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Could your organization benefit from a workforce incentive program?
What is On-the-Job Training?
On-the-Job-Training (OJT) is training conducted by an employer for an individual while he or she works and learns the skills necessary for productive and satisfactory job performance. San Francisco’s OJT program provides employers with financial assistance for hiring and training job seekers. Upon completion of the training, you will have a well-trained employee invested in the success of your business.
Employer Benefits:

· An OJT advisor will assist you in creating a comprehensive on-the-job training plan, recruit and screen qualified  applicants, as well as provide career coaching and mid-point check-in
· Up to 50% wage reimbursement to offset employee training costs
· Customized, hands-on training that you design and oversee
· Most paperwork is completed by the OJT advisor
Employer Commitments:

· Submit necessary forms and supporting documentation by requested deadline 
· Communicate success and challenges with OJT advisor
· Provide supportive trainee work environment
For more information please contact: 
Nancy Agron
Career Advisor
1500 Mission Street

San Francisco, CA 94103

Phone:  415-575-2225
E-Mail:  nagron@sfgoodwill.org
On-the-Job-Training (OJT) Business User Guide
Congratulations and welcome to the OJT program. Now that you have a successfully been awarded an OJT opportunity. You can expect to following from your OJT advisor.
(
Within two business days you will receive candidate referrals from your OJT advisor
(
Within two business days of the OJT end date invoice and supporting documentation will be requested
(
You will receive a reimbursement within 30 business days of reimbursement request

Please adhere to the following process timeline to ensure timely payment of your reimbursement. Late submissions may result in non-payment.
(
At the end of each month prepare and send timesheets to your OJT Advisor by the 5th of the following month.
(
Timesheets and all corresponding supportive documents submitted after the 30th business day of OJT completion is considered a breach of contract. Reimbursement after the 30th day is at the sole discretion of the contractor.
(
Complete, with the assistance of agency staff, the OJT Completion Evaluation at the end of the contract.
Business Signature__________________________

OJT Advisor_________________________________
Name: ________________________________________________

Name: _______________________________________________
Phone: _______________________________________________

Phone: _______________________________________________

Email: ________________________________________________

Email: ________________________________________________
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