On The Job Training Agreement
Trainee -- OJT
Name of Trainee: 

Name of Training Site: 

Training Site Address: 

Training Site Contact: 

Training Site Phone #: 

Trainer: 

Training Title: 
 
Beginning Date: 

  Est. End Date: 


# Hours of Training/Wk: 
#Hours Classroom Training:_______Total: 320
IVRS Responsibilities:  

1. Solely for the purpose of and during the period of this training agreement, IVRS is the employer of the trainee for all purposes under Iowa Code Chapters 85, 85A, 85B, 85C, and 86, where applicable.

2. IVRS Staff will provide support to the Trainer and the Trainee during the training period and will be available for follow-up after the training is completed.

3. IVRS will arrange a stipend for the Trainee.  

4. IVRS Staff will assist Trainee with determining what reasonable accommodations may be required and will fund any reasonable accommodation identified for the purposes of training.  

5. IVRS will not arrange a training site under On the Job Training in which an employee of the business is displaced, or where the business would otherwise hire a new employee.
6. IVRS Staff will meet with the Trainer and Trainee bi-weekly to review the training plan, identify competencies attained and review Trainee’s progression. As the trainee demonstrates competency the IVRS staff will meet weekly with the Trainer and Trainee to review progress.
7. IVRS Staff will develop a training plan that is monitored closely and will not exceed the 320 hours allowed and will submit a request for an extension with supporting documentation and justification.  IVRS Staff will advise the Trainer that only administration has the authority to approve the extensions.

Trainer Responsibilities:

1. Trainer understands that it is not in an Employer/Employee relationship with the trainee during the training period.

2. Trainer will be assigned to the trainee.

3. Trainer agrees to provide a reference after a Trainee successfully completes a Training Program and signs the Certificate of Competency Attainment.

4. Trainer will submit copies of the Trainee’s attendance records.

5. Trainer will provide information to the IVRS staff on the evaluation of Trainee’s performance.

6. Trainer understands that the supervision provided to the trainee is more than is customarily and routinely provided to regular employees.

7. Trainer is not dependent upon the production of the trainee.

8. Trainer does not expect the trainee to make independent decisions that impact the business.

9. Trainer does not derive any immediate benefit from the trainee.

10. Trainer does not delay hiring an employee because of the presence of the trainee.

11. Trainer understands that the training will end after 320 hours or once competency is achieved, whichever comes first and an extension may only be approved by administration after thorough review of the progress.  

12. Trainer understands that additional trainees cannot be placed without sufficient gap in time between experiences.

Trainee Responsibilities:

1. Trainee will attend training regularly. 

2. Trainee understands he/she is not in an Employer/Employee relationship with the Trainer during the training.

3. Trainee will maintain contact with the IVRS Staff as determined at the time this agreement is established.

4. Trainee will contact IVRS Staff if any problems should arise.

5. Trainee will contact IVRS Staff if they are working alone without supervision.

6. Trainee will ask questions necessary to learn the job. 

7. Trainee will follow instructions and accept correction and direction from the Trainer or designate. 

8. Trainee is required to accept a stipend as compensation for the training in a private industry where there is a competitive work environment.  

This agreement is between IVRS, the Trainer, and the Trainee.  The purpose of the agreement is to clarify the operation of the On the Job Training Program.  The Trainer is encouraged to consult with the IVRS Staff for any training concerns.  Should there be any questions; the Trainer is encouraged to contact the IVRS Staff at the contact number below.

Trainer Signature






Date

IVRS Representative Signature




Date

Phone
__________________________________

_____________________

IVRS Supervisor Signature




Date







Trainee Signature






Date

Training Schedule: 

	Week/Hours
	Assignments for Training
	Rating

(NI, SL, C)

	#1

Hours:
	
	

	#2

Hours:
	
	

	#3

Hours:
	
	

	#4

Hours:
	
	

	#5

Hours:
	
	

	#6

Hours:
	
	

	#7

Hours:
	
	

	#8

Hours:
	
	

	Extensions:
	Justification:


	


Rating scale:  NI – Needs Improvement, SL – Still Learning, C -- Competent
