the best interest of the business,
in-turn assists jobseekers in achieving their full potential, As a result, the SFWIB in cooper-
ation with neighboring workforce beoards have enacted guidelines to enhance business
engagement across regions to better serve businesses and the community.

The Service Provider should follow the process outlined below when an opportunity to
engage companies in another workforce board's area that do/do not have a location, affilia-
tign, or contracted project in Miami Dade or Monroe Counties,

« Miami Dade and Monroe County Businesses
It is permissible for the Service Provider to enter intc an QJT agreement with a
Miami-Dade and/or Monroe County company te hire a Broward County resident,
The normal process of developing and executing the agreement should be followed.

+» Broward County Businesses
It is permissible for the Service Provider to enter into an OJT agreement with a
Broward County company to hire a Miami-Dade and/or Monroe County resident only
if there is also a business location, affliaticn, or contracted project in Miami-Dade
andfor Monroe Counties.
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However, if the Broward County Company does not have a business location,
affilistion, or contracted project in Miami Dade or Mcnroe County, the Service Pro-
vider may not enter into an OJT agreement and the reguest must be submitted to
CareerSource Broward for further engagement,

* Other Workforce Board Area Businesses
The aforementioned also applies to companies in other workforce board areas (e.q.,
CareerScurce Polk, Central Florida, Palm Beach) and must be processed
accordingly.

C. Participant Requirements
Participants (adults and disiocated workers) that meet the eligibility requirements and
have received individualized services, which include career planning, may be considered
for OJT. An individual referred to a CareerSource center by a business [i.e., reverse
referral) may be considered for OJT with the business only after the individual has met the
appropriate eligibility requirements and received individualized services that indicate an
OJT is needed.

The Service Provider shall determine an OJT participant’s eligibility as required by the
appropriate funding stream, i.e. WIOA Adult, WIOA Dislocated, WIOA Youth, Temporary
Assistance for Needy Families {TANF), Refugee, Natichal Emergency Grant {(NEG) (dislo-
caied worker), Regardless of the funding stream, consideration should be given to:

*

.

Skill reguirements of the occupation

Academic and occupational skill levei of the participant

Whether the participant is not fully skilied in the chesen occupaticn
Participant is in need of training services

Has the capacity to successfully complete the OJT

Prior work experience

Participant’s career plan and objectives

Upon registering a participant for an OJT, it is not necessary to conduct job search prior to
enrollment in training.

D. Individual Employment Plan

The Individual Employment Plan {IEP) identifies the employment goals, appropriate achieve-
ment objectives, and appropriate combination of services, or steps for the participant to
achieve the employment geals. This includes providing information on eligible providers of
training services and career pathways to attain career ctjectives.

Cnce the preliminary IEP information has been gathered and the assessment process is
complete, the following considerations should be addressed:

1.

Does the participant need to learn skills for the desired position, or have those
skills already been acquired?

Does the participant have a need for training?

What is the best way for the participant to obtain the skills needed {i.e.,, OJT or
occupational skills training)?

Can the position be obtained at this company without OJT training? If a need for
0OJT cannot be documented, a direct placement or referral to other services
should be considered. If a need for OJT has been determined and recorded on
the IEP, a referral may be made to the appropriate business.

Is the participant likely to succeed in training?




Factors used to select OJT as the most appropriate method may include the participant’s
job readiness, need for occupationeal training, and capacity to complete the training. The [EP

documentation of a participant’s appropriateness for QJT is required prior to employer
selection.

A participant that has received a previous Individual Training Account {ITA), Paid Work
Experience (PWE) and/or Employed Worker Training (EWT) may be eligikie for an QJT.

Employed Worker

An OJT agreement may be written for an employed worker. The purpose of providing an
OJT to an employed worker is to allow a participant the opporiunity to acquire needed
skills to obtein or retain employment that leads to self-sufficiency. Said agreement{s} may
be entered into under one or more of the foliowing circumstances:

1. The employee s not earning a self-sufficisnt wage as determined by the SFWIB,

2. The training will allow the employee to obtain wages, benefits, and/or a promo-
tion that are equal to other regular employees who have worked a comparable
iength of time and are doing the same or similar type of work. Mate: The Service
Provider should ensure that the new wage rate, benefit and/or promotion be
reflected in the agreement and become effective at the time of execution,

3. The OJT relates to the introduction of new technolegies, introduction to new
production or service procedures, upgrading to new jobs that reguire additional
skills, workplace literacy, or other appropriate purposes as identified by the
SFWIB.

4. The participant is employed and in a registered apprenticeship,

This type of QJT agreement allows an employed worker the opportunity for advancement
within the company, impacts retention, and puts individuals on the path {o self-sufficiency.
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Registered Apprenticeship

Registered apprenticaship is a struciured way for companies to promote career develop-
ment for their employees. If a participant is in a registered apprenticeship and employed as
part of that arrangement, the OJT must be treated as other OJTs provided for employed -
workers. However, participants that:are unemployed and in a registered apprenticeship,
funds may be provided in the same manner as a regular OJT.

An Individual Training Account {ITA) and on-thejot training funds may be combined to
support placing participants into a registered apprenticeship program. An ITA may be used
to support the classroom portions of & registered apprenticeship program; similarly, OJT
funds may be used to support the “on- the—job’ portions of the registered apprenticeship.

This ensures maximum flexibility in serving partmpants and supporting placement into

registered apprent\ceship programs.

The Service Provider Is solely responsible to not enly ensure the eligibility of the participant
for the applicable funding stream, in accordance with Federal and State laws, and SFWIB
Policies and Procedures, but also to assure the individual's suitability for OJT with the
company in question. If a participant does not complete an OJT agreement, he or she may
be considered for an OJT with another company, on a case by case basis. Request for excep-
tions should be submitted in writing to the $SFWIB Business Services for the Executive
Director's approval.

E. SERVICE PROVIDER ROLES AND RESPCNSIBILITIES
In developing the QJT agreement the Service Provider should, at a minimum, ensure the
following:

1. Marketing/Outreach.

2. Pre-award determination {reference Section 1l - Pre-Award Review and OJT
Checklist).

3. Once a business is deemed eligible the Service Provider must obtain all of the
cccupation’s information {e.g. wage rate, title, SVP, training time, reimbursement
percentage):

4. Anorientation should be conducted with each business te discuss the agreement
provisions and training plans.

Obtain job description/profile and post in Employ Florida Marketptace (EFM).
Determine participant is eligible and qualified for the position.

Ensure that the participant’s eligibility matches the available funds.

® N e o

Determine if sufficient funds (avaiiable to spend) are available to fund the training.
Regardless of the funding source, all OJT systems must provide reasonable and
documented monitering and audft trails that substantiate the type of training
need associated with the participant.

9. Verify whether or nol the potential trainee has received a previous OJT or an [TA
in the Workforce Management System (WFMS), formerly SAMS, pricr to referring
the candidate to the business.

10. Refer qualified participants as appropriate based upon the criterfa set forth by the
business. The Service Provider should provide the business with an EFM gener-
ated job referral.




11 Ifmultiple participants are referred to the business at the same time, an EFM job
referral should he generated for each participant prior to the OJT start date, The
job referral must be for the position indicated on the OJT agreement.

12. Provide the business with a copy of the OJT Business Handbook, and a copy of
the OJT Agreement with all of the pertinent documents and attachments.

13. The OJT agreement should include;

i. An outline of training goals, parameters, competencies and expected
completion date

ii. Training period duration

lii. Wage rate of trainee(s)

v, Tralning period reimbursement schedule
v. Total wages to be paid during OJT training

4. If the tusiness has been provided with a previous CJT(s), the retention rates
should be 70% for trainees during the reporting period. The retention rate may be
calculated as outlined in the Past Performance section, Il {A) of this document.

15. Upon successful review, execute the agreement with all relevant parties {i.e,,
Service Provider, business and participant).

18. A complete copy of the executed OJT agreement and the business viability

documents should be submitted to the SFWIB Business Service Manager within
five (5} business days from the date of execution.
Mote: Business viabitity decumentation should only be submitted to the SFWIB
Business Services Manager once; therefore it does not need to accompany each
executed agreement, unless it 1s to replace expired documents or to update
informaticn.

17. Complete the steps as outlined in the QJT Training Enrollment System
Guidelines.

18. Enter a budget for the OJT in the WFMS.

19. Register the business in the appropriate State systemis) e.g., EFM.,

20. Create a voucher for each participant for the total maximum reimbursable
amount to the business. Please refer to the WFMS OJT Policy Manual,

21. Document the participant's attendance, earnings, and competencies during the
QJT period. The Service Preovider sheould ensure that the instructor and the
participant have signed and dated the competency skill certification, upon the
participant's achievement of the applicabie competency. This will allow the
Service Provider's monitor to decument the participant’s progress.

22. Monitor and Follow-up.
23. Maintenance of required documents in business and participant files,

24. Timely reimbursement to business, refer to the OJT Policy, section Vil (C} (10).
A payment schedule should be created in coordination and agreement with the
business. The schedule should be signed and presented to the company at the
time of the execution of the CJT agreement.
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25. Submission of appropriate documentation to the SFWIB for Service Provider
Reimbursement.

26. Enter the éredentiaé{s) obtained in the participant’s file and into the electronic
system(s} required by the applicabie funding stream.

27. Enter a placementinto the apprepriate electronic system(s). Employment should
be entered into the applicable electronic system(s) after completion of the OJT
for WIOA, SNAP, and TANF participants. Wagner Peyser participant's placements
are entered at the time of hire.

Hi. PAST PERPORMANCE REVIEW ‘ .
The business should provide the participant(s) with continued long-term empicyment with wages,

benefits, and working conditions that are equal to those provided to regular employees who have
worked a simitar length of time and are doing the same type of work.

