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Region 1 Workforce Development Board Policy Letter #03 – Change 3  

Subject: On-the-Job Training (OJT) 

Effective Date: April 23, 2017 

Purpose: To establish policy regarding the requirements and benefits of On-the-Job Training (OJT) under the 
Region 1 Workforce Development Board (R1 WDB). 
 
References: Workforce Innovation and Opportunity Act (WIOA), Sections 101(44) and 134(c)(3); Notice of 
Proposed Rulemaking (NPRM) §680.320; WorkForce West Virginia Guidance Notice 15-12, Change 1. This 
policy is subject to any exceptions authorized by the State of West Virginia. 
 
Background: The Workforce Innovation and Opportunity Act (WIOA) authorizes On-the-Job Training (OJT) 
as a workforce development strategy. OJT is training provided by an employer in the public, private nonprofit, 
or private sector to paid participants engaged in productive work. A contract is established between the 
employer and the Workforce Development Board to reimburse the employer between 50 percent and 75 percent 
of the participant’s wage rate. This reimbursement is intended to offset the extraordinary costs associated with 
training and supervision. 

Policy: The Region 1 Workforce Development Board (R1 WDB) authorizes the use of WIOA and other 
available funds to support OJT activities within the service region. Funding levels will be determined annually 
through the budget process. 

OJT funds shall be used only for individuals who meet WIOA eligibility requirements and priority of service 
criteria, as outlined in R1 WDB Policy #3. 

Additional requirements and guidance for OJT contracts are detailed in Attachment 1. 

Action: All WorkForce West Virginia centers within Region 1, or those serving Region 1 customers, will 
implement this policy. OJT eligibility, activity, and outcomes must be documented in the WIOA Management 
Information System (MACC). 
 
Expiration Date: This policy shall remain in effect until revised or rescinded by the Region 1 Workforce 
Development Board. 
 
Approved: 

 May 14, 2026 – Executive Committee  
 May 14, 2026 – Region 1 Workforce Development Board of Directors  
 May 14, 2026 – Local Elected Officials 

 
Revised: 

 November 1, 2018 – Change 1 
 December 1, 2021 – Change 2 
 April 27, 2026 – Change 3  
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Attachment 1 – On-the-Job Training (OJT) Guidelines 

 
Definition 
On-the-Job Training (OJT) is training provided by an employer to a paid participant engaged in productive 
work in a position that: 

 Provides knowledge and skills essential to the full and adequate performance of the job;  
 Provides reimbursement to the employer of 50 percent to 75 percent of the participant’s wage rate to 

offset training and supervision costs; and  
 Is limited in duration based on the occupation, training content, participant’s prior work experience, and 

Individual Employment Plan (IEP). 
 
Purpose 
OJT is designed to: 

 Support occupations introducing new technologies, production methods, or service procedures;  
 Assist with upgrading skills for career advancement or workplace literacy; and  
 Meet other workforce needs identified by the R1 WDB.  

OJT opportunities may be developed in the public, private nonprofit, or private sector, with an emphasis on 
private sector employment. 
OJT primarily serves individuals who lack the education, training, or work experience required for a position. It 
reduces employer risk while providing participants with the skills needed for long-term employment. 
 
Training Guidelines 

 Training must align with occupations in demand or sectors with strong growth potential.  
 Opportunities should promote career advancement and upward mobility.  
 Training duration must reflect the time needed to gain required skills, based on:  

o Employer training plans;  
o Occupational skill requirements;  
o Participant education and work history; and  
o The participant’s IEP.  

 Occupational skill levels should be referenced using recognized sources such as O*NET.  
 
Additional Parameters: 

 Maximum training reimbursement: 499 hours  
 Minimum wage requirement: $9.00 per hour  
 Positions must have a Specific Vocational Preparation (SVP) level of 4 or higher  
 If alternative (non-WIOA) funding is used, training duration and reimbursement may follow grant-

specific guidelines 
 
Reimbursement Rates 
The training/reimbursement rate will be based on the size of the employer at the specific location of training as 
follows: 

Employer Size Maximum Reimbursement Rate 

3–99 employees Up to 75% of wages 

100+ employees Up to 50% of wages 
 
The training plan must document how the participant’s existing skills were assessed and how the training 
duration was determined. 
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OJT for Employed Workers 
OJT contracts may be developed for employed individuals when: 

 The individual is not earning a self-sufficient wage (based on local policy) and training will lead to an 
increase;  

 The individual is at risk of dislocation and training will support job retention; or  
 Training supports new technologies, procedures, or skill advancement. 

 
Disallowed Training Conditions 
OJT will not be approved for: 

 Seasonal, intermittent, or temporary positions;  
 Jobs requiring fewer than 35 hours per week;  
 Positions paying less than $9.00 per hour;  
 Employment that would displace current workers or reduce their hours;  
 Positions that would replace workers on layoff or involved in labor disputes;  
 Employers with a pattern of failing to retain OJT participants in long-term employment. 

 
Employer Requirements 
Employers must agree to: 

 Hire individuals who do not yet possess all required skills;  
 Provide structured training and monitor participant progress;  
 Notify R1 WDB of any performance issues;  
 Retain participants after training, barring business or performance issues;  
 Comply with all federal and state regulations (e.g., Workers’ Compensation, Unemployment Insurance);  
 Provide comparable wages, benefits, and working conditions;  
 Adhere to Equal Opportunity, OSHA, and health and safety standards. 

 
Participant Requirements 
Participants must: 

 Possess a high school diploma or equivalent;  
 Participate in labor market research, if applicable;  
 Sign a Memorandum of Understanding (MOU) and Individual Employment Plan (IEP). 

 


