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(OJT) ON-THE-JOB TRAINING PROGRAM
EMPLOYER GUIDELINES

The On-The-Job Training (OJT) program is designed to assist employers who are not able to fill their labor force 
needs with currently skilled workers.  Employers may use an OJT to hire new employees who qualify for 
Workforce Innovation and Opportunity Act (WIOA) funding which is administered through ETR. Reimbursement 
is provided to employers to pay for a portion of the initial training costs.  An OJT is not intended to underwrite an 
employer’s labor turnover problems or to be used as a “quick fix” to short term staffing problems.  

The job opening to be filled must be a permanent, full time position (32 hours per week minimum).

The current minimum wage requirement for an OJT contract is $15.50 per hour .  A trainee must be paid at the same 
rate as other same level employees with the same job title. Commission-only pay and 1099 contract employee 
positions are not eligible for the OJT program.

Before hiring, contact your program specialist for more 
information:  not all America’s Job Center customers qualify 
for the OJT Program.

The applicant must  be a relative by blood, adoption or NOT
marriage of any executive or supervisor employed by the 
employer. For the purpose of definition, "relative by blood, 
adoption, or marriage" shall include: wife, husband, son, 
daughter, mother, father, brother, sister, brother-in-law, 
sister-in-law, daughter-in-law, aunt, uncle, niece, nephew, 
step-parent and step-child.

The trainee is considered a regular employee who is subject 
to all company rules and regulations and is entitled to all 
company benefits.

THE OJT CONTRACT MUST BE SIGNED BY THE 
EMPLOYER BEFORE THE TRAINEE CAN BEGIN WORK

www.americasjobcenterofkern.com

325-HIRE
1.800.203.2623 • TDD 661.635.2629

The following criteria are the guidelines by which an On-the-Job Training employee is hired:
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The AJCC & WIOA are an equal opportunity employer/program.  Auxiliary aids and services are available upon request to individuals with disabilities.
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The employer shall maintain in full force and effective at all times during the term 
of the agreement the following types of insurance:

The employer will be reimbursed a percentage of the hourly wages for each hour 
of the basic work week. (Overtime, vacation, sick and holiday pay are not 
reimbursed).

The employer must maintain attendance and payroll records which includes;  
verification of days and hours worked (timecard), and gross wages and 
deductions (payroll summary). These records will be requested in order to 
process your reimbursement. Payroll records must be submitted within 5 
calendar days of the contract completion date.

The employer must comply with the provisions of the Hatch Act, which limits 
political activity of employees.

The length of the contract is determined by the skill level of the occupation, 
through the O*NET (Occupational Information Network) guidelines, job 
description submitted by the employer and the qualifications and experience of 
the employee/trainee.

Trainees shall not be employed to carry out the construction, operation, or 
maintenance of a facility which is used or will be used for sectarian instruction or 
as a place of religious worship.

No participant shall be employed or fill a job opening when any other individual is 
on a layoff from the same or any substantially equivalent job, or when the 
employer has terminated the employment of any regular employee or otherwise 
reduced its work force with the intention of filling the vacancy by hiring an 
employee whose wages are subsidized with WIOA funds.  Employer will inform 
trainee of company grievance procedures.

A monitor from Employers’ Training Resource will set an appointment to visit 
periodically  with the employer and trainee at the work site to evaluate training 
progress. The employer is expected to retain the worker when the contract and 
reimbursement is completed.

Trainees wages may never be lower than the established hourly wage in the OJT 
Agreement.  The contract wage will be the wage used to calculate the 
reimbursement.   Increases may be given to trainees by the employer but 
additional earnings will not be part of the reimbursement.

The Certificate Holder should read:
County of Kern
Employers’ Training Resource
Attn: Susana Vasquez
1600 E. Belle Terrace. Bakersfield, CA 93307

“County and County's board members, 
officials, officers, agents and  employees 
as additional insured for the liability 
arising out of this agreement and any 
operations related thereto.”

   - Workers’ Compensation Insurance  
   - Automobile Liability Insurance, if applicable
   - Certificate of Commercial General Liability Insurance-shall have minimum
     limits for Bodily Injury and Property Damage liability of $1,000,000 each
     occurrence and $2,000,000 aggregate and requires an endorsement naming: 

A Proud Partner of

Required: Additional Insured Page(s), as well as Certificate of Insurance

America’s Job Center
Comprehensive One-Stops

1600 E. Belle Terrace
Bakersfield, CA 93307

661.325.HIRE • Fax 661.635.2768 

707 Main Street, Suite #5
Delano, CA 93215

661.721.5800 • Fax 661.721.5850

540 Perdew Avenue, Suite B2
Ridgecrest, CA 93555

760.384.5995 • Fax 760.446.0732

Kern County Affiliate Sites

The Business Center
1129 Olive Drive, Suite C

Bakersfield, CA 93308
661.336.6650 • Fax 661.392.3611

EPIC (Youth Center)
2211 H Street

Bakersfield, CA 93301
661.336.6460 • Fax 661.336.6461

1129 Olive Drive, Suite H
Bakersfield, CA 93308

661.336.6700 • Fax 661.393.8724 

5540 Lake Isabella Blvd., Suite E-3
Lake Isabella, CA 93240

760.379.2074 • Fax 760.379.1545

Inyo County Affiliate Site

1360 N. Main Street
Bishop, CA  93514

760.872.1394 • Fax 760.872.4950

Mono County Affiliate Sites

1290 Tavern Road, Suite 229
Mammoth Lakes, CA 93546

760.924.1770 • Fax 760.924.5431

107384 Highway 395
Walker, CA 96107

530.495.1262 • Fax 530.495.1483