The retention period'is based on the period of time subsidized under the OJT agreement but not less
than a minimum of 30 days. The business should not reduce the wages or sataries of the participant
hired during or after the agreement as long as the participant performs satisfactorily and the
business remains viable,

If a business fails to retain a participant, the Center Director should complete a “Past Performance
Review” and submit it to the SFWIB Business Services Manager prior to negotiating additional OJT
agreements with the business. Past Performance Review requirements are described as follows:

if a business fails to provide a participant{s) with long-term employment, wages, benefits, and/or

working conditions egual t¢ those provided to regular employees, after the OJT has ended, the
business woutd be out of complidnce with the contract conditions. Therefore, the business may not
be eligikle for future agreements. Such businesses may be provided another epportunity to partici-
pate in QJT, if a request for reconsideration is made in writing to the SFWIB Business Services
Manager, and if the circumstances attributed to the initial failure have changed. However, a business
that continues to exhibit patterns cf failure will not ke eligible to participate in future OJT agreements.

Retention Rate

The decision as to whether to continue contracting cr placing participanis with a business after a
pattern of failure tc retain participants below the 70% ratio should be reviewed, and a determination
made timely. Exception may be made for mitigating ¢ircumstances.

Examples of mitigating circumstances include:
1. Termination with cause

2. Participant guit or resigned due to relocation, promotion or movement to a better paying
job, or & jok more convenient to the participant’s individual needs

3. Death
4. Act of God

5. Other exceptions as approved by the SFWIB Executive Director, which shalt be document-
ed in writing

Said circumstances must be documented and placed in the participant’s file pricr to making a referral
to the employer.

Calcuiation

Prior to making additional placements, the number of CJT participants retained by a business for the
specified period, the retention rate should he calculated using the following formula:
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Divide the number of employees who left during a period by the total number of employees remain-
ing at the end of a period to obtain the percentage.

mp 2
Period of Time: Fourth Quarter 24—-4=20
Total Employees at Beginning of @4: 24 20/ 24=83
Total Employees Terminated in Q4 4 .83 x 100 =83%

In the example, the retention rate would be 83%, therefore, additicnal agreements may be written
based on this percentage.

Findings
To determine a pattern of failure, the following must be examined:
a) Number of individuals whe participated in training programs;

b) Number of participants who completed training and continued employment with the
business;

¢) Length of time participants were employed after training,
d} Average length of employment for other “new hires” in similar occupations;
@) Average hourly wage of participants after training; and

fy Average hourly wage of other individuals (similarly employed) following a length of time
equal 1o the training received by the participants.

The comparison of participants with regular employees should provide enough infarmation to
determine the business’ success cr failure with QJT training agreements. Should these findings
indicate a pattern of failure; the business will be asked to provide a narrative explanation that may
justify a lower retention rate for participants, as compared to reguiar employees. For example, par-
ticipants may have quit voluntarily; may have been terminated for cause; or unforeseeable changes
in business conditions may have occurrad, '

IV, TRAINING PLAN {Development and Implementation)

After determination of the occupation in which the participant will be trained, an QJT training plan
should be developed. This plan will be a formal and written program of the siructured job training
that will provide participants with an orderly combination. of instructions in work maturity skills,
general employment competencies, and occupationslly specific skills that will enatle the participant
to work toward self-sufficiency. Service Providers can use the Occupational Information Netwerk
(O*NET) and/or a business’ job description as a basis to begin listing skills or tasks. Keep each skill
description concise and comprehensive and make certain the participant's tasks are measurable and
observable,

Training plans are to be discussed with and explained to participants, so they know what to expect
when they are on the job. They should alsc be told about the wages they will receive.

The Training Plan must include:

1. Trainee information - name and contact information of participant and Social Security
Number, '

2. Business information — name and contact information.

3. OJT information — start and end dates, wage rate, schedule of competencies cempletion
and reimbursement rates,
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4. Occupational information ~ job title and description, O*NET code, and number of hours
per week,

5. Job skills — skills necessary to perform the job and the participant’s skill level for each of
these skills. '

6. Training information - list of specific skills or tasks the employer agrees to provide to the
participant, estimated training hours for each skill, and acknowledgement of skili obtained.

7. Signatures - of participant and date, of business and date, and of Service Provider and
date.

In determining the appropriate length of the agreement, consideration should be given to the skill
requirements of the occupation, the academic and occupational skill level of the participant, prior
work experience, level of difficulty, and the participant’s {EP. The level of difficulty is determined from
an assessment of the job description.

Training as outlined below may not be included as part of the OJT:
1. Orientation that the business provides to all new hires.

2. Joh-specific skill training typically provided to all new hires {e.g., Bank Tellers, Sales
Associates, etc)

3. Training on proprietary equipment, scftware or processes that would have to be provided
to any new or promoted employee,

4. Training for skills the participant already has or hes demonstrated proficiency in as
evidenced by the participant’s job or educaticnal history.

5. Jobs paying only a commission or piece rate, or jobs where the base salary, excluding
commission is kelow minimum wage.

6. Jobs with no entry qualifications {e.q., fast food employment, grocery bagging} unless it is
for a person with disabilities who would not be selected without the extraordinary training.

7. Jobs with a business or industries which are seasonal.

The training plan becomes the work statement of the agreement and is followed as a guide when
delivering training. The training plan is also useful for determining whether the services agreed to are
delivered. Once skills have been identified and a method for measuring them has been established,
the participant’'s progress can be measured.

V. TRAIMING PERIOD
The length of the training agreement is limited to the period of time required for a participant to
become acclimated to the basic work activities in the new occupation. The training period is rarely an
adequate amount of time for full job proficiency, but it should be sufficient to demonstrate compe-
tence and compatibility to the occupation. Consideration of the following factors should be used in
establishing the length of training:

- The skills and knowledge requirement of the occupation

« The academic and occupational skill ievel of the participant
« The participant’s prior work experience

« The patticipant’s Employment/Training Plan

. The Specific Vocational Preparation (SVP) level for the chosen occupation
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Specific Vocational Preparation (SVP)
The Specific Vocational Preparation (SVP)is a component of Worker Characteristics information found

in the Dictionary of Qccupaticnal Titles (U.S. Department of Labor (USDOL}, 1991). The SVP estimate
is the amount of lapsed time reguired by a typical worker 1o learn the techniques, acquire the
information, and develep the skills needed for average performance in a job—worker situation - as itis
described within the standard occupational coding structure. This coding structure is commonly
referred to as SOC coding or SOC codes. Occupational preparation includes time spent in training
programs, academic training, and related work experience. It does not include the orientation time
required of a fully qualified worker to become accustomed to the special conditions of any new job.

Below is an explanation of the varlous SVP levels regarding the length of training”.
Level Time
1 Short demonstration only
Anything beyond short demonstration up te and including 1 month
Cver 1 month up to and including 3 months
Cver 3 months up to and including © months
Cver & months up to and including 1 year
Over 1year up to and including 2 years
Over 2 years up to and incluging 4 years
Over 4 years up to and including 10 years
9 Over 10 years

W ~Noum N

Mate: The levels of this scale are mutually exclusive and do not overlap.

The chart provided below can be used to determine the appropriate amount of time for an OJT
agreement(s):

Onea Month or less (up to 160 hours) *

3 One to Three Months (181 to 480 hours)
4 Qver Three Menths up te and including Six Months (481 to 1,040 hours}
5or> Qver Six Months (1,041 hours or more) requires documented justification

and written approval frem the SFWIB Executive Director

Mote: Occupations with SVP levels 1 or 2 may not appropriate for WIOA funded QJT, unless special
circumstances are outlined in the OJT Agreement {reference QJT Policy Saction Xl (4}, Prohibitions).
Occupations with SVP lavels 1or 2 are never appropriate for TAA funded OJT,

Job Zones

The Occupational Information Network {O"NET) Job Zone is a group of occupations that are similar in:
« The education requirements individuals need to perform the work,
« The amount of related experience individuals need to perform the work, and
+ The amount of on-the-job training individual's need to perform the work.

This tool may be of assistance when working with a company to determine the appropriate SVP Lavel
for an agreement.
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The five O*NET Job Zones are:

« Job Zone 1 - occupations that need little or ne preparation

+ Job Zone 2 - occupations that need some preparation

s Job Zone 3 - occupations that need medium preparation

« Job Zone 4 - occupations that need considerable preparation

« Job Zone 5 - occupations that need extensivépreparaﬂon

Although the O*NET has five Job zones, only three should be utilized as a guide and have been
modified for purposes applicable to this region. The three zones (¢ be used are as follows:

Job Zone One {1): Little or No Preparation Needed

. Education - Some of these occupaiions may reguire a high school diploma or GED
certificate.

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

» Job Training - Employees in these occupations need anywhere from a week to a month of
training. Usually, an experienced worker could show you how to do the job.

- Job Zone Examples -These occupations involve fellowing Instructions and helping others,
Examples include taxi drivers, amusement and recreation attendants, counter and rental
clerks, construction labarers, continuous mining machine operators, and waiters/
waitresses,

« SVP Range (Below 3.0)

Job Zone Two (2): Some Freparation 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 benetit from experience working directly with
the public,

. Job Training - Employees in these occupations need anywhere from over @ month up to
six months of working with experlenced employeels). A recognized apprenticeship pre-
gram may be associated with these occupations.

« Job Zone Examples - These occupations often inveolve using your knowledge and skills to
help others, Examples include sheet metal workers, customer service representatives,
chysical therapist aides, salespersons {retail), and teilers.

« SVP Range (3.0t04.0}

Job Zone Three {3): Medium Preparation Needed
. Education - Most cccupations in this zone require training in vocational schools, refated
on-the-job experience, or an associate’s dedree.

Related Experience - Previous work-related skill, knowledge, or experience is required
for these occupations. For example, an electriclan 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.
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« Job Training - Employees in these occupations usually need considerable fraining
involving both on-the-job experience and informa! training with experienced workers. A
recognized apprenticeship program may be associated with these occupations.

