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Bluegrass Workforce Investment Area



On-the-Job Training Agreement

Training Outline
	Employer:
	     
	
	Training Period:
	     
	to
	     

	Trainee:
	     
	
	Job Title:
	     

	Trainee’s Supervisor:
	     
	
	Wage per hour $
	     

	Supervisor’s Title:
	     
	
	Hr/Week:
	     
	Pay Periods
	 FORMCHECKBOX 
 Wkly   FORMCHECKBOX 
 Other

	Supervisor’s Email:
	     
	
	Date Hired:
	     
	Date:
	     


	Skills to Be Learned:
	Approximate

Training Time

(Weeks or Hours)
	Starting

Capacity

Date:      
	Ending

Capability

	1. 
	     
	     
	     
	     

	2. 
	     
	     
	     
	     

	3. 
	     
	     
	     
	     

	4.
	     
	     
	     
	     

	5.
	     
	     
	     
	     

	6.
	     
	     
	     
	     

	7.
	     
	     
	     
	     

	8.
	     
	     
	     
	     

	9.
	     
	     
	     
	     

	10.
	     
	     
	     
	     


* A total "Ending Capability" score of 80% is needed for payment, plus an increase of at least four points. Training Capability is rated "1" = not skilled, training needed; "2" = Some skills, some training needed; or "3" = Skilled, little or no training needed.
	
	Starting Capability
	Ending Capability

	Total Score
	     
	     

	Possible Score
	     
	     

	% Attained:
	     %
	     %


	Approved by the Employer:
	
	Approved by the OJT Representative:

	Authorized Signature:
	     
	
	Authorized Signature:
	     

	
	
	
	
	

	Name:
	     
	
	Name:
	     

	Title:
	     
	
	Title:
	     


(Additional Instructions on Reverse Side)
Bluegrass Workforce Investment Area

On-the-Job Training Agreement

Training Outline - Instructions

TRAINING OUTLINES AND “STARTING” AND “ENDING CAPABILITY” SCORES 
Training Outlines are used to outline the specific skill requirements for an employer-based training program. They are also used as an assessment tool to document which skills the trainee lacks at the start of training and measure skill attainment during the course of training. 

SKILL REQUIREMENTS: List the skills needed to perform the job to the standards specified by the employer. Skills should be stated as specifically and briefly as possible, identifying the skill to be learned. 

TRAINING TIME: Indicate the approximate number of weeks or hours which will be needed to acquire each specific skill. 

TRAINEE'S STARTING CAPABILITY: Used to assess the trainee's skill level near the beginning of the training period and to document skill deficiencies, which will be addressed through training. Record the date of the “Starting Capability” assessment. 

TRAINEE'S ENDING CAPABILITY: Record the date on which the “Ending Capability” assessment is made and the skill level which has been obtained using the following rating scale: 

1. Inadequate Can do only simple parts of the task. 

2. Passable Can do most parts of the task. 

3. Successful Can do all parts of the task.
