Flowchart on On-the-job Training Employment Arrangements

Annex 5

Career Advisors

Trainees

YETP (Kin Office)
(The Programme Office)

Companies/ Organisations

[7]

(6]

(2]

[1]

v

Vet the On-the-job Training vacancy and
inform Employer of the result.

Provide On-the-job Training
vacancy and submit On-the-job
Training Vacancy Registration Form.

[4a] [4b]
Reject the On- Accept the On-the-job Training
the-job Training vacancy, send the Employers'

vacancy and
discuss with
Employer where
necessary.

Manual to the Employer and
post the On-the-job Training
vacancy information on the

YETP website for all eligible

trainees to apply.

(3] v

3] v

Receive the vetting result.

[9]

Receive information of Trainee
for applying the job. When
employers receive trainees'
resumes, employers may arrange
interviews with trainees directly
or through the Programme Office.

[12] l

Assist Trainees in Select On-the-job Conduct job-matching in the following two ways:
selecting On-the-job Training vacancy by (1) Trainees (and their Career Advisors) select On-the-
Training vacancies. < »| themselves or under [% job Training vacancies from the YETP website.
the guidance of (2) The Programme Office introduces On-the-job
Career Advisors and Training vacancies to Trainees if there are suitable
register with the vacancies.
Programme Office.
[8]
[11] [10] o Verify the eligibility of Trainees who register
- - - - " for vacancies, then confirm the arrangement of
Receive an email of Receive confirmation interviews or submission of trainees' resumes
Trainees' referral <«—] on referral < with Employers and refer trainees to Employers
results and assist arrangement. for recruitment selection.
Trainee in preparing
for interview or
submitting resume.
Job Interview / Selection
[13] Jv
— Inform Trainee's career advisor of the
interview result.
— Inform Trainee of the referral result if the
trainee has submitted resume but is not being
selected for interview.
— Confirm arrangement of on-the-job training
with Employer and send documents such as the
Testimonial of On-the-job Training to
[15] [14] ¢ Employer and on-the-job training allowance
- - application forms etc. if Trainee is employed.
— Receive referral results Drawing up an
of Trainees. Employment Contract
— Assist Trainees in <—»| with Employer if the

preparing for work and
in adapting to work
environment if Trainees
are employed.

— Notify Trainees of the
referral results and make
evaluation with Trainees
if Trainees are not
employed.

interview is
successful.

— Fax the interview result to the
Progamme Office within 2
working days after interview.

— Fax the referral results of those
not selected for interviews to the
Programme Office as early as
possible.

[16]

A

To be continued in
next page <

A4

Drawing up an Employment
Contract with Trainees who will
be employed.

\4
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Annex 5

Flowchart on On-the-job Training Employment Arrangements (Cont'd)

Career Advisors

Trainees

YETP (Kln Office)
(The Programme Office)

Companies/ Organisations

[18] l

Continued from the previous page |

l

Commencement of On-the-job Training
(Employers, Mentors and Career Advisors shall keep close contact to assist Trainee in receiving on-the-job training)
(Account Managers of the Programme Office will provide supports to employers, mentors and career advisors)

[19] l

— Provide support
services to trainees, keep
close contact with
Employers, Mentors, and
Trainees, understand the
need of trainees and
follow up their training
progress and performance.
— Assist and encourage
trainees to enrol in or
apply for suitable off-the-
job vocational training
courses/examinations.

Seek approval from the
Programme Office on the
application for Off-the-job
Vocational Training
Courses/Examinations after
discussion with Employers and
Career Advisors. In general, if
the course/examination
organisation is not a training
institute on the list of the
Education Bureau or the
Continuing Education Fund,
trainees must first consult the
case manager, considering if the
course/examination is provided
by a legal and appropriate
organisation and suitable for
trainees to enrol in or apply for,
and the career advisor should

[20]

complete Part 1(B) of the
application form before
submitting it to the Programme
Office.

[17] l

Provide On-the-job Training to
tramees.

[21]

— Inform Employers of Trainees’ applications
for Off-the-job Vocational Training
Courses/Examinations.

— Vet the application and inform Employers,
Career advisors and Trainees of the result.

[22]

If the application of Off- h

the-job Vocational Training
Courses/Examinations

(23] v

concerned is accepted by
the Programme Office,
Trainees can apply for the
course/examination and

Process and approve applications for
reimbursement of relevant Off-the-job
Vocational Training Courses/Examinations.

reimbursement of course
and/or examination fees up
to $4,000 from the
Programme Office upon
completion of the course
(attained a 90% attendance
rate) and/or acquired
relevant
qualifications/certificates of
the course/examination.

A\ 4

If the application of Off-
the-job Vocational
Training
Courses/Examinations is
accepted by the
Programme Office,
Employers should allow
flexible job arrangements
to facilitate trainees to
attend such courses
and/or examinations.

[24]

(25]

Process and approve applications for On-the-

Employers who engage trainees in
On-the-job Training can apply for
an On-the-job Training Allowance
up to a maximum amount of $5,000
per month for each trainee engaged,
either once every three months or in
a lump-sum upon conclusion of on-
the-job training period.

job Training allowance.

[26a] l

[28] v

Receive Employers’ notice
on whether employment
will be extended and collect

A
\4

(27] v

the Testimonial of On-the-
job Training.

Retrieve the relevant information and follow up.

For successful completion of on-the-
job training:

— Inform Trainees if employment
would be extended with the notice
period stipulated in the Employment
Contract before the end of the on-
the-job training period.

— Award the Testimonial of On-the-
job Training specifying the On-the-
job Training period and the skills/
qualfications attained to Trainees
upon the conclusion of the On-the-
job Training period, irrespective of
whether there is any extension of
employment.

[26b]

A

Remarks: The above flowchart is subject to change. Please stay tuned with
the announcements of the Programme Office.
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For pre-mature termination of on-
the-job training:

— Inform the Programme Office as
soon as possible.
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