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Attachment A
Instructions on Reverse Side
BROWNFIELD WORKS! JOBS TRAINING/EDUCATION PLAN 2011                         DATE:___________________
	Company Name, Address,  and Telephone Number
	Job Title (s)
	 Training/ Education Scheduled Hours 
	Name of Training Provider
	Training Location

	
	
	
	
	

	Job Description
	Skills Developed
	Describe Training/Education

	
	
	


Is a credential/certificate being issued after the completion of training? ⁪ YES   ⁪ NO

If yes, what is the name of the certificate/credential? ________________________________

Name the governing body if any, issuing the certificate/credential: ______________________










        Signature:_____________________
Date:__________








                             Print Name:____________________________________

HRA/FIA Employment and Contracts 02-18-11   Print Company Name: ___________________________

INSTRUCTIONS

This form must be completed and approved by HRA prior to hiring employees.  
Please ensure that training described on this form: 1) totals a minimum of 105 hours and 2) can be completed during the subsidy period.

Use the instructions below as a guide to completing the Jobs Training/Education Plan 2011 form: 
Company Name: Indicate the company name as listed on the Wage Subsidy Agreement. 

Job Title(s): Please state the title(s) of the subsidized job(s)
Training/Education Scheduled Hours: Select one of the training scenarios below and complete the section as outlined.

Scenario 1: Training hours will be conducted throughout the subsidy period.  Specify the number of hours the employee will receive training each week and specify number of weeks over which the 105 hours of required training will occur. 

For Example: 
“7 hours per week for 15 weeks”, or 

“35 hours upfront, and 7 hours per week over the next 10 weeks”                              

Scenario 2: All 105 required hours of training will be provided prior to the employee working in the subsidized job. All 105 hours of training may occur prior to the employee starting his/her job assignment but employers can only choose this option if  the training is necessary to qualify the employee for a specific position.   

For Example: “105 hours upfront” accompanied by a brief explanation of the reason that the training is required prior to employees working on the job.

Training Provider: Indicate who will provide the training: the employer and/or an identified training provider (e.g. Allied Training Institute).  Note that this asks about the additional on-the-job training that you will provide to the employee, not the training provider who ran the program that the employee has graduated from.
Training Location: Indicate where training will occur.  Please indicate if training will occur in a classroom, online and/or in the field.
Skills: List the specific skills that the employee will be taught during the training period.
Describe Training/Education: Summarize the training curriculum. 

Training does not have to be specific to the position(s) being hired for as long as the training provides specific, transferable skills that will help the employee succeed in future unsubsidized permanent employment. 
General, job readiness or other “soft skills” training cannot be a significant component of the training program. 
If any portion of the training is on-the-job training (OJT), please cite the specific competencies or skills that will be taught or developed during OJT. 
Submit this form to: Luis Ortega, Human Resources Administration, ortegal@hra.nyc.gov, 
180 Water Street, 6th Floor, New York, NY 10038, Telephone: 212-331-5680, Fax: 212-331-5469
If you need assistance completing this form, please contact Lee Ilan at NYC OER Grace Vasquez (NYC HRA) at 212-331-5683 or at vasquezg2@hra.nyc.gov
HRA/FIA Employment and Contracts 02-18-11

