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Overview

On-the-Job Training Program has been established in accordance with U.S. DOT
regulations to ensure training and skill-improvement opportunities are provided on
Federal construction contracts under Special Provision in all TxDOT federal-aid

construction contracts that were effective with the January 2014 state letting.

TxDOT's Civil Rights Division will notify every contractor selected for participation
in the program at the beginning of each calendar year and advise them of the
number of trainees they are expected to support. Participating contractors must
enroll, train and graduate a number of trainees sufficient to meet their assigned

annual trainee goal.

The goal of this document is to guide the Recordkeeper how to monitor for
compliance, review, and verification that OJT participation is submitted and

accounted for correctly.

Applications Used

TxDOT DMS, (internal Crossroads webpage)
Forms

Form 2784, “OJT Enrollment Form”

Form 2220, “Labor Standards Review”
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Resources

e Construction Contract Administration Manual (CCAM), Chapter 15, Section 2,
“On-the-Job Training”

e Civil Rights Division (CIV) On-the-Job Training SharePoint page (Note: internal
access only)

e Special Provision to Item 000, “"On-the-Job Training Program,” included in the
contract

e Civil Rights programs (CIV) On-the-Job Training external webpage on
TxDOT.gov (additional forms)

On-the-Job Training (0OJT)
CIV will notify contractors selected for participation in the OJT program.

Contractors must submit all OJT data through TxDOT’s DMS portal. OJT progress
reports should be submitted monthly, on the 10th of the following month, in DMS.

Use the steps on the following pages to access and review the reports.
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OJT Monitoring and Compliance

1. Each compliance officer listed in

TXDOT: Federal On-the-Job Training - Report Submitted Alert DM S Wi I I receive an email l a Ie rt

@ Texas Department of Transportation <txdot@txdotoms.com> W h en th e p rl me su b m itS OJT

To @ Chelli Hale

hours for a participant in DMS.

This email originated from outside of the organization. Do not dlick links or open attachments unless you recognize the sender and know the content is safe.

s
On-the-Job Training trainee report submission alert.

A monthly report for 07/01/2024 has been submitted for FELIX 1. OLIVAS on the following goal: JONES BROS. DIRT & PAVING CONTRACTORS, INC. (2024).

2. Log into the TxDOT DMS Portal

and follow the steps for

I Texas Department of Transportation

OUR MAIN SITE (7) CONTACT SUPPORT
~a .

authentication.

3. On the home screen, click View
on the left-hand navigation to

bring up the menu.

Settings
Help & Support

Ourreach Campaigns
Duwreach Campalgns V2

Events

Vendor Lists

Froposals

Utilization Plans
Cerufication Apps
Ceriification Processing
Records

Certficaton Change
Requests

Certification Transfers
Certification Share Requests
oIT

Supportive Services
Reviews

Favorite Vendors

Support

Messages

Click on OJT.
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Transactions: On the Job Training Goi 4. Make sure Only show records

assigned to you” is unchecked,

Goal List [| Trainee List @] Goal Methodology

= then click on the Trainee List tab.

Only show recerds assigned to yo \ v

Actions

No OJT Goals Found

Best Practices for OJT Training Reports

What should I do if there are other projects on the monthly report I am reviewing?
e Review the data related to your project(s).

o If a project is listed in your district that you do not have access to, request the

LCPtracker wage report from the recordkeeper.
e If there are additional hours on the report worked for another district:

o ask that district’s recordkeeper for the LCPtracker wage report to allow you

to confirm the hours match the submission or

o if the training report has only a few hours in your district and most trainee
hours in another district, send the LCPtracker report to the other district to

approve the report.

Currently TxDOT DMS does not have the functionality for multiple districts to

approve one training report.

To verify the submitted hours and wage rates, access and review the certified

payroll in LCP Tracker using the following steps.
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5. The list will include all OJT

participants of all statuses (active,

terminated, graduated, etc.)

Note: DMS does not list the prime
contractor or the CSJ on this

screen, only participant names.

A sseus

All
Al

ange Request Pending
Denied, Pending Resubmission
Graduated
Graduation Denied
Inactive
Pending Graduation Approval
Pending Termination Approval
Pending Transfer Approval
Submitted, Pending Approval

Terminated

. To minimize the list, filter for

Active participants.