» Job Zone Examples - These occupaticns usually involve using communication and orga-
nizational skills to coordinate, supervise, manage, or train others to accomplish goals.
Examples include food service managers, electricians, agricultural technicians, iegal
secretartes, interviewers, and insurance sales agents.

« SVP Range (5.0 orabove)

The Service Provider should ensure any training requiring above zone three be justifiable and in line with
the participant’s caresr goals, leading to self-sufficiency.

Vi. AGREEMENT
An orientation should be completed with each business and/or business representative to discuss
the agreement provisions and training plans. The agreement process sets the ground-rules for OJT
with a business, and helps 1o ensure there Is mutual understaiing of what is expected of the business
and the Service Provider.

Professional Employment Organization (PEO} or Staffing Agency

As per State guidance, an OJT agreeament(s) may be entered into with businesses that use s Profes-
sional Employment Organization {PEO) or staffing agency when WIOA formula funds are being
utilized. Therefore, businesses utilizing a PEO/staffing agency should not be excluded from providing
OJT opportunities. for aligible WIOA participants as long as the entity agrees to meet the necessary
reguirements for the OJT.

In the State of Florida, the PEQ/ staffing agency is considered the “employer of record” and the

business the “worksite employer”; therefore, both entities are considered co-employers. The SFWIB
recommends the QJT agreement be entered into by both, the business and the PEC/staffing agency.
The agreement should clearly define the roles and responsibilities of both the business and the PEO/
staffing agency,; including the entity that is respensibie for documenting the number of hours
worked, the competencies, and the amount of wages paid to the participant. The agreement would
also identify which entity will receive reimbursement for the training provided by the business,

The agreement should be executed between:

« The Service Provider

» The Business {worksite employer} who is responsible for tfraining the participant and is
ultimately responsible for making the decislon to hire and retain that participant at the
conclusion of the successful CJT.

« The PEOQ/staffing agency (employer of record) that is providing the services to the
business.

+ The participant

However, if the PEQ/staffing agency is not willing or chooses not to be a party to an OJT agreement
with one of the businesses they serve, the roles of the entities involved should be documented. At
present, there is no standard decument, form, or letter format to record the responsibilities and
obligations of a PEQ/staffing agency. In such cases, it is impertant to identify and detaii the role with
%espect to the OJT agreement even if the PEO/staffing agency is not a party ¢ said agreement.
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The document or letter must be signed by appropriate signatory for the company and should clearly
identify the role and responsibilities of both the “worksite employer” and the “employer of record,”
including but not limited to:

+ Who is responsible for providing the documentation of the number of hours workead.
« The wage rate(s) paid.

Wheo will receive reimbursement for the allowable percentage of those wages paid by the
WIOA funded training being provided by the business.

Applicable waivers that allow reimbursement on a sliding scale would be determined by the number
of employees at the company’s local operation where the OJT placements will be made, regardless
of whether the business uses g PEQO or staffing agency. The business and PEO/ staffing agency must
agree io meet these reguirements, as well as the provisions of the OJT agreement in writing prior‘to
exaecution,

The document cutlining the intent to meet said responsibilities and obligaticns should be placed in
the participant’s flle. A copy should also be included with the executed copy of OJT agreements when
submitted to SFWIB Business Services.

Mote: The use of NEG funds are prohibited when the business uses a PEC or staffing agency.

Registered Apprenticeship

According to the U.S. Department of Labor, a registered apprenticeship is & structured way for
companias to support career development for their employees. With a registered apprenticeship
program at a company, workers know in advance the blend of classroem instruction and on-the-job
training they will need to successfully complete to enter designated jobs or gain promotions. It has
been documented by various companies that registered apprenticeship has assisted them to
increase recruitment and retention, as well as a reduction in their overall training costs.

OJT contracts may be written with registered apprenticeship programs or participating employers in
registered apprenticeship programs for the on-the-job training portion of the program. Depending on
the length of the registered apprenticeship, OJT funds may cover some or all of the registered
apprenticeship training.

Whether the participant is employed or unemployed at the time of participation, the OJT must be
conducted within the following parameters of a regular OJT where:

1. The training is pravided by an employer to a participant.
2. The participant is engaged in productive work in a jeb for which he or she is pald during
the course of the training. :

3. The training provides the knowledge or skills essential to the full and adequate perfor-
mance of the job.

4. 1s limited ih duration to the time necessary for a participant to baecome proficient in the
occupation for which they are receiving the OJT training.

The Service Provider must take into account skill requirements of the occupation, the academic and
occupaticnal skill level of the participant, prior work experience, and the participant’s individual employ-
ment plan when determining the length of any contract.

Individual Training Account {ITA) and Work Based Training

An OJT agreement may also be written for a participant that has previously received an (ITA), Paid Work
Experience {PWE)} and/or Empleyed Worker Training (EWT). Any training combination thergof must be
within the same industry and/or career path.
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Contract Naming Convention

The Service Provider should utilize the naming convention as outlined below to identify each agreement,
The OJT agreement number must be unigue and consecutive. The number should be generated in the
following manner; ‘

1. Complete Agreement Number = OJT-"PY"-“center location code"-"##”
2. Program Year {PY)} = YIY1Y2Y2 (e.g. 1213, 1314, or 1415}

3. Center I‘.ocatibns‘and corresponding Codes =

Carol City cC
City of Miami L -COM
Ediscn Courts ECR
Hisleah Downtown | HD-
Homestead HOM
Key Largo KL
Key West KW
Little Havana LH
Miami Beach MB
Northside NS
Norih Miami Beach NMB
Opa-Locka L OPL
Perrine PR
South Miami - SM
Transition TOS
West Dade wD

4, “#4#7 = two digits should be used in sequence when numbering each agreement during a
specific program year {e.g. 01, 02, 10, 11). The sequence should start over at 01 at the
beginning of each new program year.

Examples of the final agreement number:
A CJT-12213-CC-O
8. CJT-1314-WD-12
C. OJT - 1415 — NS -~ 0%

Carry Over Agreements

in cases where agreements are carryovers from the previous program year, the Service Provider
should utilize the aforementionad system but with the addition of the new program year and Across
Program Year {APY} to the carry over. This will'assist in denoting the agreement crosses two program
years. :
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The number must be linked to the originaling program year's agreement. The Service Provider should |
utilize the naming convention as outlined above, with a few exceptions, to Identlfy each carryover
The number should be generated in the following manner:

1. Complete Agreement Number = OJT- * “New PY"-“center iocation code”"##" “"APY"
2. New Carryover PY = YIY1Y2Y2 [e.g. 1213, 1314, or 1415)
2. Center Locations and corresponding Codes (see iist of codes above)

4, “H#T = two digits should be used in sequence when numbering each agreement during a
specific program year {e.g. 01, 02, 10, 1. The seguence should start over at 01 at the
beginning of each new program year (see aforementioned examples),

Examples of the final number for a carryover agreement:
A. OJT = *1314 - CC - 01 APY
B. GJT —*1415 - WD - 12 APY
C. OJT - "516 — NS — 09 APY

Compensation

Reimbursement for wages under an QJT agreement is based on the hourly wage rate and applica-
ble percentage rate for competencies/skills obtained as cutlined in the training and In accordance
with SFWIB Palicies and Procedures. OJT payments to employers are deemed to be compensation
for the extraordinary costs associated with training participants, and the costs associated with the
lower productivity of the participants. Employers may be reimbursed up to 75 percent of the wage
rate of an OJT participant for the extracrdinary costs of praviding the training and additional
supervision refated to the CJT (reference SFWIB OJT Policy, Section VIIE{C] (2). Employers are not
required to document such extraordinary costs.

An OJT may be provided t¢ individuals 18 years and over with WIOA Adult funds; priority must be
given to low-income individuals when funds are [imited. WIOA Dislocated funds may be used to
provide OJT for dislocated workers.

Prohibitions
OJT agreements are considered inappropriate and should not be written under the following
circumstances:

1. Training in occupations with high turnover,

2. The source of income is solely from tigs, commissions, or piecework. At least minimum
wage must be the base wage in order to enter into an agreement under said conditions,

3. Agreements may not be written with any business which results in the dislocation of an
employee. This Includes partial displacement such as reduction in hours of non-overtime
work, wages or employment benefits,

4. OJT agreements should not be executed within 35 days of termination of the Workforce
Services contract end date. -

5. QJT agreements should not be submitted to the SFWIB Business Services within 30 days
of termination of the Workforce Services contract end date.

6. QJT agreements should not he submitted within 30 days of the end of the Program Year
{PY) end date unless funding permits, as in the instance of “carry over” funds.

7. Placement of a participant into a position from which an individual has been laid off within
the past sixty {(60) days.
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8. To train individuals in occupations where the participant works solely from home.
9. The business does not have a bricks and mortar location and is a home-based business.
For additional details, reference QJT Policy section Xl, Prohibitions.

Vi Workforce Management System {WFMS) Enroliment and Vouchering
Upon execution of the QJT agreement, the Service Provider should follow the steps below 1o enter
the project inte the WFMS system for purposes of enroliment and vouchering:

1. Register the participant.

2. Enroll the participant in the OJT prégram with the appropriate details for the company.
The information relevant to the company should be added at this stage with the applica-
ble program detalis (e.g., wage rate, total project amount, hours, SVP).

Mote: A voucher cannot be issued until this step has been completed.

3. Issue voucher for reimbursable services

Wil Monitoring and Fellow-up {Pre and Post Reviews)

" The purpose of oversight and menitoring is to ensure the integrity of the region’s funds, to review
performance, assess compliance with applicable laws and regulations, and identify successful meth-
ods and practices that serve to enhance the region as a whaole through continuous 'improvernent.

