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OJT Employer Pre-Screening Checklist 
All answers must be Yes in order for the employer to be eligible to participate in the OJT 

Program. 

The Employer: Yes No 
Is registered with the Internal Revenue Service (IRS) ☐ ☐ 
Has been operating in Orange County for a minimum of 120 days; 
If less than 120 days and the business relocated from another area 
in the U.S and individual(s)/employees were not laid off at the 
previous location as a result of the relocation 

☐ ☐ 

Is financially solvent to meet the OJT contract obligations through 
the end of the training and for the participant’s 12-month follow-up 
period 

☐ ☐ 

Has adequate payroll record keeping systems that track hours 
worked, gross pay, deductions and net pay. ☐ ☐ 

Does not have any outstanding tax liability to the state of California 
for over six months ☐ ☐ 

Does not have any outstanding civil, criminal or administrative fines 
or penalties owed to or pending in the state of California ☐ ☐ 

Does not have a pattern of failing to provide OJT participants with 
continued employment ☐ ☐ 

Verified that WIOA funds will not be used to relocate operations in 
whole or in part ☐ ☐ 

Will not displace any currently employed worker, alter current 
workers’ promotional opportunities, terminate any regular 
employee, or otherwise reduce the workforce in order to hire OJT 
Trainees 

☐ ☐ 

Will not use OJT Trainees to fill job openings as a result of a labor 
dispute ☐ ☐ 

Does not have workers currently in a layoff status or has not laid off 
workers over the past 120 days from the same or any substantially 
equivalent job.  
*The 120 day period may be waived if there are mitigating circumstances 
reviewed and approved by the Orange County Director of Workforce 
Development. 

☐ ☐ 

Does not have any existing contracts for services or pre-
established collective bargaining agreements that would be 
impaired by the OJT.  

☐ ☐ 

Verified that OJT funds will not be used to directly or indirectly to 
assist, promote, or deter union organizing ☐ ☐ 

Will not allow OJT Trainees to work on the construction, 
maintenance or operation of any facility that is used for sectarian 
activities or as a place of worship.  

☐ ☐ 

Is providing reasonable working conditions and OJT Trainees are 
not permitted to train or work in buildings or surroundings under 
working conditions that are unsanitary, hazardous, or dangerous to 
the trainee's health or safety 

☐ ☐ 



2 
 

Will provide Trainee wages paid at the same rate, including 
periodic increases, as other participants or employees who are 
similarly situated in comparable occupations with the same 
employer, and who have equivalent training, experience, and skills 

☐ ☐ 

Will provide Trainee benefits (e.g., workers’ compensation, health 
insurance, unemployment insurance, retirement benefits) at the 
same level and to the same extent as other participants or 
employees working a similar length of time and doing the same 
type of work 

☐ ☐ 

Has an account with the California State Compensation Insurance 
Fund for Unemployment Insurance ☐ ☐ 

Carries Workers Compensation Insurance ☐ ☐ 
Is current in unemployment insurance and workers’ compensation 
taxes, penalties, and/or interest or related payment plan ☐ ☐ 

Will comply with the non-discrimination and equal opportunity 
provisions of WIOA law and regulations ☐ ☐ 

The Training Plan will: 
• Outline all the specific skill requirements for the OJT 

occupation. 
• Address the participant’s assessed skills gap(s) for the OJT 

occupation 
• Provide the participant with the skills necessary to meet all 

requirements of the job 

☐ ☐ 

☐ ☐ 

☐ ☐ 
The instructor(s) providing instruction and guidance to the 
participant is capable of delivering instruction consistent with the 
employer’s needs: 

• The desire to teach 
• Knowledge of the subject(s) to be covered and skills 

required. 
• The ability to get along with others 
• The ability to teach the required knowledge, skills and 

occupational fundamentals to others 

  

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 
The participant will be provided instruction that ensures s/he will 
understand the underlying theories of the OJT position. 

• The instructor is well versed and understands the underlying 
theories of operation entailed in the OJT position. 

• The training outline provides for instruction in the underlying 
theories of operation reflected in the OJT position. 

☐ ☐ 

☐ ☐ 
The instructor(s) and other staff providing guidance and example to 
the OJT participant maintain good working habits that reflect the 
employer’s standards 

☐ ☐ 

The instructor(s) or other staff responsible for delivering the training 
in the OJT training plan will have time (away from production and 
other duties) to carry out the teaching necessary for the participant 
to successfully complete the training 

☐ ☐ 

 


