MISSISSIPPI DEPARTMENT OF TRANSPORTATION
ALTERNATE ON-THE-JOB -TRAINING PROGRAM

PURPOSE

The purpose of the On-The-Job Training (OJT) Program is to provide training for
minority, female and economically disadvantaged individuals in order that they may
develop marketable skills and gain journey status in the skilled craft classifications in
which they are being trained.

INTRODUCTION

This voluntary OJT Program has been developed through the partnering efforts of the
Road Builders of Mississippi, the Federal Highway Administration (FHWA) and the
Mississippi Department of Transportation (MDOT).

The OJT Program has been designed for use by participating contractors and
subcontractors in meeting their training needs. The objective of the OJT Program is to
develop skilled workers in the skilled craft trade areas of highway construction who are
sufficiently trained to be productive employees in the highway construction industry
work force.

The success of the OJT Program will require that contractors and subcontractors take part
in the program and follow uniform procedures in training and in tracking trainee’s
progress.

FUNDING

MDOT will establish an annual OJT Fund from which, contractors and subcontractors
may bill the Department directly for hours worked by trainees. The funding source of
this money will be state and federal funds for MDOT’s OJT Program.

DISBURSEMENT OF FUNDS

MDOT will pay $3.00 per hour toward the trainee’s salary for each hour of training
performed by each trainee in an approved training program. Program reimbursements
will be made directly to the prime or sub contractor. Requests for payment will be
submitted to the Office of Civil Rights for approval.

Contractors must provide a signed invoice providing the following information to be
reimbursed.

e Contractor’s Name
e Mailing Address



Trainee Name

Social Security Number

Race

Sex

Project Number

Job Classification

Total Number of Hours Completed



TRAINING PROGRAM APPROVAL

A. To use the OJT Program on highway construction projects, the contractor will
notify the Department Office of Civil Rights using the On-the-Job Trainee
Schedule Form. The notification must include the following information:

Trainee Starting Date

Project number (s) trainee starting on

Training program (classification) to be used; and
Number of Training Hours Required

B. If a contractor chooses to use a training program different from those listed in the
OJT Program Manual, or desires to train in a different classification, the training
program must be submitted in its entirety for approval by the Department and
FHWA. The training proposal must include the following:

1.

The primary objective of the program: To provide training for minority,
female and economically disadvantaged individuals for development to full
journey status in the work classifications in which they are being trained.

The minimum number of hours and type of training the trainee will receive as
it relates to each specific task required to achieve journey status.

No less than minimum wage.
Trainee certification of completion.

Records and reports submitted to the Office of Civil Rights on a monthly
basis.

DEPARTMENT RESPONSIBILITY

1.

Department project staff will monitor trainees on the project. They will
monitor payrolls for payment of correct wage rates and fringe benefits. The
Office of Civil Rights will maintain a master list by contractor name, project
number, trainee name and trainee social security number to aid project staff in
monitoring trainees who work on multiple projects.

The Office of Civil Rights may elect to interview trainees periodically during
the training period to assess their performance and training program.

CONTRACTOR RESPONSIBILITY

1.

Trainees must be identified on payrolls (i.e. dragline trainee).



7.

When any trainee completes a program, or is terminated for a reason or
reasons other than successful completion, the contractor must include the date
of completion or an explanation for the termination and date of termination on
the OJT Termination Report.

The contractor will assign each trainee to a particular person--either a
supervisor or a journeyman/woman who is proficient in the craft the trainee is
being trained in, to ensure that timely instructional experience is received by
the trainee. This person, cooperating with the appropriate company personnel,
will see that proper records and the total intended training hours are completed
during the allocated number of hours set up in the classification criteria.

The contractor has the prerogative of terminating the training period of the
trainee and advancing the trainee to journey status. Approval requests must
be submitted to the Office of Civil Rights with an explanation (refer to 2
above).

Upon notification from the contractor, the Department will issue a skill
verification card and certificate of training to the trainee.

Trainees may be transferred to state-aid highway construction projects in
order to complete the training program. If transfers are made the Office of
Civil Rights must be notified on the Monthly Trainee Form. All of the
training hours completed by trainees will count toward overall program
completion.

Program reimbursements will be made directly to the prime or sub contractor.

WAGE RATE

The wage rate for all trainees is minimum wage, during their OJT training
program. Trainees shall be paid full fringe benefit amounts, where applicable. At
the completion of the training program, the trainee shall receive the wages of a
skilled journey.

RECRUITMENT AND SELECTION PROCEDURES

A. Prerequisites for Trainees

To be qualified for enrollment in the OJT Program, trainees must possess basic
physical fitness for the work to be performed, dependability, willingness to learn
and ability to follow instructions.

B. Licenses



Truck driver trainees must possess appropriate driver permits or licenses for the
operation of Class A, B and C trucks. However, when an instructional permit is
used in lieu of a license, the trainee must be accompanied by an operator who:

1. Holds a license corresponding to the vehicle being operated;
2. Has had at least one year of driving experience; and
3. Is occupying the seat next to the driver.

C. Recruitment

1. Notices and posters setting forth the contractor’s Equal Employment
Opportunity Policy and availability of training programs will be placed in
areas readily accessible to employees, applicants for employment and
potential employees.

2. The contractor must target minority, female or economically disadvantaged
trainees.

3. The contractor will conduct systematic and direct recruitment through public
and private employee referral sources. Contractors must submit the trainee’s
name and completed application form to the Office of Civil Rights for review
and approval. Approval must be obtained before the trainee can begin work
under the training program.

4. Present employees will be screened for upgrading.
D. Selection

1. The selection and employment of a person by participating contractor shall
qualify the person for the OJT Program.

2. Selection will be made without regard to race, color, religion, sex, age or
national origin and shall be completely nondiscriminatory.

3. Employment of trainees will be in accordance with the work force
requirements of the contractor. Each contractor will hire and train the trainees
for uses in their own organization.

4. Written certification of individuals under the category of economically
disadvantaged can be provided to the contractor at the time of the interview.
This certification must then be provided to the Office of Civil Rights with the
other required information as part of the approval process for trainees.



e NOTE: The OJT Program is to provide training for minority, female and
economically disadvantaged individuals in order that they may develop marketable
skills and gain journey status in the skilled craft classifications in which they are
being trained. However, this program does not exclude trainees that are not members
of the above groups.
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