Withdrawn
. After locating the participant, click
- View next to their name to bring
up all information for the
Review s OLIVAS, FELIX | (2024))ONES BROS. DIRT & PAVING

Review View

View

TAPIA, EDUARDO G

ZALDATE, RAMIRQ D

CONTRACTORS, INC.

(2024))ONES BROS. DIRT & PAVING
CONTRACTORS, INC.

(2024))ONES BROS. DIRT & PAVING
CONTRACTORS, INC.

individual, including training

reports submitted.
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On the Job Training: View Trainee

Goallist Vendor Goal Tralnee Training ReportList@ Action History

Documents Messages Reports

8. Review and verify the following

information.

a. Trainee tab - Confirm you have

selected the correct participant.

On the Job Training: View Trainee

GoalList Vendor Goal Trainee Training ReportList@  Action History [ NiDocuments | Messages

Reports

Files Attached

FORM 2784 FELIX
OLIVAS OJT
TRAINEE 8305.pdf

b. Documents tab - Verify that
Form 2784, “OJT Enrollment
Form,” (uploaded by the prime)
is attached.

Note: The Documents tab is
where the Labor Review will be

uploaded when completed.

Fraining Information

9305: Broarm ar Swesper Operatar
Croghs: 1

TRAMNING CLASSIFICATIGN

516.20

05/20/2024

ERE TRAIMING BEGAN
CURRENT TRAINING CONTRACT 10233205: INTERSECTION IMPROVEMENT (1718-07-045)
EMRCLLED F0R GOAL YELR 2024

AHEA ERIGIMERR SAUL ROMERD

05223605 HIGHWAY IMPROVEMENT (SH 18 / WINKLER / 0292-01-034)

c. Training Information — Confirm
the training classification is
correct by verifying against
Form 2784.
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d. Trainee Information - Labor
Trainse information Review Completed
S asmo bt e If this shows “"No,” notify the
m:mwm.,, responsible inspectors or
| ﬁ project managers for all CSJs
== R listed on the training reports
R, that the trainee is active and
request they conduct a labor
review,
e If this shows “Yes,” verify it
has been uploaded in the
Documents tab.
e. Below the trainee information
on the Trainee tab is the list of
monthly reports submitted.
e Note: This information can also
On the Job Training: View Trainee be accessed through the menu
Goal List Vendor Goa Trainee 'faf"gy’-‘.e:ofth:@ Action History Documents Messages Reports at the top_
9. Review and verify the training
T — — - = reports submitted by the
: =2 LE prime. Choose the month that
needs to be reviewed and click
View Report in the Action
column.
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Report Information

REPORTING PERICD
STATUS
SUBMITTED BY

SUBMIT COMMENTS

August 2024
Pending Staff Raview

Candace Reece on 09/04/2024

Report Information

REPORTING PERIOD
STATUS

SUBMITTED BY
SUBMIT COMMENTS
REVIEWED BY

REVIEW COMMENTS

June 2024
Approved

Candace Reece on 07/01/2024

Cynthia Curtis on 07/09/2024

10. The training report has four

sections:

a. Report Information - Shows
reporting period, status of
report, and Pending Staff

Review or Approved.

e Pending Staff Review -
Needs action taken to review
and verify the information

with payrolls in LCPtracker.

e Approved - Shows approval
date, approver name, and

any comments, if applicable.

Trainee Information

TRAINEE NAME

SSN (LAST 4 DIGITS)

OLIVAS, FELIX 1
9367

9305: Broom or Sweeper Operator
Credits: 1

$16.20

JONES BROS. DIRT & PAVING CONTRACTORS, INC.
DBA:

b. Trainee Information -
Verify the correct participant

is listed.
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c. Training Information (hrs.)

S — Contains the hours worked

under the OJT classification

code for the month.

This information must be

verified prior to approval. Any
discrepancies will result in the

report being returned.

e d. Training Report Review -
Once verified against reported

information from LCPtracker,

this section is used to Approve

or Return the monthly report.

11. Complete the Training Report -
Gather the information from the
DMS portal to verify the

following.

Aorns a. Payroll Period date is the
A gee RN oo A Week End Date reported in

- 08233 NAY IMPROVEMENT (0103-01-044)
LCPtracker.