- Monitoring should include the review of the participant's training and. corresponding business
payrall records. On-site monitoring of CJT businesses should be conducted to verify compliance
with terms of the agreement, to ensure validity and propriety of the reimbursement amounts, Cn-site
menitoring of participant{s) far program compliance should also be conducted.
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The meonitoring process should be accomplished through a combination of desk and on-site reviews.
Desk reviews are used for collecting and ‘analyzing information and to support on-site reviews/
monitoring. Desk reviews analyze existing data such as required monthly financial reports, vouchers,
agreements, budgets, WFMS data, and pricr audits and monitering reports. Service Previder should
gather available, up-to-date, written policies, procadures or.other guidance governing the funding,
programs and agreements under review. The desk reviews may Iinclude telephene and/or e-mail
contacts with the entity under review, or other entities that may have relevant information that may
impact the desk review. The reviewer should be prepared to provide on-site technical assistance as
a result of issues discovered during the desk review process.

On-site reviews are a fundamental compenent of monitoring and employment data collecticn tech-
nigues, using formal monitoring guides. The on-site review allows.for the verification of items
contained in the agreement or which ware identified in the desk review. Additional on-site reviews
may also be conducted on an as-needed basis, should issues arise that require immediate attention,
The monitor will be prepared to provide on-site technical assistance during the on-site review.

P SITE VISIT & FOLLOW.UP
The husiness site visit is an opportunity for the Service Provider to provide technical assistance, if
necessary, and to ensure the participant’s training is pregressing as anticipated. The Service Provider
should visit the participant at the business location at least once during the first five days of emgloy-
ment, and again at mid-point or as often as reguired by the applicable funding stream. Observations
of each visit should be documented and placed in the participant’s file using the Monitering Work-
sheet form.

In addition to the on-site visit{s}, regular centact with the participant and the business is expected and
should be documented in the participant’s file, At a minirum, this type of contact will ocecur monthiy
by telephone or e-mall.

Site visits and follow-up contacts should focus on the following:

1. Training is occurring as outlined in the Training Cutline & Competency Certifications
section of the agreement;

2. The business is abiding by the terms and provisions of the agreement; and

3. Concemns or problems that might jeopardize the participant’s successiul compileticn
of training are Identified and resolved,

Business site visa’ts should be scheduied and coordinated to minimize any possible disruption to the
operation of the business.

W COMPENSATION AND REIMBURSEMENT

Reimbursement Process for Business

The business reguest for payment should be submitted after the participant is paid all wages due and
competencies have been met for the training period. Hours (even if paid) for fliness, holidays, plant
downtime or other events in which no work occurred, should not be considered part of the training
period.

The Service Provider will reimburse the business as outiined in the QJT Policy; Section VIIL (C) (1-8).
Reimbursement should coincide with the business pay period. Once the documentation is received
and verified, the Service Provider may process reimbursement to the business.

The business should compile records of attendance, paid earnings, and competency certification
records. The business should then create an invoice based on these documents and submit the
original documents to the Service Provider for reimbursement. The final invoice should be submitted
no later than thirty {30) days after the completion of the total hours covered by the agreement, or no
later than thirty {30) days after the end date of the agreement.
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Muate: The Service Provider is the solely responsible for payment to the business with whom the
SFWIB funded agreement was executed in accordance with federal and state laws, and SFWIB
Pclicies and Procedures.

Reimbursement Process for Service Provider

After the Service Provider receives the cancelied check from the business, a reimbursement package
for SFWIB may be prepared. The reimbursement package shall include the following decumentation:

-1, Cancelled check (front and back).
2, WFMS generated invoice executed with the two required signatures

3. Original voucher signed by the Service Provider Career Advisor, Werksite Superviser and
participant.

Once proper documentation has been received by SFWIB Finance, it will review the reimbursement
package and process payment to the Service Provider, Iif appropriate,

Mote: In cases where a discrepancy is found with alt or part of the documents within the reimburse-
ment package, the affected voucher{s) will be excluded. The Support Services Unit will generate and
process a revised invoice. A system generated email will be sent, notifying the Service Provider of the
discrepancy with appropriate detaiis of the excluded item(s).

Xi. REGUIRED DOCUMENTS

To encourage the use of GJT by businesses and participants, it is crifical that the Service Providers
keep paperwork to a minimum. However, there are several documents required to effectively imple-
ment an OJT.

1. Business File
The following decumentation (at a minimum) should be maintained in the business’ files:
a) Cony of executed QJT agreement.

b) Any previous QJT agreements — if previous agreements exist, determine the
retention rate.

c) WARN notices — to determine if the business is hiring a position that has been
displaced.

d) Worksite visit checklist.

e) Certification of individual assurances and certifications.
f} Copies of invoices submitted.

g) Evidence of Workers’ Compensation Insurance.

h) Business/occupation License — to verify that the business is legally able to
operate in the State of Florida.

iy Any additional documentation as outlined in the OJT Policy and required
by the funding stream.

2. Participant File

The following documentaiion (&t @ minimum) should be maintained in the participants’ files;
a) Assessment,
b) Eligibility requirements.

¢) Referral to OJT employer and position.
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d} Copy of thé executed OJT Agreement.

e}_ Signed Time Sheets.

f) Status of competencies attained and/er credentials,

g) Signed acknowledgement of the SFWIB Grievance Policy,

h} Documented worksite visit follow-ups completed by the Career Advisor. The
inttial follow-up should he completed during the first week of the QJT,

i} Subsequent worksite visits shall be conducted on a regular basis and
must be scheduled and coordinated with the business to minimize
disruptions to the operations of the company.

) Employment verification form

Al EXCEPTIONS

Exceptions to the technical assistance manual, or any part thereof, must be approved in writing by the
SFWIB Executive Director.
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- CareerSource
SOUTH FLORIDA

This agreement Is entered Into by the Business and Service Provider below to provide On-the-Job Training (OJT). Either party may
terminate this Agreement for convenience by glving the other notice thirty (30)-days prior to the effective date of termination as out-
lined in the provisions set forth in the attached documents. The termination must be agreed to in writing by all parties and signed
by an authorized agent of the terminating party. Furthermore, this agreement is not binding until executed by all three parties:
Business, Service Provider, and Trainee.

Agreament Number: Agreement Number:

Funding Source:

i

Funding Source

Name: Name:

Address: Address:

City: ! Zlp: City: ‘ Zip
FEI/EIN Number: Contact Person:

NACIS Code: . Title:

Authorized Rep: Title: Telephone: | Fax:
Telephone: Fax: B E-mait:

E-mail

Name: Title:

SSN: ONET-S0OC Code SVP Level
Incumbent?: dYes [No [SVP 2 = up to — 160 hours) (SVP 4 = 481 — 1,040 hours)
“*Requires Approval
(SVP 3= 181~ 480 hours) (SVP 5-8 = 1,041 hours/
6 months cor morea)
**Requires Approval

Address: - . . i : Name:

City: ‘ Zlp: Title:

Telephone Number:

R RSEMEN

Reimbursement for wages under this agreement shall be based on the hourly wage and percent of reimbursement listed below for the
competencles/skills indicated in the Tralning Outline & Certification on page two of this agreement and in accordance with the OJT
Palicy, Procedures, Business Handbook, and the payment method detailed in Attachment A. Submission of the original, signed and
dated competency certifications, an invoice, and authorized payroll records supporting the inveice, are reguired for refmbursement.

Total Number of Heourly Wage Rate
Training Hours

Total Maximum
Reimbursement
fd=a*b*c]

Hourly Wage Rate
at Completion

Min { Min=161)
(Max 1,040}

No less than OJT rate :

IS
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A. Does a collective bargaining agreement cover the operation offering

employment and training? CYes CINo
B. I Yes, have you notified the appropriate collective bargaining representative as to the
On-The-Job Training Program and the rates of pay asscctated herein? Cles LIne
C. if Yes, have you received any notice of non-conelirrence frem the appropriate
collective bargaining representative? Lves [INe
NE & COI ATION
Competencies/Skills to be acqulred through OJT Label Approximate percent of time required to
the last competency/skill to beattained “FINAL". attain Comp/Skill (Must total 100%)

%

ES

| understand and shall abide by this tralning agreement and all provisions of ils [ | certlfy that the participant to be trained under this agreement has been recruited by
attachments. The undersighed, as the duly authorized representative of the Business, | this office

has authority to commlt the Business to this agreement, | certify that efther | or & | in compliance with SFWIB OJT Policy and Procedures: and, that nepotlsm has been
representative of thls company shall provide On-the-Job Training in the manner | discussed with both the tralnee and the business and are absent from the activities
described in the Tralning Qutline for the time period specified in this agreement. | | covered by this agreemant.

also certify that nepotism has been discussed with me by the Sendce Provider and s
absent from the aclivities covered by this agrasment. | further certify that employses
trained under this agreement will be covered by worker's compensation insurance as
is consistent with Chapter 440 of the State of Florida Statutes.

"*The appropriate signatory for the business shall be either the owner where the
business is incorporated; a partner where the buslness 1s a partnership, or an Signamre:
offlcer If the business (s a corporation. |f company designate signatories otherthan thelr
officers, In such instances, wrilten authority transferring signatory responsibilities must

be obtained and submitted with contract, Date:

) Name:
Signature:
Date: Title:
Name: Title:
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Below are the documents to be given
at time of agreement

A Competancies and Certifications
8. Business Qualification Checklist
¢ Business Handbook

D. Assurances & Certlfications

! hereby certify that | do not possess the skills to be acquired through this agreement;
nor have 1 worked for this or ancther emplayer perferming functions similar to those to
be taught; and that the Service Provider has discussed nepotism and it is absent from
the activities covered by this agresment.

Signature;

Date:

Name:

Title:
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Competency Certifications and Payment Method

B o
Reimburseny

CareerSource
SOUTH FLORIDA

2 % 3
3 % $
4 % $
5 % $
G % $
7 9% $
8 % $
9 % $
10 % $
# % $
12 % ! $
13 % %
14 % $
15 %, %
16 % 3
17 % $

Totals % $

Instructions: To determine payment due to the Business enter in cells (6 through 19)
actual ©JT hours achleved for each Comp/Skill,

Note: *  Actual OJT hours may not exceed total projected QJT howrs In agreement.

