2016-17 MONITORING GUIDE – ON-THE-JOB TRAINING FILE REVIEW

Participant Name: ___________________                             PIN: ________________________


Employer: _________________________                              Job Title: ____________________

Service Provider: ___________________                               DET Staff Reviewer: ___________                               
Date: _____________________________ 

1.
Was the participant determined eligible for training before

being hired by the employer?  

Registration Date: __________  OJT Start Date: ___________ 
Yes___
No___
2. 
Was a pre-award review completed?
Yes___
No___
3.
Does the file contain an Employability Plan (IEP)?  Does the IEP 


identify the use of OJT as appropriate to reach the trainee’s employment 


goals and achievement objectives prior to referral of the participant 


to the OJT employer?  


Does the IEP justify placing the individual in an OJT contract?
Yes___
No___
4.
Was an in-depth assessment (work history, academic and
occupational skill level, etc.) conducted? 
Yes___
No___

5.
Is this OJT position an upgrade (employed worker)?  If so, has it

been determined, and is there documentation, that the employee is

not earning a self-sufficient wage and 

the OJT relates to the introduction of new technologies, introduction

to new production or service procedures, upgrading to new jobs

that requires additional skills, workplace literacy, or other 

appropriate purposes identified by the local board?
Yes___
No___

6.
Was the participant already trained in this occupation?
Yes___
No___


If yes, why is OJT necessary?

7.
Is the job classified as other than temporary or seasonal,


or does it have transferable skills?
Yes___
No___
8.
Is the OJT for an occupation for which there is local employment

opportunities and market demand?
Yes___
No___
9.
Was the training plan developed and in place on or before


the participant’s first date of training/employment?
Yes___
No___
10. Does the file contain a completed Skills Gap Analysis Form, 

    
  such as the one appearing as Appendix H in the OJT TAG?  
Yes___           No____
11.
Does the training plan contain an adequate description of:


(a)
the job title and job duties (job description)
Yes___
No___


(b)
specific (measurable) skills to be taught
Yes___
No___

(c)
estimated number of hours needed for each skill
Yes___
No___


(d)
the training method
Yes___
No___

(e)
the immediate supervisor
Yes___
No___

(f)
(for youth) sequential instruction in work maturity



skills, general employment competencies, and



occupational specific skills
Yes___
No___

12.
Does the file contain documentation of how the length of training 


was determined?  Was it determined in accordance with the 


O*Net, NAICS or an equivalent tool?
Yes___
No___
13.
Is the duration of the training appropriate given the skill 

requirements of the occupation and the participant’s skill 

level and experience?
Yes___
No___
14.
Does the file document the participant’s progress against the training

plan or against some other appropriate benchmark of 

skill attainment?
Yes___
No___
15. Does the file contain a pre-Award Review signed by the 
Yes___            No___


employer and workforce agency representative?  

16. Was the contract signed and dated by all parties before


the participant’s start date?
Yes___
No___

17.
Does the file contain documentation of the number of hours worked,

and the amounts of employer reimbursement?


Yes___
No___

18.
Were payments to the employer equal to or less than 50% of the 

earned wages, or increased to 75% based on the factors in 

134(c)(3)(H)?  
Yes___
No___
19.
Was the contract modified?  If so, was the modification


documented properly?
Yes___
No___

20.
Does the file contain any documentation that the service provider

has performed onsite monitoring to evaluate the OJT contract?

If so, were there any concerns?





Yes___
No___
21.
Was the OJT completed?  If so, did the employer retain the

participant?









Yes___
No___

22.
If the participant did not complete the OJT, what was the reason?

Summarize any issues:
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