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OVERVIEW 

The purpose of the OJT Program is to address the underrepresentation of minority, female, 

veteran and disadvantaged individuals in the highway construction trades.  

By providing on-the-job training, the contractor will attract and retain more highly qualified employees and improve productivity and 

services.  

The goals of the OJT Program are: 

 To offer equal opportunity for the training and upgrading of minorities, female, veteran and disadvantaged persons toward journey-level

status in the highway construction trades.

 To improve the skills of the available workforce.

PARTICIPANT RECRUITMENT 

Contractors will review employment applications of prospective participants for work experience who will make desirable trainees. 

Contractors could obtain prospects who are interested in the OJT program through: 

 Job fairs

 Existing employees

 Online Employment Resources

 ADOT BECO OJT Supportive Services Program

ENTRANCE REQUIREMENTS 

Applicants will meet the following minimum qualifications: 

 The applicant must be a minimum of eighteen (18) years of age.

 The applicant must be physically capable of performing the essential functions of the OJT program, with or without a reasonable

accommodation, and without posing a direct threat to the health and safety of the individual or others.

 Applicants are subject to random, post-accident and reasonable suspension drug testing per company policy.

 No applicant will be accepted as a trainee in any classification for which he/she has successfully completed, or in which he or she has

been gainfully employed.

EMPLOYEE ORIENTATION 

Each trainee will receive an orientation by a Project Manager and/or Supervisor. These meetings will include the following: 

 The trainee will receive a copy of this manual, which includes the specific training program he/she is completing.

 The starting wage rate and the graduated pay scale of the trainee enrolled in the training program.

 The seasonality of construction work and the adverse weather conditions under which work may occur.

 The necessity that construction workers are punctual and willing to work extra hours in order to remain steadily employed.

 From time to time, the trainee may have an obligation to perform tasks not included in the training program outline.

 Qualities or traits the company considers desirable in its workers, including work ethics.

 Ways in which employees can earn a promotion within the company.

 EEO policy, Affirmative Action Plan, Complaint and Unlawful Harassment policies.

 Appropriate PPE (i.e. hard hat, safety vest, work boots etc.) for the project shall be worn at all times in compliance with “Company

Policy.” Clothing should be applicable for the job environment.

 Basic hours of operation, overtime, weekend expectations.

 Whom the trainee will report to (primary supervisor); whom the trainee should call in case he/she will be tardy, absent from work or

need to leave the worksite, specifically identifying the Company policies.

 Disciplinary procedures, termination, and layoff policies.

 Tool Box Talk participation.

SUPERVISION 

The trainee will be assigned to a journey worker, supervisor, or other knowledgeable employee who will, on a daily and personal basis, 

direct, review, and observe the trainee. 

The allowable ratio of apprentices to journeyman is 1:1 ratio for the first trainee and one trainee for the next three journeymen at the same 

occupation. 
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RECORD KEEPING 

 

Contractor must complete a Trainee Enrollment form for each trainee. Contractor shall make all training records available for ADOT review 

upon request.  
 
Training hours achieved on ADOT Federally funded projects shall be recorded in ADOT’s online OJT reporting module within the ADOT 

DOORS System. Training hours achieved on non-federally funded ADOT Projects shall be recorded by contractor and made available for 

review upon request. 
 

BENEFITS 

 

For employees subject to prevailing wages, the fringe benefits will be contributed into bona fide funds, plans or programs when 

applicable. Unless specified in union standards, fringes will be at the journeyman rate. 

 

WORK HOURS 

 

The normal workweek is to consist of eight (8) hours per day, five (5) days per week, or that which the journeyman in the craft is working. 

Additionally, a trainee is eligible to work overtime if the opportunity is presented. 

 

TERMINATION FOR JUST CAUSE 

 

The trainee may be terminated at any time during training. Some examples of reasons for termination are:  absenteeism, lack of punctuality, 

accident-proneness, lack of interest, poor attitude, failure to demonstrate his/her ability to perform diligently and faithfully the work of the 

trade and other pertinent duties as assigned, or failure to conduct him/herself in a creditable, ethical, and moral manner. 