= Actual OJT payment due may not exceed total employer relmbursemeant

OIT/TAMANUAL 3B
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0OJT. BUSINESS QUALIFICATION REQUIREMENTS

Business Name:

Business Address:

is the business [ocated in the State
of Florida?

Date husiness established: / /

Business holds valid license to operate in

Tax Receipt/Occupaticnal/Corporate License

Miami-Dade and/or Monroe County? Expiration Date: / /
Business maintains Workers Compensation Effective Dates: / / to
Insurance (if applicable) / /

Actlve business as verified by the Florida
Department of State Division of Carporations
{www.sunbiz.com)

Number of Current Employees:

Has the business relocated within the Jast
120 days and dislocated any employee from
the previous community?

If answer is ves to gquestion 5, business may he disqualified
for OJT.

Has the participant ever worked for this
company?

if answer is yes to question &, business wili be disqualified
for OJT

“What Is the frequenicy of the payroli?
{Please check the appropriate response)”

Weekly ]
Bi-Weekly O
Monthly ]

aderal and 8 Bt

Signature of Business Representative

Name of Business Representative
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Business Name: FEID#:
Trainee Name: SSN:

JOB TITLE HOURLY WAGE
Current:

Post Training:

STATEMENT OF TRAINING QUALIFICATION

Please check the {one) reason that the employee named above gualifies for training:

Self-Sufficiency: Employee and his family (if applicable) do not meet the
CareerSource South Florida definition of Self-Sufficiency.
[ Job Retention: Employee cannot retain employment without further

fraining or services.

Describe the employee’s aptitude and interest for training:

Mats: This form is only applicable with employed -worker QJT agreement

Authorized Business Representative Title

Signature ) Date
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The time sheet documenting the humber of hours warked Is maintained at the employer's place of business. Any kind of time keeping system
is acceptable, as long as it verlfies the hours submittad for reimbursement on the monthly involce,

BUSINESS NAME TRAINEE NAME
TRAINING LOCATION ’ : TRAIMEE S5#
HOURS WORKED BY CALENDAR DAY MONTH TOTAL HOURS

HOURS WGRKED BY CALENDAR DAY MONTH TOTAL HOURS

HOURS WORKED BY CALENDAR DAY MONTH - TCTAL HOURS

HOWURS WORKED BY CALENDAR DAY MONTH TOTAL HOURS

Total OJT Hours:

| hereby certify that this time sheet is a true statement of the 1l me worked by the above trainee and that he/she was compensated at the
rate shown on the training agreement (Statements are subject to audit).

Name of Business Representative Business' Signature Date

Traines Name TraineeSignature Date
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Invoice for OJT Training (OJT) Wage Reimbursement

Husiness

Employee i : i ‘ SS# OJT AGREEMENT NO:

$

$

$

$

$

$

$

$

$

$

Total Amount | $

Applicable wage reimbursement %

Total reimbursement request | $

| certify that the above information is true and correct | certify that | have verlfied the above information against time sheets
. provided by the employer that this reguest agrees with the
applicable QJT cantract(s) ;

Signature of Business Repr@sehtat'\ve ’ “ Signature of Service Provider Representative
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Service Provider Name;

Contract Number; Date of Review:

Business Name Worksite Address:

Participant Name:

QJT Begin Date: Vo000 Soclal Security Number:
OJT Approximate End Date; VOO0

No. Yes No Comments/Other

Number of Training hours completed

Do Time Sheets Match # of training hours completed?

Training hours completed as per contract

Hourly wages paid as per contract

Do Paystubs match the negotiated pay rate?
Is the required 7.65% FICA correctiy-withhald?

Was the frequency of payroll varifed?.

No. Yes No Comments/Other

—_

Number of Competencies In tha Training Cutline

Number of Competencies Achieved

W N

Trainee monthly evaluation completed

I

Participant indicated during interview that training
was received as shown above.

“Yes No Comments/Other

1| Was the empleyee retained for employment upon
completlon-of training, if no skip to guestion #6

2 | What is the name of the position in which the
participant was hired?

|s the position a promotion?

Is the employment fulltime

What is the hourly wage

DI W

Does the hourly wage represent an increase In pay
compared to the OJT wage?

~I

What is the amount of increase In hourly wage?

Date.of termination

Reason for termination

Signature:

Typed Name: Title:
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CareorSource

@SOUTH FLORIDA

Tralnee Name:

Trairing Location:

Trainee SS#:

the trainee are required in acknowledgment,

&

1. Acceptance of respansibility (follows direction;).

The Service Provider is responsible for ansuring that each tralnee learns as much, and performs. as well as possible, while on the Job. In
order to accomplish thls goal most effectively, the Service Provider needs to know how the trainee Is progressing. Please complete this
{ form as accurately as possible so that any problems that may arise can be solved immediately. The signature of both the superviser and

2. Displays initiative in his or her work,

3. Tact, courtesy, cooperation, relationship with others.

4. Degree of accuracy {thorough and efficient).

5. Promptness in reporting to work.

5. Regularity in reporting to work.

7. Personatl greoming.(Proper appearance and dress for
work situation)

8. Good judgment.(Makes appropriate declsions)

9.Job knowledge (Skills used on the job)

Supervisor Name:

Tralnee Name:

Supervisor Signature:

Trainee Signature:

Date:

Date:
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APPENDIX A

On-the-Job Training {QJT) Checklist

Date:
Section 1: Business Information
Complete the following information.
LEGAL BUSINESS NAME; \ FENE
FORMER NAME(S) UNDER WHICH EMPLOYER CONDUCTED BUSINESS:
CONTACT PERSON: | TITLE:
BUSINESS ADDRESS:
CITY: STATE: ZIP:
TELEPHONE: EMAIL: FAX:

TYPE OF ORGANIZATION:

INDIVIDUAL [] PARTNERSHIP[] LIMITED LIABILITY CORPORATION{ ] FOR PROFIT[]

BUSINESS NAICS CODE: % # OF CURRENT EMPLOYEES: YEARS IN EXISTENCE:
IS THE BUSINESS BEING SOLD OR MERGING WITH ANCTHER BUSINESS? Yes[] Nol]

Section 2: Business Review (Pre-Award)
1) WARN notices have previously been filed. ' Yes [ | No[] N/AL]

2) The Buslness has not exhibited a pattern of failing to provide OJT participants Yes[] No[]
with continued long-term employment,

3) Business located in the State of Florida. Yes{™] No [T}

4) Business holds valid business licensed to operate. Yes[ ] No[]

Section 3: Federal Criteria (Pre-Award)

B) Business verifies WHOA funds will not be used to relocate operations In whole orin part. Yes[] No[]
6) Business has operated. at current location for at Jeast 120 days. Yes[] No ]
a. If less than 120 days and the business relocated from another area in Yes{ ] No[7]

the U.S. were employees laid off at the previous location as a result of

the relocation?

71 Business commits to providing long-term employment for successful OJT Yes[ ] No[]
Trainges. The name and title of the authorized company representative
confirming the response to this question should be provided.

Name: Thle:
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8) OJT funds will not be used to directly or indirectly assist, promote or deter
urnicn organizing.

9 The OJT will not result in the full or partial displacement of employed workers.

i0yParticipant's wages to be paid are at least equal to:

a) The Federal, state or local minimum wage (Fair Labor Standards Act).
by Other employses in the same occupation with similar experience.

11} Participant wilt be provided the same workers' compensation, health insurance,
unemployment insurance, retirement benefits, etc. as regutar, non-OJT
employees.

a. Worker's Compensation Business:

b. Account &

c. Effective Dates: : 1o

12) The business will camply with the non-discrimination and equal apportunity
provisions of the Worlkdorce Innovation and Opportunity Act and its regulations.
Section 4: Training Plan Development and Implementation (Pre-Award)

13) The Business’ Training Plan is complete.
(Check “Yes” to this statement oniy if all of the following three responses are “Yes.”}

a. The plan outlines all the specific skill requirements for the OJT occupation.
b. The plan addresses the trainee’s assessed skills gap(s) for the OJT occupation.

c. Upon successful completion of the plan, the trainee will be able to meet all
requirements of the job.

14) The person{s) providing instruction and guidance to the particlpant is capable of
delivering instructions consistent with the business’ needs.
(Check “Yes" to this statement only if both of the foliowing responses are “Yes.”)

Each instructor(s; has:

a. Knowledge of the subject(s) to be covered and skills required.

b. The abllity to teach the required knowledge, skills and occupational
fundamentals to others.

15) The Trainee will be provided instruction that ensures s/he will understand the
underlying theories of the QJT position.
{Check “Yes” fo this statement only If both of the following responses dre “Yes.")
a. The person(s) providing instruction is well versed and'understands the
underlying theories of operation entailed in the QJT position.
b. The training outline provides for instruction in the underlying theorles of

operation entailed in the OJT position.

18) The instruciors and cther staff providing guidance and training to the OJT

participant will maintain good work habits that reflect the Business’ standards.

Agree[ | Disagree[ |

Yes[ ] No[]
Yes [] No{j
Yes[ ] No[]

Yes[ ] No[J

Yes| | No 7]

Yes (] No[]

Yes[ 1 No[]
Yes{ ] Noe[]
Yes[ ] No[]

Yes[ ] No[]

Yes [ ] No|[]
Yes[] No |

Yes{ | Nol']
Yes[ ] No[]

Yes [[] No[ ]

Yes{] No[]

OJTTAMANUAL 45




Rt

17) The instructor(s) or other staff responsible for delfivering the training in the OJT
training plan will have time {away from production and other duties) to carry
cut the training necessary for the participant to successfully complete the
competencies outlined in the agreement,

{Note: This point is of particular concern in small businesses where insiructors are

often responsibie for u significant portion of the business’ production.)

