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ON-THE-JOB TRAINING (OJT) EMPLOYER CONTRACT 

 
OJT Contract No:       

Section 1:  Contact Information 
Complete the contact information for the NKADD/NKWIB and the Employer. 

NKADD/NKWIB   
CONTACT PERSON: Tara Johnson-
Noem 

TITLE: Director, NKWIB TELEPHONE #: 859-283-1885 

ADDRESS: 
22 Spiral Drive, Florence, KY 41042 
      

EMAIL: tara.noem@nkadd.org NOTES:       

 
EMPLOYER NAME:  
EMPLOYER DBA NAME:       CONTACT PERSON:       WORKER’S COMP #: 

      
EMPLOYER ADDRESS: 
      
      

EMAIL:       FEIN #      

TELEPHONE #:       DUNS #      

EMPLOYER COUNTY       Must be located within the NKADD and/or Cincinnati – OH-KY-IN Metropolitan Statistical Area.  
 

Section 2: Participant Information  
Complete the contact information for participant and reimbursement rates. 

PARTICIPANT NAME:       SOCIAL SECURITY #:       TELEPHONE #:       
BEGINNING DATE:       END DATE:       TOTAL TRAINING HOURS:       
JOB TITLE:       O*NET SOC #:       

HOURLY WAGE RATE:  
$      

REIMBURSEMENT RATE:  
     % 

MAXIMUM REIMBURSEMENT: 
$      

 
Section 3:  OJT Agreement 
This On-the-Job Training (OJT) Agreement is between the employer and the Northern Kentucky Area 
Development District (NKADD) as fiscal agent for the Northern Kentucky Workforce Investment Board (NKWIB). 
Funding is made available through the Workforce Innovation Opportunity Act (WIOA) via the NKWIB, hereinafter 
called the OJT Provider and (Name of Employer), hereinafter called employer. Both parties agree to the terms 
and conditions set forth within this contract. The contract term commences on (enter start date here)  and 
terminates on (enter end date here). 

 
Section 4: General Terms and Conditions 

CONTRACT PURPOSE 
The purpose of this contract is to establish the general terms and conditions under which the OJT Provider may 
refer individual WIOA participants (“the participant”) to the employer to enable the WIOA participants to take 
part in an OJT as that term is defined under the Workforce Innovation and Opportunity Act. The On-the-Job 
Training Policy and the On-the-Job Training Procedures complement this contract by providing additional 
guidance and detailed explanations.   
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OJT DEFINITION 

In accordance with WIOA sec. 3 (44), the term “on-the-job training” means training by an employer that is 
provided to a paid participant while engaged in productive work. This training will: 

a) Provide knowledge or skills essential to the full and adequate performance of the job. 
b) Qualify for reimbursement to the employer of 50 percent of the actual gross wages (excluding fringe 

benefits) of the participant, for the extraordinary costs of providing the training and additional 
supervision related to the training; and 

c) Limit the OJT contract period of time for a participant to become proficient in the occupation for which 
the training is being provided. In determining the length of the training, consideration should be given to 
the skill requirements of the occupation, the academic and occupational skill level of the participant, the 
prior work experience of the participant, and the individual employment plan, as appropriate. No 
training period should exceed six months. 

FINANCIAL DOCUMENTATION PROCEDURES  

1. The OJT Provider shall reimburse employer monthly, with invoices required by the eighth (8th) day of the 
month following the billing month. Reimbursements will be made only for actual OJT training time and shall 
not include reimbursement for any costs associated with fringe benefits or wages paid to WIOA clients for 
holidays, sick leave, vacation time, overtime, etc.  

2. Reimbursement will be made to employers using the NKADD/NKWIB On-the-Job Training Reimbursement 
Invoice. The invoice provided by NKADD is to be completed with appropriate time sheets or agreed upon 
documentation attached. Time sheets shall be signed by the participant and employer. 

3. An OJT participant shall be paid the same wages as other workers being hired for the same or similar job, 
but in no event shall it be less than $15.00 per hour. (Max reimbursement per participant should be $7,000) 

4. The OJT employer reimbursement rate is not to exceed 50 percent of the OJT participant’s actual gross 
hourly wage or salary. 

5. Contracts should not be modified to accommodate wage increases after the contract beginning date. 
6. Employer agrees to maintain adequate time and attendance, payroll, and other records to support amounts 

requested for reimbursement under the OJT contract. 
7. The employer shall preserve all OJT Employee payroll records, fringe benefits, and personnel records for 

three years following the completion of the contract period for state and federal auditing purposes.   
8. Employer agrees that records which are directly related to the OJT contract are subject to review, 

monitoring, and audit by the OJT Provider, the state, and/or the federal government, at any time and 
without prior notice to the employer. 

9. The employer shall provide adequate insurance coverage to protect against legal liability arising out of OJT 
activity.  

10. Employer provides worker’s compensation to current employees and shall provide worker’s compensation 
coverage for the OJT participant.  

