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Mission Statement

The purpose of the On-
the-Job Training (OJT)
Program is to provide
training in the highway
construction industry
for minority, female,
and economically
disadvantaged
individuals, hereafter
known as the target
group. Pursuant to 23
Code of Federal
Regulations Part 230,
Subpart A, Appendix B
- Training Special
Provisions, this
program provides for
on-the-job training
aimed at developing full
journeyworkers in the
type of trade or job
classification involved.




Current program was out-of-
date

Made it difficult for trainees
to graduate

Hard to move trainees where
needed

Lacked guidance for trainers



More flexibility in training (programs
combined)

Guidance for trainers
Adjusting the required hours to graduate
Streamlining transfer process

Simplifying paperwork for trainees on
concurrent project

Credit for training courses
Increased awareness of OJT program
Bid Item now 500 hours per slot



FHWA approval — March 14, 2016

New OJT Special Provision — April 20,
2016 Letting

CCO new special provision -- for projects
let prior with unfilled slots

Unfilled trainee slots moved to new OJT
program (by CCO)

Trainees in suspension -- may request to
continue in prior OJT program or move to
new program



OJT Program Manuals
Mailed out with OJT Letters
Mailed to Contractors — Prior Lettings
Posted on SDDOT OJT website

New OJT Forms
Mailed out with OJT letters
Mailed to Contractors — Prior Lettings
Posted on SDDOT OJT website
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SOUTH DAKOTA

DEPARTMENT OF TRANSPORTATION New Manual Contains:
Constuct ~ Maina ~ Comect Mission Statement &
Purposes
Definitions
On'the'JOb Program Policies &
L. Procedures
Tralnlng Funding & Wage
Rates
Manual Methodology

Selecting Projects
for Trainee Slots
Administrative
Responsibilities
Online Form
Information

2016 Edition




OJT Registration Form

South Dakota Department of Transportation
Civil Rights Program
On-the-job Tr g Program
(Please print or type all information, See additional instructions on back of form.)

THIS POR TO BE COMPLETED BY CONTRACTOR
Traines Name Contractor Frime | ) sub{

Street Address, Route/Box, Box Number Praject M r, PCN Number

City, State, Zip Prior Hours Start Date Starting Wage
Trainer Training Program

Trainee Signsture Contractor Signature

Gender: CIMale [Tlremale Ethale Group: ] Native Hawaiian/Other Pacific llander
Trainee Employment O american indian ] Two or More Races

[ mew Hire [CJcurrent Employee Upgrade [ african American/Black  [] Hispanic/Lating

CdTrainee will be working on multisle concurment projects Econorrically Disadvantaged Asinn white

f multiple projects checked please list projects:

EOM PLETE ABOVE AND MAIL FORM TO CIVIL RIGHTS PROG RAM AT ADDRESS BELOW]

THIS PORTION 15TO BE COMPLETED BY CIVIL RIGHTS PROGRAM. Received Date

Classification,

Training Program Pragram Hours

ral Laborer's Rate)

i Starting Woge (not less than Ger

IFAEYIRDN WgE

70% of j

jage ait

iFneyr age

nimum Wage after 4 = hours EO% of journeyman wage,

nimum Wage afte hours 0% of journeyman wage:
MAKE TRAINEE WAGE ADJUSTEMENTS AS NECESSARY DURING COURSE OF PROGRAM

be returned to the contracter following apg

vl and calculation of wage levels

trainee.

On thiz registration form, it is important to fill out all of the information asked for. Reading the
instructions to this form can help with understanding how to properdy fill this registration out. For
example, when filling out Classification Titke use “Self-Propelied Roller (except Hot Mix)™ instead
of “G02" or “Self-Propelled Roller.” Some things like the roller have multiple types.

Key Changes:

Trainer Should be
Listed

Concurrent Projects
listed on one form
No Social Security
Number

Check boxes for
gender & ethnic
group

Referral Information
deleted

Original form still
required to be
mailed



Monthly Status Report Status Rebport
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SOUTH DAKOTA DEPARTMENT OF TRANSPORTATION
Civil Rights Pragram

THIS PORTION IS TO BE COMF‘{.E"?;:T"{:":?IIY-‘;:;.'%:. Status Report M i n 0 r U pd a tes :
Repartfar Period Ending .20,
- Added Column to
Project Number{s)/PCHN(s) of Traine e Registration reCO rd non _tra i n i ng
hours
- \ V{4
e |eawen| ime | ‘haer | o | o | s Questions “A” now
Total hours from Last Report :
deals with concurrent
projects
. . H \Y'» ¥/4 =

e watnes vertin e peoacts concurenth? (chackons) [ 1ves | 1o Question “"B” combines

If “¥es®, please separate hours by project in the table above. .
B. Hastrainee been transferred/laid off/quit fired? (check one) [ Ives [ JImNo t h e Va rl O u S pe rso n n el

If “Yes”, date?

Reason -
c. ilis.u.{lrleu xrmuualud?[n_llutk o) [ Ives [ ]Na a Ctl O n s

:;1::1-'3:\::-.2 now employed with your firm at journey level? (check one) [ | Yes [ 1Neo I m po rta nt W h e n
Thia rnmmnlv certifies that it hax pr mrir:-d supervised training s reported above in accordance with the Training - t
Spechal Proviskon and the Approved Training Program. WO rkl ng On Concu rren

Signature of Person Preparing Report | 7 ] — O - ects to Co m ete
proj pl
project/location

On this Monthly Status Reportform, it is important to fill outall of the information asked for.

Reading the instructions to this form can help with understanding how to property fill this report M a y b e S u b I I I Itte d

out. For example, when filing out the Projection/ Location you can either put the PCM Mumber . R

or you may write the countyin. All of A, B., and C. on the form need to be filed out as well as I t I I m I

the dete and reason. This helps us to know whetheror not payment should be made. e eC ro n I Ca y e a I 7
fax, etc.)




Transfer Registration

South Dakota Department of Transportation
Civil Rights Program
Transfer Registration
(Please print or type all information. See additional instructions on back of form.)

Traines Name Contractor

Currant Projest Number, PCH Mumber Mew Preject Number, PCN Number
Training PFrogram Effective Date of Transfer

Trainer Prior Hours

| COMPLETE ABOVE AND MAIL FORM TO CIVIL RIGHTS PROGRAM AT ADDRESS BELOW
[ THIS PART TO BE COMPLETED BY CIVIL RIGHTS PROGRAM |

g Program Program Howurs

Minimum Starting Wage (not less than General Laborer’s Rate) 60% of journeyman wage,

Minimum Wage after % 70% of journeyman wage
Minimum Wage after % 80% of journeyman wage
Minimum Wage after % = 0% of journeyman wage
Minimum Wage upon completion 100% of journeyman wage

On this transfer registration form, it is important to fill out all of the information asked for.
Reading the instructions to this form can help with understanding how to propedy fill this
registration out. For example, when filing out Training Program use “Self-Propelied Roller
(except Hot Mig)™ instead of "G02" or "Self-Propelled Roller.” Some things like the roller have
multiple types.

New Form - Simply
Transfer

May complete form
or send written
notice (email, etc.)
Transfer trainee from
one project to
another

Not to be used when
trainee is working
concurrently on
projects

May be submitted
electronically



Trainer Responsibilities

The job of tha Trainer is to make sure thatthe Treinee is receiving the proper treining to achieve
full jpumeyworker status. A Trainer has certsin responsibilities to help the Trainee achieve the
goals to graduate fromithe training program. The following are a few things that the Trainer can
do:

As their Mentor:

* et them knowthey can trustyou.
* [Dontexpectthem to be greatat the beginning. Mot everyone will have
the experienceyouhave had.

As their Supervisor:

* Encouragethemto continue exceeding atwork. Mothingis better than
knowingyou are exceeding ata new task.

+ |nstead ofyelling atthem for everything they do wrong, tell them what
the problemis and show them how to fix it.

As their Supporter:

* Showthem that they can go to youwith anything. They need to know
that they have someonethatwill take care of situations out oftheir
control.

* Praise them! Again, telling someone how goodthey are doingmakes
them want to continueto do a great job.

* Encouragethemto do their best every day.

As their Trainer:

* Encouragethemto try new equipment. This could helpthe projectand
allow them to get more experience.

* Be theirTrainer! They need someonetherewho can showthem “the
ropes” duringthefirstfew days. Every jobis differentso don't expect
them to know how youwantitdone.

*  Make sure they get the propertraining. As longas they are onthe job
youshould betrainingthem and they should be learningfrom you.
Dontjust think they will befine after a few days and leavethem to
figureit out on their own. They need someonethey can ask questions.

*Please print 3 copy and give toyour Trainers. This will help them with what should be expected of them *
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General
Guidance for
Trainers
Copies will be
sent out with
OJT letters
May copy from
OJT Manual

(Page 38)



I Web Address

—



http://www.sddot.com/services/civil/ojt.aspx
http://www.sddot.com/services/civil/ojt.aspx
http://www.sddot.com/services/civil/ojt.aspx
http://www.sddot.com/services/civil/ojt.aspx
http://www.sddot.com/services/civil/ojt.aspx
http://www.sddot.com/services/civil/ojt.aspx

Mailing Address:

Department of
Transportation

ATTN: June Hansen
/700 E. Broadway Ave.
Pierre, SD 57501

Email:

Office Phone:
605-773-3540

Cell Phone:
605-280-5146

Fax Number:
605-773-4442


mailto:june.hansen@state.sd.us