.
08233014: HIGHV

Anaanis ot mara A0 1 ABAAL ML AEATY FAE S A .
08233014: ~!|cr-\.‘-'-«!' IMPROVEMENT (0103-01-044)

b. Contract information is the

project information in
LCPtracker.
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D Training Hours for Payroll Period

c. District and Area Office

C  District Area Office
Qdessa (6) Fort Stockton
Odessa (6) Fort Stockton

400

15.00

information will be used to

gather additional information.

d. Training Hours, OJT job code
classification (9XXX), and
current wage listed on the
training report are verified in
LCPtracker.

12. Log into LCPtracker and follow

the steps for authentication.
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s = , || 13. On the home page, click on the

Certifications tab.

14. Using the dropdown menus,

[SNFPI | \iclations || Reporis || Admin | eDocuments | SetUp | Choose the prOJeCt and ContraCtor
D;—H——— listed on the trainee report, and

Project

[ include Closed
Contractor All Col

click Load Data.

Sub Ta | Contract ID All Assignments
Show Only Flagged CPRs? [

15.In the Week End column, find the

RN Pl i S Y7 P S okt s ot %, [ a. date of the payroll listed
Wiz [ 1| ves |13 (o] |cetied )| O [acceren )[118202¢ o ]| Deals on the trainee report
1112023 2 YES  |3212024 E Certified || [ | ACCEPTED v ||321/2024 |No v Details
me023| 3 YES  |321/204 || POF Cortified v|| [J | ACCEPTED v ||321/72024 F Detalls b C“Ck on the Deta”s Ilnk in
nss| 4 YES (3212024 |[poF | |[certified || O [[acceeteD v][3212024| o || Detais the same row.
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Prejec

Contractor
Contract 10
Sub To

Week End Date
Procses Shatus
Acozpl Staus.

Parscn Submitting

Contractor Motes

Code 010301044
ProjactMame 010301044 - SH 17 - M OF COTTON ST : 34 M1 § OF CR 206 - REEVES
JONES BROS. DIRT & RAWVING CONTRACTORS INC

Ve Camtractor Axslgnenant Raport

SE0Ia flews Prgigcl Wage Dalishos
Cortiiad | Payroll umber 32
ACCEFTED ~  Purfoming YES

Cindi Wikorson  Final

[

Employees Interviewed This Week 0

16. The top of the screen will show
the project information and if the

report has any notices or

FELTX TWAN DELVAL OLTVAS IS NOW CLASSIFTED AS AN OJT BROOM SWEEPER OPERATOR.

rejections.

Hids Clozad Hoticas

Sava || Cancal || add mctica

utice Dt [
s 71102004 | CLOSED|seonnar@lla cam | Edt Clnss e

N

end To Caza

And the bottom of the screen will list

the names of all the employees who

LS R IR0 TOOT |17 LAACRSR, 20NN 111 Lo O mm
CA T D01 (1122 DERRER COMMON 112 U Uymen Cre ot \m ml
WORCN KARI A YENDUA TN [ 166+ RO FROAFRATCR NTHFR 1005 Finloe Demtr (b ‘.ww mm
f RN RGN 101|100 ASHIAGT R IIML CRLRAIOR | 105 Acahak kg Machi sty ':m Im ﬂ[

worked during the pay period.

o [0 o 0T [fit2. LABRER COMON {112 ik, Coren wd S I
0 MR RURODELX00 00T 1112 LADXRER COMEN 1172 Libos Conmen St \mn‘
i MAOT (1107 LARCRRR COMMON 1) e B i m
17. Find the name of the trainee.
Click on the Audit button in the
I]EE#L T {308 B e Svwec i 305 Brcomon e D Eil Rt Carng s MMI rlgh t Column to view trainee

information for the pay period.