Section B: Business File Required Documents

18) Any pravious QJT agreements — if previous agreements exist, determine the retention rate,

19} WARN notices — to determine if the business is hiring for a position that has keen displaced.

20) Worksite visit checldist.

21) Certification of individual assurances and certifications.
22) Copies of invoices submitted.

23) kvidence of Workers' Compensation Insurance.

24) Copy of the executed OJT agreement,

25} Business / Occupational License — to verify that the business is legally able to
operate In the State of Florida.

Section 6: Participant File Required Documents

26) Assessment.

27} Eligibility requirements.

28} Signed timesheets.

29) Status of cempetencies attained and/or credentials.

30) Participant issued referral to OJT employer for position on agreement.
31 Copy of the QJT executed agreement,

32) Worksite follow-up visits.

33) Acknowledgerment of the Signed SFWIB Grievance Policy.

34) Documented worksite folIoW—up visits completed by the Career Advisor. The

initial foliow-up should be completed during the first week of the OJT.

35) Employment verification form,

Section 7: Reimbursement Documents
36) Cancelled Check.
37) QOriginal WFMS generated inveice executed with the two required signatures.

38} Qriginal voucher signed by the Case Manager, Supervisor and participant,

46 OJT/TA MANUAL

Yes|[ ] No[]

Yes ] No[]
Yes ] No[]
Yes [] No[]
Yes [} No[]
Yes [] Ne[]
Yes[ ] No[]
Yes ] No[]
Yes[ ] No[ ]

Yes [Tt No[]
Yes [} No[7]
Yes [] No[]
Yes[] No[ ]
Yes[] Nol[]
Yes [] No []
Yes ] No[]
Yes[ | No|[ ]

Yes[ ] No[]
Yas[ ] No[]

Yes[] No[ ]
Yes ] No[]
Yes[ ] No ]




Section 8: Signatures
Authorized Signatures

| hereby certify that the above information is, to the best of my knowledge, true and correct.

Business Signature: ' Date:

Type/Print Name: Title:

The outcome of this review:

Business meets all requirements of the OJT pre-award, Yes{ ] No[]
Service Provider Signature: Date:
Type/Print Name; Title:
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APPENDIX B

Company/
Contract #:

Standard Work
Week Hours:

CFEIN # | Start Date:

Agreement # Expected End Date:

Address: City: State: Zip:

Primary

Contact: Phone: Wage Rata;

Trainee: Job Title:

Trainee
Supervisor;

Employer Qrientation -
“Non-Reimbursable” ‘
A . - ‘ ‘ . - Observation by
~ Supervision
B, Observation by
Supervision
Ratings: 1} With Supervision

2) Without Supervision
3) Mastered Skill
4y Continuing to Master Skill

1. The frainee has recelved a training outline? Yes[ ] Nol]

2. The training outline is being followed? Yes[ ] No[]
3. The hours and wages are consistent with Yes[ ] No[]
the terms of the agreement?
4. The trainee is making progress mastering - . Yés[] No [T
skills? ) : :
5 Commenss/Cancerns? o _ Yes[[] No[]
Signatures:
Tralnee Type/Print Name:
Trainee Supervisor Type/Print Name:

Service Provider OJT Coordinator  Type/Print Name:
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APPENDIX C

OJT Coordinating Resources

Outlined below is information regarding cooperative and complementary programs when providing
on-the-job training (OJT).

Registered Apprenticeship programs meet the skilled workforce needs of American industry, training
millions of qualified individuals for lifelong careers since 1937 Registered Apprenticeship helps mobilize
America’s werkforce with structured, on-the-job learning in traditional industries such as construction and
manufacturing, as well as new emerging industries such as health care, information technology, energy,
telecommunications and more,

21st Century Apprenticeship Community of Practice is an interactive platform for Registered
Apprenticeship stakeholders 1o share information, collaborate; while also providing technical assistance
through webinars, discussion boards, blogs and other oniine resources,

High Growth Job Training Initiative is a strategic effort to prepare workers to take advantage of new and
increasing job opportunities in high growth, high demand and economically vital sectors of the American
economy. Fields like healin care, information technology, and advanced manufacturing have jobs and
solid career paths left untaken due 1o a lack of people qualified to fill them. The High Growth Job
Training Initiative targets worker training and career development resources toward helping workers gain
the skiils they need to build successful careers in these and othar growing industries.

Trade Adjustment Act (TAA) program helps workers who have lost their jobs as a result of foreign trade.
The TAA program offers a variety of benefits and services to eligible workers, including job training,
income support, job search and relocation ellowances, a tax credit te help pay the costs of health insur-
ance, and a wage supplement to certain reemployed trade-affected workers 50 years of age and older.

Work Opportunity Tax Credit (WOTC) is a Federal tax creditincentive that the Congress provides to
private-sector businesses for hiring individuals from twelve target groups who have consistently faced
significant barriers to employment. The main objective of this program is to enable the targeted employ-
ees to gradually move from economic dependency into self-sufficiency as they earn a steady income
and become contributing taxpayers, while the participating empioyers are compensdted by being abile
to reduce their faderal income tax liability.

OJT/TA MANUAL 45




.

e
e

50 OUTTA MANUAL




One Community One Goal Target Industry List

APPENDIX D

The following 'target industries and niche sectors were adopted by the South Florida Workforce
Investment Board (SFWIB) in 2012, Niche sectors are listed in alphabetical crder.

Alrcraft Parts & MROC

Advertising & Marketing

Conventions, Conferences,
& Trade Fairs

Back Office Support & IT

Assembly & Manufacturing

Architecture & Engineering

Cruise Tourism

Computational Science &
Health IT

Composite Shops

Fashion/ Lifestyle

Cultural Arts

Data Centers

Flight Simulation & Training

Film, TV Production, &

High Income Digital Media
Digital Media International Tourist
Industrial Design Medical Tourism Logistics IT

Tourism IT

Mobite Applications

Simulations Technclogy

Tourtsm IT

International Banks

Agricultural Sciences

Distribution Centers

Internaticnat Insurance &
Wealth Management

Back Cffice Operations

Logistics IT

Maritime Services &
Trade Finance

Bicloglcs

Maritime Services &
Trade Finance

Mobile Applications

Computaﬁomat Sciencé
& Health [T

Perlshables

Technical Customer
Suppott & Back Cffice

Medical Davices

Value-Added
Services — Assembly
& Kitting

Venture Capital &
Private Equity

Medical Tourism

Pharmaceuticals

ABOUT ONE COMMUNITY ONE GOAL

Miami-Dade County is among the most dynamic communities in the world, The One Community One
Goal Targeted Industry Strategic Plan provides the unified vision and direction needed to translate

those visionary initlatives and many others into.long-term- economic development opportunities for all
Miami-Dade County residents. :
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On-The-Job Training (OJT)
BUSINESS HANDBOOK

We appreclate your interest in joining our team of employers who provide On-the-Job Training (OJT)
opportunities for qualified residents of Miami-Dade and Monroe Counties.

Please read the attached handbook so that you can become familiar with our program and its poten-
tial benefits to your business.

Service Provider

Employer Consuitant

Telephone Number
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On-The-Job Training {OJT)
EMPLOYER'S HANDBOGK

Purpose

The South Florida Workforce Investment Board {SFWIB) dba CareerSource South Florida has empowered
its administrative entity, to administer the following federally funded programs: Workforce Investment Act
(W1A1998)/ Workforce Innovation Act (WIA2G00), and Welfare Transition (WT). Funds for these programs
are provided to the CareerSource South Florida through the State of Florida. The purpose of these funds
to provide actlvities that will increase the employment, retention, occupational skill attainment and earnings
of participants and to improve the guality of the workforce, reduce welfare dependency, and enhance the
productivity and competitiveness of the State. These programs provide specific opportunities to Youth and
Adults who have significant barriers to employment, Dislocated Workers, and Welfare Transition participants,

Cn-the-Job training Structure

On-the-Jab Training {QJT) is one of several training designs offered through the CareerSource South Florida
systermn. Welfare Transition and WIA eligible individuals are eligible for OJT services when the assessment
determines that OJT Is the apprepriate activity. A training plan is developed for each participant and upon
completion of the training competencies the participant is offered employment with the same Insurance
coverage, working conditions, pay, and fringe benefits afforded to other employees. To offset some of the
extraordinary costs associated with the training of the individual so placed, the CareerSource South Flarida
it may reimburse the Employer an amount that does not exceed 50% of the participant's wages during the
training period.

The emnloyer should clearly explain to the participant all performance expectations at the start of the train-
ing program. If, at any time during the length of the training contract, these expectations are not being met,
the employer should notify the Service Provider employer consultant. The Employer will inform the partic-
ipant.and the Service Provider of identified areas of unsatisfactory progress or performance and will allow
reasonable time for correction or improvement. The employer shall also inform the Service Provider of any
excessive absenteeism, serious iiiness, or of the termination of a trainee for any reason within five (5) days
of the occurrence of the event.

General Provisions .
A, An authorized Service Provider employer consultant will be made available at the Employer’s request to
assist in Implementing any of the matters described herein.

B. The employer, as a condition of the acceptance of the OJT reimbursement, will provide the occupational
training and retain the trainee in a permanent, full-iime unsubsldized position directly retated to the GJT.