 

As an employee, participation in the OJT program is not intended and does not constitute a contract of continued employment between the 

contractor and yourself. In addition, employment with the contractor is “at will” and that either the trainee or the employer may terminate 

employment at any time, and for any or no reason.  

 

CERTIFICATE OF TRAINING PROGRAM COMPLETION 

 

At the completion of the training program, the trainee will receive a Certificate as a record of his/her accomplishment. 

 

TEMPLATE ON THE JOB TRAINING CLASSIFICATIONS 

 

The OJT Program has been designed to provide training in the skilled construction trade classifications, and to ensure the Trainee 

consistently receives the level and quality of training necessary to perform in their respective skilled trade classification. The training 

classifications below and as outlined in the document have been approved by FHWA. Changes made to the content below will need to be 

submitted to ADOT for FHWA approval. 
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CONSTRUCTION CARPENTER TRAINEE 4,000 HOURS 

 

The Trainee will perform a combination of tasks on construction projects as work requires under general supervision of a skilled carpenter.   

  

A typical training program under this classification will consist of the following (as a minimum): 

 

A. FAMILIARIZATION 

 Safety 

 Company Policies 

 Materials 

 Employer/Employee Responsibility 

 General Housekeeping  on the Project 

 Communication 

 Heat Stress 

 Personal Protective Equipment 

 Noise and Hearing Protection 

 Jobsite Safety Orientation 

 Accident Prevention Heavy Construction 

 Working Around Mobile Equipment 

 Power and Hand Tools 

 Hazard Communication Awareness 

 

B. TRAINING  

 First-Aid/CPR 

 OSHA –  An Introduction  

 OSHA 10 

 OSHA 10 Road Course 

 OSHA 30 

 Fall Protection Awareness 

 Fire Protection Awareness 

 Portable Fire Extinguishers 

 Scaffold Safety Awareness 

 Ladder Safety 

 MSDS/Hazmat 

 Traffic Safety/Control 

 Introduction to Measuring Tools: 

 Mathematics for Construction 

 Area and Volume Calculations  

 Measuring Rules 

 Chaining Tapes 

 Elevation Rods 

 Transits 

 Levels 

 Laser Aligner Measuring Elevations 

 Form Building and Erection: 

 Basic Form Design 

 Construction of  Forms 

 Erection and Placement of Forms 

 Stripping and  Salvage of Forms for Reuse 

 Box Culverts, Inlets and Headwall Formwork 

 Decking Formwork 

 Endwall Formwork 

 Parapet and Hand Railing Formwork 

 Bridge Falsework 

 Shape or Cut Materials to Specified Measurements Using Hand Tools, Machines, or Power Saw 

 Catch Basins 
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 Sidewalk  

 Drainage Structures 

 SWPPP 

 Pier, Pile and Cap Formwork 

 SWPPP 

 Pier, Pile and Cap Formwork 

 Routine Cleaning and Maintenance of Area, Materials, Tools and Equipment 

 Select Materials and Order 

 Work with and/or Remove Hazardous Material 

 Demolition: 

 Remove Damaged or Defective Parts or Sections of structures 

 Repair, Remove or Replace Sections of Structures Using Hand Tools 

C. GENERAL CONSTRUCTION  

 Carpenter 

 

 

 

 CONSTRUCTION CARPENTER TRAINEE - FEDERAL FUNDED PROJECT  

        

LEVEL 1 – 1,000 HOURS @60%  +  FRINGE =  WAGES 

LEVEL 2 – 2,000 HOURS @70%   +  FRINGE =  WAGES 

LEVEL 3 – 3.000 HOURS @80%  +  FRINGE =  WAGES 

LEVEL 4 – 4,000 HOURS @90%  +  FRINGE =  WAGES 

 

4,000 @ 100% OJT HOURS ACHIEVED CERTIFICATE OF COMPLETION AWARDED. 
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