11. OJT trainees must be subject to the same personnel rules, working conditions, and benefits as regular 
employees at the same level and to the same extent as other employees working a similar length of time 
and doing the same type of work. If the required benefits will not cover the trainee, a contract cannot be 
written.  
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EMPLOYER ASSURANCES 
The employer certifies the following:  
12. Employer has been in its present location for more than six months.  
13. Employer has a bona fide job vacancy and sufficient work to provide long-term, year-round, full-time, 

regular employment for the OJT participant and agrees to retain the employee after successful completion 
of the training as long as employee remains in good standing.   

14. Employer has the necessary equipment, materials, and supervision to perform the training. 
15. Working conditions and labor laws: the OJT site has safe and healthy working conditions without previously 

reported health and safety violations that have not been corrected.  
16. The company is financially solvent on the date of this contract, and the employer’s best projection is that 

they will remain financially able to meet contract obligations at the end of the training period, including OJT 
participant’s retention. 

17. Wage and labor standards will be adhered to and employer will pay the OJT participant at the same rates, 
including increases and benefits as participants or employees who are situated in similar jobs. Such rates 
shall be in accordance with applicable law but in an event less than the higher-rated specified in section 
6(a)(1) of the Fair Labor Standards Act of 1938 or the applicable state or local minimum wage law. WIOA. 
sec. 181(a)(1)(A)  

18. Conditions of employment and training will be in full accordance with all applicable federal, state, and local 
laws and ordinances (including but not limited to anti-discrimination, labor and employment laws, 
environmental laws, or health and safety laws).  

19. The OJT will not impair existing agreements for services or collective bargaining agreements and that either 
it has the concurrence of the appropriate labor organization as to the design and conduct of an OJT, or it has 
no collective bargaining agreement with a labor organization that covers the OJT position. 20 CFR 683.270. 

20. OJT funds will not be used to assist, promote, or deter union organizing. WIOA sec. 181(b)(7). 
21. The employer is experiencing no current abnormal labor conditions (i.e. strike or lockout) in the occupations 

considered for the OJT. No WIOA client shall be employed, or job opening filled when  
a. any other individual is on layoff from the same or any substantially equivalent job or to reduce the 

hours of those employed workers below their normal work schedule, or  
b. for a position that will deny a current worker promotional opportunity, or 

22. Neither the employing company nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible, or excluded from participation in the OJT Program or receipt of federal 
funding by any federal department or agency. 29 C.F.R. Part 97.35. 

23. No member of the OJT participant’s immediate family is engaged in an administrative capacity for the 
employer or will directly supervise the OJT participant. For the purpose of this contract, immediate family is 
defined as spouse, children, parents, grandparents, grandchildren, brothers, sisters, or person bearing the 
same relationship to the OJT participant’s spouse. 20 CFR 683.200. 

24. The OJT participant(s) will not be employed to carry out the construction, operation, or maintenance of any 
part of a facility that is used or to be used for sectarian instruction or as a place for religious worship. 29 CFR 
683.255.  

25. The OJT participant has not been hired into or will remain working in any position when any other person is 
on layoff from the same or a substantially equivalent job within the same organizational unit or has been 
bumped and has recall rights to that position, nor if the OJT is created in a promotional line that infringes on 
opportunities of current employees. 20 CFR 683.270. 
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TRAINING  

26. Employer agrees to employ the participant and develop a pre-approved training plan for the OJT participant 
that includes measurable competencies needed to be proficient in the occupation for which the training is 
being provided. This is not a subsidized employment program.  

27. A Supervisor/Trainer will always be present during which on-the-job training is administered and received by 
the WIOA OJT employee/trainee in accordance with the training plan of the contract. 

28. Number of allowed trainees:  
a. What is the number of full-time employees currently employed by the employer?       
b. What is the number of part-time employees currently employed by the employer?       
c. What is the number of positions that would be added as a result of the requested 

OJT contract? 
      

d. Percent of the total workforce (c divided by a + b + c) 
Result must be less than 25% for OJT contract.  

      

ADDITIONAL TERMS 

29. Final Rule 29 CFR Part 38 implements Section 188 of the Workforce Innovation and Opportunity Act (WIOA) 
which contains the statute’s equal opportunity and non-discrimination provisions prohibiting WIOA Title I-
financially assisted grant applicants and recipients from discriminating on the basis of race, color, religion, 
sex, national origin, age, disability or  political affiliation or belief and protects any beneficiary from 
discrimination based on either that beneficiary’s citizenship, or his or her participation in any WIOA Title I-
financially assisted program or activity. 

30. This OJT contract is subject to modification or termination due to actions taken by the Federal, State, or 
Local governments that result in frustration of contract purpose. Such actions include but are not limited to 
withdrawal of WIOA funding by the United States Congress or the failure by the United States Congress to 
reauthorize WIOA program activities. 

 
Section 5: Signatures 
 
I hereby agree to all the terms and conditions in this OJT Agreement. 
 

Authorized Signatures 

EMPLOYER SIGNATURE  NKWIB SIGNATURE 
  

TYPE/PRINT NAME       TYPE/PRINT NAME       
TITLE       
DATE       

TITLE       
DATE        
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