Instructions for the Employer Application for Major Opportunities On-the-Job Training
All fields in sections I, II, and VI are required; at least all of the information for one job title in section III and an accompanying training plan in section IV are required for the form to be considered complete. Section V is required if you answer yes to question 13 and no to question 14.
	Section I – Company Information
Questions 1-14 in this section are required. Question 12 is required if applicable.



	1
	Company name
	Official company name as registered with the State of Indiana
	

	2
	FEIN
	Federal Employer Identification Number
	

	3
	Company mailing address
	Address at which company receives mail
	

	4
	Company physical address
	Address at which company is physically located
	NOTE: Only necessary to include if different than company mailing address

	5
	City
	For mailing address
	

	6
	Indiana 
	Only Indiana employers are eligible for this program
	

	7
	Zip code
	For company mailing address
	

	8
	Contact name
	The name of the person at the company who will be responsible for the grant
	

	9
	Phone number
	Phone number at which the company contact can be reached
	

	10
	Email
	Address at which the company contact can be reached
	

	11
	Type of construction
	The general category of construction in which the company does the majority of its business. See appendix A in the program description. If the employer’s primary business is not construction, put “other.”

	

	12
	Union name
	Name of union or unions associated with the company, if applicable
	

	13
	Has the employer previously hired through Major Opportunities
	Has the employer previously hired Major Opportunities participants or had previous MO OJT agreements with DWD?
	

	14
	Are the participants still employed with your company?
	If the answer is no, you must provide an explanation or justification. 
	NOTE: An employer who shows a pattern of failing to retain participants after their OJT period ends may not be eligible for future OJT agreements.



	Section II – Grant Summary
All questions in this section are required. Questions 16 & 17 will self-populate as you answer questions in Section III.

	15
	Anticipated start date
	the date at which the employer anticipates starting OJT if the application is approved.
	NOTE: This date should be at least 45 days out from the day of application submittal.

	16
	Anticipated end date
	The date at which the employer anticipates all OJT ending.
	

	17
	Total number of job titles
	The total number of job titles on this application for which the employer is requesting OJT positions. 
	NOTE: There is a maximum of 3 job titles per application; if an employer wishes to utilize OJT positions for more than 3 job titles, a separate application must be used. 

	18
	Total number of OJT positions requested
	the total number of OJT positions being requested for all job titles on the application. It is the sum of the numbers entered into the fields in Section III, numbers 21,30,39.
	NOTE: This field will self populate. There is no maximum amount of OJT positions you may request on a single application.

	19
	Total amount of OJT reimbursement anticipated
	The total amount of OJT reimbursement anticipated.  It is the sum of the numbers in the fields in Section III numbers 28, 37, 46.
	NOTE: This field will self populate. 


	Section III – On-the-Job Training Position Information

Questions 20-26 are required.  Questions 27 & 28 will self-populate. Questions 29-46 are optional and should only be filled out if OJT is being requested for more than one job title.

	20
	Job Title
	The name of the position for which OJT will be utilized.  For example, if you are requesting OJT for carpenters the job title would be “carpenter.”
	NOTE: There is a maximum of 3 job titles per application; A separate application should be used if an for more than 3 job titles.

	21
	Number of OJTs requested for this job title
	The number of OJT positions requested for this job title. For example, you may want to provide on-the-job training for carpentry for 3 individuals. You would then request 3 “OJTs.”  
	NOTE: There is no limit to the number of OJTs you may request for a single job title.

	22
	Brief job description
	This should be a brief description of what a person with this job title does. For example, if the job title is “carpenter” then the job description should describe what a carpenter does. 
	

	23
	Are any employees currently on lay-off status for this job title?
	Has the employer laid-off any employees with this job title?
	

	24
	Have the employees been laid off for a minimum of 120 days or declined an offer to return to work?
	If the employer laid-off employees with the same job title, was it over 120 days ago?  Or were the laid-off employees called back and declined?
	NOTE: OJT is not allowable for job titles for which employees have been laid off for less than 120 days and have not been given the opportunity to return.

	25
	Entry-level hourly wage for job title
	The entry level hourly wage given to other employees at this employer with the same job title. If there are multiple entry-level wages for this job title, then the average should be submitted. For example, if the job title is “carpenter” then this should be average hourly wage given to other entry-level carpenters.
	

	26
	Estimated number of training hours required per person
	The number of hours of training per participant that will be required for this job title.
	

	27
	Amount of reimbursement per OJT
	The amount of reimbursement expected per OJT position for this job title.  It is half of the current hourly wage multiplied by the number of training hours.
	NOTE: This field will self-populate.

	28
	Total amount of OJT reimbursement for this job title
	The aggregate amount of reimbursement for this job title.  For this job title, it is half of the current hourly wage multiplied by the number of training hours multiplied by the number of OJT positions.
	NOTE: This field will self-populate.

	NOTE: Questions 29-37 and 38-46 have the same explanations, in the same order, as questions 20-28.


	Section IV - OJT Training Plan 

A training plan is required for each job title for which OJT positions are requested. At least one training plan is required for the application to be considered complete.
Please note: Training plans should be filled out for the job titles in the same order the job titles are used in Section III.  The total number of training hours in this section should match the total number of training hours entered for the same job title in Section III. The appropriate job title should be filled in at the top of each training plan. The total training hours will calculate on the upper right hand part of the training plan as you fill in each skill. 
The number of skills to be learned and number of training hours will vary for each job title. A recommended minimum of 3 skills should be included in each training plan. An example of a skill to be learned is included below.

	47
	Skill to be learned
	The skill that the participant will be learning.
	

	48
	Estimated hours of training
	The estimated number of hours that it will take to complete the training for this skill.
	

	49
	Title of trainer
	The job title of the person who will be providing the training to the participant.
	

	50
	Brief description of training
	Provide a brief description of what will happen during training
	

	51
	Performance measurement
	Provide a way to measure whether the training is satisfactorily completed.
	


	IV. OJT Training Plan 1 – First Job Title: EXAMPLE
	Total training hours for job title:   30

	47. Skill to be learned: Concrete Mixing
	48. Estimated hours of training: 30

	49. Job title of trainer: Journeyman

	50. Brief description of training: The participant will learn all of the components of how to mix cement including proper measurements of materials, necessary tools, etc.

	51. Performance measurement: Ability to properly mix concrete without assistance or supervision.