C. Ne officer, emp!oyee,'agent, or representative of the Employer may charge an Indivicual a fee for the
placement or referral of such individual in or to a training pregram funded under this contract or amendments
therete,

D. This program shall not result in the displacement of currently employed workers or impalr existing con-
tracts for services.
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E. No funds provided by this contract shall be used to train participants to fi éjob opening created by the
action of the Employer in laying off or terminating the employment of any person in anticipation of filling
the vacancy so created by the hiring of a Service Provider's participant,

F.  Neo OJT participant shall be hired into or remain working in any position when the same or substantially
equivalent position is vacant due 1o a hiring freeze or when any non-OJT person s on a lay-off from the
same or substantially equivalent position or when the non-0JT person has been bumped and has recall
or bumping rights to that position pursuant to the Employer's perscnnel policy or a collective bargaining
agreement. A layoff is in effect:

(1} Until the expiration of the period required by a recall list; or

{2 If no recall or re-employment right exists, for a period of one (1) year from the last layoff or until the
next employer fiscal year, whichever occurs later.

G. No WIA/WT funds for OJ7T wages will be provided to the employer as a result of its business, or any part

' thereof, relocating from outside of the Miami-Dade County/Monrce County area, where such relocation

has resulted in unemployment. Information concerning the relocation status of the business is required

by federal regulation to be documented. CJT participant wage reimbursement payments cannct be

made unless the required Information has been provided and, if relocation has occurred, that ne employ-

ees in the previous community were dislocated or that if any dislocation occurred, the employer has
been in business in the Region for a minimum of 520 days.

H. None of the funds appropriated under this contract may be used to support any religious or anti-religious
activity. Participants in the program may not be employed in the construction, operation or maintenance
of any facility that is used for religious instruction or worship.

I, Appropriate standards for health and safety in work and training situations will be maintained at all times.
The health and safety standards shall be at least as effective as that which would be required under the
Occupational Safety and Health Act 0f 1979 {29 U.S.C. 651 et seq.). The Employer further agrees to keep
records of participant injuries and illnesses in accordance with the provision of Part 1204 of Title 29 of
the Code of Federal Regulations.

J.  None of the funds appropriated under this contract shall be used for any political activity, lobbying of
federal, state or local legislators, or to promote o oppose unionization.

K., All laborers and mechanics employed by the contracted OJT employer or any of its sub-contractors in
any construction, and/or alteration or repair {including painting and decorating of projects and buildings),
which are federally assisted shall be paid wages at rates not jess than those prevailing on similar
construction in the iocality, in accordance with the Davis-Bacon Act.

L. SFW funds shall not be used to make contributions to retirement plans on behalf of participants.
M. SFW funds can only be used for reimbursement of regutar wages up to the agreed upon reimbursement

amount. If an employee works overtime, the employer must pay the full amount of the overage for
overtime wages.
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N. The Service Provider, the Career Center, or both will recruit and counsel the trainee, monitor the trainee’s
performance, provide the trainee with pre-employment skills training, referral to other supportive
services, and follow-up after completion of the training. These services will be provided at no costto the
empioyer.

0. The Employer shall inform the Service Provider following completion of the individual's training as to
whether or not the employer has retained the tralnee as a permanent employes, and If not, the
reason(s} why.

P.  Either party may terminate this contract for convenience by giving the cther notice tha’rty {30})-days prior
to the effective date of termination. The termination notice must be in writing and signed by an
authorized agent of the terminating party. During the interim between the termination notice and date
of termination, the CareerSource South Florida will reimburse only those costs incurred pursuant te
normal operations as set out in the contract between the parties.

Q. Ng trainee may be hired under this contract if nepotism exists: the Contracted OJT Employer shall not
hire a person in an administrative capacity, staff position, or on-the-job training position funded under
this Contract if any member of the individual's immediate family is employed in an administrative
capacity with the Contracted OJT Employer. The Contracted OJT Employer’s staff person shall not
appoint, employ, promote or advance, or advocate for appointment, employment, promotion or
advancement in or to a position in the organization over which the staff person exercises jurisdiction or
contrel over any individual who is a member of the individual’s immediate family, Immediate family shail
ne defined as: wife, husband, son, daughter, mother, father, brother, sister, mother-in-law, father-in-law,
brother-in-taw, sister-in-law, daughter-in-law, aunt, uncle, niece, nephew, stepparent, stepchild, first
cousin, grandparent, or grandchild, An individual may nct be appointed, employed, promoted or
advanced in, 1o a position or to a funded crganization if such appointment, employment, promotion or
advancement has been advocated by a staff person serving in or exercising jurisdiction or control over
the entity who is also a member of the individual’s immediate family.

The Service Provider Agrees: _

A. That the training time does not exceed the maximum allowalble for each occupation according to the
Specific Vocational Preparation (SVP) levels, meaning the amount of time required to learn the technical
questions, acqulre information and develop the facllities for average performances In a specific job.

B. To provide cutreach and recruitment, motivational counseling, supportive services and other assistance
to the participants while they are in tralning, as well as any needed follow-up after training as requested
by the employer.

C. Teo update the participant's Career Plan on an on-going basis.

D. To conduct on-site monitoring of the OJT emp'loyer to verify compliance with the terms of the OJT
contract,

E. To certify the validity and propriety of amounts requested by the employer for reimbursement of cost
related to the GJIT. CareerSource South Florida's financial obligation shall be limited solely to the amount
and terms of the contract.
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F. To verify payroll and time and attendance records.
G. To assure that the training is being provided as specified in the OJT contract.
All of the above mentioned duties must be documented and records maintained in the participant’s file.

The Employer Agrees:
A. To provide iraining to a participant to attain acceptable entry level functioning in the cccupation, as it
exists in the employing establishment and as displayed on the attached cutline of On-the-Job Training.

B. To hire participants as members of the regular work force and to retain the participants at the conclusion
of the contract, provided that the participants are able to adequately perform the job.

C. To provide On-the-Job Training utilizing only employees of the organization te provide instructions.

D. Teo maintain Workers’ Compensation coverage for all trainees in an amount that is consistent with
" Chapter 440 of the State of Florida Statutes,

E. To the extent permitted by state law, the Employer agrees to hold harmless and, if necessary, defend
and indemnify the Service Provider and/or its funding sources from &ll claims, liabilities, suits of any
nature whatsoever arising out of, because of, or due to any breach related to the implementation of
this contract.

F. To submit an invoice(s) and time sheet(s] or comparable decumentation for participant{s} showing claims
for reimbursement. To submit invoices at the rate specified in the OJT contract for the specified period
of the contract as supported by invoices and documentation of the accomplishment and completion of
the performance information. The final claim for reimbursement must be submitted within 30 days of
completion of the OJT contracted training hours.

To establish and maintain an auditable system, in accordance with recognized accounting praciices, The
Employer shall maintain records related to this contract and retain such records for five (5) years, or until
all litigation, clalms or audits have been satisfactority resolved, whichever occurs later, The retention
pericd begins upon the CareerSource South Florida’s payment of the final invoice.

o

H. To repay to the CareerSource South Florida amounts found net to have been expended in accordance
with the provisions of the OJT contract. The employer shall be liable to repay such amounts, from funds
other than funds received under this contract, upon a determination that the mis-expenditure of funds
was due to willful disregard of the requirements of the Act, gross negligence, or failure to observe
accepted standards of administration. No such finding shall be made except after notice and opportunity
for a fair hearing.

[, The Empioyer assures and certifies that it Will camply with the requirements of the Workforce Investment
Act of 1998 (PL. 105.220} as amended, hereafter referred to as the Act, or Welfare Transition Program,
as applicable and with the regulations and policies promulgated there under and all applicable
OMB Circulars., The Employer further agrees to comply with all subsequent revisions, modifications,
and amendments to the Act, regullations, policies promulgated and applicable OMB Circulars and with
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Titles VI and VIl of the Civil Rights Act of 1964, the Age Discrimination in Employmént Act and the Age
Ciscrimination Act, as well as regulations promulgeted pursuant to those acts, Failure of the employer to
accept or comply with changes which affect the terms of this contract, and which the Service Provider
shall present, in writing, shall be sufficient basis for termination by the Service Provider.

J.  The Employer understands and agrees that verbal communication between the parties will not be
accepted in any audit determination or other matter involving interpretation of the rules, policy
directives, and regulations governing the implementation of program activities under this-contract.

K. The Employer agrees to give the Service Provider, the CareerSource South Florida, the Florida Depart-
ment of Economic Opportunity, State of Florida, United States Department of Labor or Department of
Health and Human Services and the United States Comptroller General, through any authorized
representative, the access to and the right to examine all records, beoks, papers or documents related
to the contract and will maintain said records, bocks, papers ¢r documents for a period of five (5) years
from the date of termination of this contract, uniess audit exceptions have been identified. If audit
exceptions have been identified, the employer agrees to retain records until all audit exceptions are
resolved. The Employer agraes to take corrective action for any matter found to be out of compliance as
a result of the review by any of these parties,

L. The Employer agrees to obtain and maintain all applicable business licenses and comply with all
ordinances and statutes of the state and insurance requirements.

M. The Employer agrees to maintain & grievance procedure te handle any grievances or complaints that the
OJT participant may have, If the employer does not have one, he/she agrees to use the CareerSource
South Florida grievance procedures, If the Employer elects to use its own grievance procedures,
the employer must advise ali OJT participants of their right of appeal through the SFW grievance
procedures.

N. The Employer agraes to comply with the provisions of the Certification Regarding Lobbying, Certification
Regarding Debarment, Suspension and Other Matters, Public Entity Crime, Florida Clean Indoor Air Act
and the Certification regarding a Drug-Free Workplace.

0. The Employer may invoice the CarearSource South Florida at the negotiated frequency of payment that
is convenlent to the Employer. The frequency of payment that has been negotiated for the OJT contract
will be outlined in the “Competency Certifications and Payment Methods” Attachment A section of the
QJT contract. The preferred method of invoicing is through the inveica form attached. !f this form is
difficult to complete because of the Employer's individual system then the Employer can use an alternate
procedure.

The employer must submit copy of readable, time sheets, approved payroll register showing deductions
and net pay and copies of cancelled payrell checks, When a competency payment is due, the employer
must submit an criginal signed “Competency Certification” form.