Week End Date:  6/8/2024 Payroll No: 32

Project: 010301044 - SH 17 : N OF COTTON ST: 3/4 MI S OF CR 206 : REEVES
Employee OLIVAS, FELIX IVAN DELVAL Sub To
[J Is Foreman Is Ownar/Operator Contract D

Gross Employee  Wages Paid in Lieu
Pay This Project of Fringes (Total
(Usually No Cash Fringes)
Fringes)

These fields are Hourly rate fields (Usually No Fringes)

Base
Hourly

Overtime
Hourly

Doubletime
Hourly

Amounts paid
Classifications
Hours Worked Each Day for This Project Only

Fringes / Contributions paid to others {not employee) for This Project Only (Rate Times the # of Hours Worked)

Paycheck - Deductions, Payments and Notes (For All Projects Worked This Week)

Notices

‘ Cancel || Revalidate H Show CPR

Rate in Lieu of
Fringes (Cash

Fringes)

Contractor.  JONES BROS. DIRT & PAVING CONTR.

. On the following screen, click the
arrows to expand the following
sections to show the information

to be verified:
e Classifications and

e Hours Worked Each Day for This
Project Only.
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 Clasitcatons Note: OJT participants may work
}TXDOT IZone TXOSIEBOS - Broom or Sweeper Opera10r}9305 - Broom or Sweeper Operator}Heaw & Highway I W ith i n m u Iti p I e C I a SSifi Cati o n

~ Hours Worked Each Day for This Project Only

codes during the pay period. Only

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total Hours

— e e e s verify the hours for the 9XXX OJT
Overtime at 1.5 .00 0.00 0.00 1.00 14.00 12.00 4.00 31.00 . . - .
Double-Tims .50 0.00 0.00 0.00 0.00 0.00 0.00 0.00 CIaSSIflcatlon the partICIDant IS

Total 0.00 13.50 14.00 13.50 14.00 12.00 4.00 71.00

enrolled in; any hours worked as

a laborer or other classification
code do not count toward OJT

participation hours reported.

. Return to DMS to verify the

following data points matches the

data reported in LCPtracker

e Training classification

code,

i e Hourly wage rate,

e Training hours for payroll

period,

e Contract information.

Training Report Review a- If the data |S Correct, CheCk
LT — ’ 2 the box to confirm digital

O rewn

signature, select the Approve

button, add verification

comments, and click Submit.

Submit | | Return
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suomic | | Rewurn |

b. If the data is incorrect, select
the Return button, add
comments stating the specific
reasons for returning the
report, and click Return. Send
a LCPtracker notification to
the contractor for any

necessary payroll corrections.

Note: A Labor Standards Review
(Form 2220) should be conducted at
least once for each trainee during
their training period. Once the Labor
Review is complete, return to DMS

and follow the steps below.
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Trainee Information

RAININ R
Campleted 185.50 of 320 Training Hours; Training 58% Complete
NAME OLIVAS, FELIXI
STATUS Pending Graduation Approval (Mark Active)
55N (LAST & DIGITS; 9367
ADDRESS 500 SOUTH OREGOM STREET, EI Pasa, TX, 79901
PHONE NUMBER (575) 964-0878
GENDER Male
Hispanie/Lating
HIRE TYPE Upgrade:

Cusrant ot Qassification

1172: Laborer, Common

Superviser Recommendation .

Supervisor Recemmendation

Delote Trainee

20. Open the OJT Trainee

Information page.
a. Click on the Labor Review

Complete dropdown box.

b. Change from No to Yes in

dropdown.

File Management: File Attachment List

Attach File(s) l

Drop Files Here or Browse

Files Pending Attachment

nding attachment.

- D

Files Attached

FORM 2784 FELIX
OLIVAS OJT
TRAINEE 9305.pdf

21. Open the Documents tab.

a. Click Browse, navigate to the
Labor Review file location,
select the appropriate file, and

click Open.
b. Click Attach Files.

Confirm files are attached in the

system.

Reimbursement Process

The contractor can request reimbursement on federal aid projects where the total

hours have been verified through a review of certified payrolls and accurately

reflect the total hours of actual training. Reimbursement is usually made on the

project the trainee worked the most - usually the project on which the trainee was

enrolled.
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Contractors may be reimbursed eighty cents per verified training hour on federal-

aid projects.

Reimbursement requests by the contractor should occur at the end of training

period.

Verified reimbursement costs are paid out by line item on an estimate through “On
the Job Training (Paid by the Hour)” that has been added to the contract at
activation or added by change order when reimbursement is requested by the

contractor.

File all documentation and correspondence related to OJT in ProjectWise within the

appropriate folder in the project file.
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