SAMPLE CHOICES ON-THE-JOB TRAINING PLAN


[bookmark: Text79] 
	Trainee:
	[bookmark: Text93]Jane Doe
	TWIST ID #:
	[bookmark: Text94]1111111111

	Job Title:
	[bookmark: Text96]Cashier
	SVP Code:
	[bookmark: Text95]Below 4.0 – Job Zone One

	Employer Name:
	[bookmark: Text97]Kohls
	Date:
	[bookmark: Text98]12/12/2012



[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Text99]Funding Source: |_| WIA Adult		|_| WIA Dislocated Worker		|_| WIA Youth 18-21   |_| Other _     ________________________
	|X| TANF/Choices or Noncustodial Parent Choices 

OJT PLAN
	Skills To Be Acquired/
Training To Be Provided
	Training Methods
	Required Hours

	Initial Capability
	Proficient 
Skill Level
Upon Completion 

	[bookmark: Text100]1. Active Listening: Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times..
	[bookmark: Text105][bookmark: _GoBack]Getting information:  Observing, receiving, and otherwise obtaining from all relevant sources.
	[bookmark: Text110]30
	ENTRY LEVEL: |_| 
[bookmark: Check6]Intermediate: |_|
[bookmark: Check5]Skilled: |_|
Date measured:      
	Yes: |_| 
[bookmark: Check11]No: |_|
[bookmark: Text78]Date MEASURED:      

	[bookmark: Text101]2. Service Orientation. Actively looking for way to help people.
	[bookmark: Text106]Performing for or Working with the public: Performing for people or dealing directly with the public.  This includes serving customers in restaurants and stores, and receiving clients or guests..
	[bookmark: Text111]30
	[bookmark: Check7]ENTRY LEVEL: |_| 
Intermediate: |_|
Skilled: |_|
Date measured:      
	Yes: |_| 
No: |_| 
Date MEASURED:      

	[bookmark: Text102]3. Speaking: Talking to others to convey information effectively.
	[bookmark: Text107]Communicating with individuals outside the organization:  Communicating with people outside the organization, representing the organization to customers, the public, the government,  and other external sources.  Information can be exchanged in person, in writing, or by telephone or email.
	[bookmark: Text112]30
	[bookmark: Check8]ENTRY LEVEL: |_| 
[bookmark: Check4]Intermediate: |_| 
Skilled: |_|
Date measured:      
	Yes: |_| 
No: |_| 
Date MEASURED:      

	[bookmark: Text103]4. Mathematics: Using mathematics to convey information effectively.
	[bookmark: Text108]Placing trainee in training mode on a cash register and providing mathematical problems to solve using paper and pencil.
	[bookmark: Text113]60
	[bookmark: Check9]ENTRY LEVEL: |_| 
Intermediate: |_| 
Skilled: |_|
Date measured:      
	Yes: |_| 
No: |_| 
Date MEASURED:      

	[bookmark: Text104]5. Social Perceptiveness:  Being aware of others' reactions and understanding why they react as they do.
	[bookmark: Text109]Provide opportuinities to handle , complaints, settle disputes, and resolve grievances and conflicts.  Developing constructive and cooperative working relationships with others, and maintaining them over time.
	[bookmark: Text114]30
	[bookmark: Check10]ENTRY LEVEL: |_| 
Intermediate: |_| 
Skilled: |_|
  Date measured:      
	Yes: |_| 
No: |_| 
Date MEASURED:      


[bookmark: Text80] 
Certification of Training Need
A legitimate need for training and the expectations of continued employment for the individual completing training under this contract have been established by the Employer Engagement Specialist.  The Choices OJT plan may be modified with approval of Trainee, Employer, and Board.  
	Trainee Signature:
	[bookmark: Text82]     
	Date:
	     

	Worksite Supervisor Signature:
	[bookmark: Text84]     
	Date:
	     

	Worksite Supervisor Name (Typed):
	[bookmark: Text115]John Smith
	Date:
	12/16/2012

	Workforce Solutions Office Staff Signature:   
	[bookmark: Text86]     
	Date:
	     

	Workforce Solutions Office Management Signature:
	[bookmark: Text88]     
	Date:
	     

	Board Managing Director/Designee Signature:
	[bookmark: Text90]     
	Date:
	[bookmark: Text91]     



[bookmark: Text81] 
WD Letter 06-14, Attachment 5		 1