The final invoice from the employer is due.to the CareerSource South Florida no later than thirfyn
(30} days after the completion of the total hours covered by the contract, or no later than thirty- (30) days
after the end date of the agreement.
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DEFINITIONS, REQUIREMENTS, &LIMITATIONS

Definition of On-the-Job Training {OJT)

CJT simultaneously trains and employs an under-skilled job seeker. The contract compensates the employer
for the costs of providing the training and any additional supervision related to the training by reimbursing up
to B0% of the trainee’s wages during the contract period.

At the conclusion of the OJT contract, the participant is retained by the employer with all the same terms of
empioyment, insurance coverage, working coenditions, pay, and fringe benefits afforded to other employees
in an equivalent position provided that the customer is able to adequately perform the job.

Q.UT Requirements and Limitations
K. No officer, employee, ageni, or representative of the Employer may charge an individual a fee for the
placement in, or referral to a training program funded under this contract or amendments thereto.

L. No overtime shall be paid under this contract, if an employee works overtime, the employer must pay the
full amount of the overage for overtime wages.

M. The'employer shall submit an invoice(s) and time sheet(s) or comparable documentation for participant(s)
showing claims for reimbursement as outlined in the “Competency Certification and Payment Method™
The preferred methed of invoicing s through the invoice form Attachment C; The Employer may opt to
use an alternate procedure as outlined below: '

Alternative 1 Submit copy of readable, approvad payroll register showing deductions, etc.
Alternative 2 Submit abbreviated Invoice form and copies of cancelled payroll checks.

Alternative 3 Submit abbreviated invoice form and copies of pay stubs showing cash payments
made and withholding amount taken.,

When a competency payment is due, the original signed “Competency Skilt Certification” section in
Attachment C must be submitted with the invoice.

N. The final invoiée shall be submitted no later than thirty- (30} days after the completion of the total hours
covered by the contract, or no later than thirty- (30) days after the end date of the agreemant.

0. This contract shall not result in the displacement of currently employed workers or impair existing
contracts for services.

P. The employer shall maintain Workers’” Compensation coverage for all trainees in an amount that is
consistent with Chapter 440 of the State of Florida Statutes.

Q. Appropriate standards for health and safety in work and training situations shall be maintained by the
smployer at all times. The health and safety standards shall be at least as effective as that which would
be required under the Occupational Safety and Health Act of 1978 (29 U.5.C. 651 et seq,). The Employer
shall keap records of participant injuries and illnesses in accordance with the provision of Part 1904 of
Title 29 of the Code of Federal Reguiations.
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' R. The Employer shall inform the Service Provider follbwing completion of the individual's training as to
whether ar not the employer has retained the trainee as a permanent employee, and if nat, the
reason(s) why, -

S. None of the funds appropriated under this contract shall be'used to suppert any religious or anti-réligious
activity, Participants in the program may not be employed in the censtruction, operation or maintenance
of any facility that is used for religious instruction er worship.

T. None of the funds appropriated under this contract shaill be used for any political activity, lobbying
of federal, state or local legislators, or to promote or oppose unionization.

U. Adl laborers and mechanics employed by the contracted OJT employer or any of its sub-contractors in
any construction, and/or alteration or repair, including painting and decorating of projects and buildings,
which are federally assisted shall be paid wages at rates not less than those prevailing on similar
construction in the locality, in accordance with the Davis-Bacon Act.

V. Either party may terminate this contract for convenience by giving the other notice thirty (30)-days pricr
to the effective date of termination. The termination notice must be in wrlting and signed by an
authorized agent of the terminating party.

W. No trainee may ke hired under this contract if nepotism exists.

X, TJothe extent permitted by state law, the Employer agrees to hold harmless and, if necessary, defend and
indemnify the Service Provider and its funding sources from all claims, liabilities, suits of any nature
whatsoever arising out of, because of, or due to any breach related to the implementation of this
contract,

Y. To establish and maintain an auditable financial system, in accordance with recognized accounting
practices. The Employer shall maintain reccrds related to this contract and retain such records for five
{B) years, or until &l litigation, claims or audits have heen satisfactorily resolved, whichever occurs later,
This retention period commeances upon the payment of the final invoice.

Z. The Employer assures and certifies that it will comply with the requirements of the Warkforce Investmenrnt
Act of 1998 (P.L. 105.220) as amended, hereafter referred to as the Act, or Welfare Transition Program,
as applicable and with the regulations and policies promulgated there under and all applicable OMB
Circulars. The Employer further agrees to comply with all subseguent revisions, moedifications, and
amendments to the Act, regulations, policies promulgated and applicable OMB Circulars and with Titles
VI and VIl of the Civil Rights Act of 1964, the Age Discrimination in Employment Act and the Age
Discrimination Act, as.well as regulations promutgated pursuant to those acts. Failure of the employer to
accept or comply with changes which affect the terms of this contract, and which the Service Provider
shall present, in writing, shall be sufficient basis for termination by the Service Provider.

AA. The employer shall repay the Service Provider amounts discovered not to have been expended in
accordance with the provisions cf the OJT contract. The employer shall be fiable to repay such amounts,
from funds other than funds received under this contract, upon a determination that the mis-expenditure
of funds was due to willful disregard of the requirements of the Act, gross negligence, or fallure o
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observe accepted standards of administration, No such finding shall be made except after notice and
onportunity for a fair hearing.

BB. Verbal communication betweeh the parties shall not be accepted in any audit determination or other
matter involving interpretation of the rules, policy directives, and regulaticns governing the implementa-
tion of program activities under this contract,

CC. The Employer agrees to give the Service Provider,_t_he SFW, the Florida Department of Economic
Opportunity, State of Forida, United States Department of Labor or Department of Health and Human
Services and the Unitec States Comptreller General, through any authorized representative, the access
to and the right tc examine all records, books, papers or documents related to the contract and will
maintain said records, books, papers or documents for a peried of five (3) years from the date of termina-
ticn of this contract, unless audit exceptions have been identified. If audit exceptions have been
identified, the employer agrees to retain records until all audit exceptions are resolved. The Employer
agrees to take corrective action for any matter found to be out of compliance as a result of the review by
any of these parties.

DD, The Employer shall obtain and maintain all applicable business licenses and comply with all ordinances
and statutes of the state and insurance reguirements,

EE. The Employer shall maintain a grievance procedure to handle any grievances or complaints that the
OJT participant may have. If the employer does not have one, the employer shall use the CareerSource
South Florida grievance procedures. If the Employer elects to use its own grievance procedures,

. the employer must advise all OJT participants of their right of appeal through the SFW grievence
procedures,

FF. The employer must compiy with the Copeland “Anti-Kickback” Act (18 U.S.C. 874 and 40 U.S.C. 276¢}
for any grant or subgrant in excass of $2000 for construction or repair awarded, as supplemented by
Department of-Labor regulations (28 CFR part 3, "Contractors and Subcontractors on Public Buiiding
or Public Work Financed in Whole or in Part by Loans or Grants from the United States”). The Employer
is prohibited from inducing, by any means, any persen employed in the construction, completion, or
repair of public work, to give up any part of the compensation to which he is otherwise entliled. SFW
shall report all suspected or reported viclations to the Federal awarding agency.

GG.If the agreement invelves the employment of mechanics or laborers, the Employer shall comply with
Sections 102 and 107 of the Contract Work Hours and Safety Standards Act {40 U.S.C. 327-333), as
supplemented by Department of Labor regulations (29 CFR part 8). Under Section 102 of the Act, the
employer is required to compute the wages of every mechanic and laborer on the basis of a standard
work week of 40 hours. Work in excess of the standard work week is permissibie, provided that the
warker Is compensated at a rate of not less than 1% times the basic rate of pay for all hours worked in
excess of 40 hours in the work weelk. Section 107 of the Act is applicable to construction work and
prevides that no faborer or mechanic shall be required to work in surroundings or under working
conditions which are unsanitary, hazardous, or dangerous.
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HH. As a condition of the award of financial assistance from the Department of Labor under Title | of the
Workforce Investment Act of 1998, the Contractor assures that it will comply fully with the nondiscrimina-
tior and equal opportunity provisions of the following laws:

a. Section 188 of the Workforce Investrient Act of 1998 (WIA), which prohibits discrimination against
all individuals in the United States on the basis of race, color, religion, sex, national origin, ages,
disability, political affiliation or belief on the basis of either citizenship/status as a lawful admitied
immigrant authorized to work in the United States or participation in any WIA Title | — financially
assisted program or activity. 7

b. Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination against gualified
individualsfromparticipatingorrecelvingbenefitsinanyFederal Assisted Programs onthebasisofrace,
color, or national origin. ' '

c. Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against
qualified individuals with disabilities.

d. The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis
of age.

a. Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the
basis of sex in educational programs.

The Contractor also assures that Contractor will comply with 29 CFR Part 37 and all other regulations
implementfng the faws listed above. This assurance applies to Centracter's operation of the WiA Title | ~
financially assisted program or activity and to all agreements the Contractor makes te carry out the WIA Title
| — financially assisted program or activity,. The Coniractor understands the United States has the right to
seek judicial enforcement of this assurance.

II. The Employer shall comply with the provisions of the Certification Regarding Debarment, Suspension
and Other Mattars, Public Entity Crime, Florida Clean Indcor Alr Act, Certification regarding a Drug-Free
Workplace and the Cenrification Regarding Lobbying (Applicable for contract/grant transactions
over $100,000).
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Employer Handbook Signature Page

i have read and understand the provisions as oullined herein and understand that these provisions
are incorporated by reference in the following OJT contract(s):

QJT Contract Number (s): , . . . L&
Name of Authorized Employer Representative Title
Signature of Authorized Employer Representative Date
Name of Authorized Employer Representstive Title
Signature of Authorized Employer Representative Date
Name of Authorized Service Provider Title
Signature of Authorized Service Provider Rep. Date
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