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1.
Who needs to receive the OJT? 


On what? 


2.
When?                                   Where?                                      Why?                                           

3.
What does the performer need to do to prepare for the OJT session?

4.
What does the performer need to bring to the OJT session?

5.
What do you need to do to prepare for the OJT session?

6.
What do you need to bring to the OJT session?

7.
What tools, equipment, supplies, and materials are needed to do the task?

8.
What is the purpose of this OJT session?  (Current and desired performance.)



OJT OUTLINE -- Page 2 of 5

9.
How will you introduce the OJT Session?  What will you explain to the staff member that he will be doing during the OJT?

10.
What is the desired outcome of this OJT session?  "After this OJT session you will be able 
to...."

11.
What will you do to demonstrate how and when (and when NOT) to do the task?

12.
What performance/job aids exist for this task?  How will you show what each contains and explain how, when and why they are used?

13.
You will work through the task with the staff member, step-by-step in short 
(2-minute) chunks, observing his work and asking interactive, open-ended questions about the procedures as you progress through the steps.  (e.g., What do you see me doing now?  Why is this important?  What might happen if you....?, etc.)


Outline your two-minute chunks and open-ended questions in the spaces provided below.
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13.  cont.  (My 2-minute chunks and open-ended questions include:)


(Attach additional notes if required.)

14.
What directions from the checklist or performance/job aid (if available) will you read aloud, while demonstrating what you are reading and doing?

15.
What difficult procedures, important safety issues, matters of tact and/or appropriate behavior, precautions, warnings, restrictions, limitations, etc., do you need to explain as you come to them in the OJT process?
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16.
Have the staff member use the checklist/performance/job aid and do the task while you watch and give encouragement/feedback.


•
Be especially alert for unsafe conditions/actions.


•
Praise the staff member when steps are done correctly.


•
Be patient.  If the staff member hesitates, you might ask, using these type open-ended questions/statements, "What does the checklist say to do next?" ...or, "Before you do it, tell me how you think that should be done?"


Notes:

17.
Be prepared to regroup if the staff member has difficulty completing the task.


•
Break task down into smaller steps.


•
Demonstrate each step again.


•
Have staff member do each step immediately after you demonstrate how to do it.


Notes:

18.
How will you demonstrate both desired and undesired performance and/or behavior during the OJT session?
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19.
What performance/behavior standards do you need to explain as you progress and especially at the end of the task.  (Every performer needs to see what "correct" is.)

20.
What do you need to follow-up on after this OJT session?

21.
What do you need to do to monitor staff performance after this OJT session?

YOUR ADDITIONAL NOTES:



