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Attention: 1. Employer and employee have to refer to the terms and conditions of the “Guidelines on Applying for the On the Job Training 
Allowance” when completing this form.  For obtaining the latest version of the  “Guidelines on Applying for the On the Job 
Training Allowance”, please contact the Programme Office at 2150 6398 or visit the Programme’s dedicated webpage in 
Interactive Employment Service website (www.jobs.gov.hk). 

2. After faxing this form, please keep the fax-generated log sheet that shows the transmission record.  If you do not receive the 
Approval-in-Principle from the Labour Department within 14 days, please contact the Programme Office at 2150 6398. 

Employment Programme for the Middle-aged 
Preliminary Application Form for On-the-job Training 

(如希望索取中文表格，請致電 2150 6398 與「中年就業計劃」辦事處聯絡) 

To: Programme Office (Fax No. : 2391 3937) Date  :  ________                 
(Part I): To be completed by Employer  
1.  Our company/organisation has employed the following job-seeker as a direct employee.  We would like to 

provide him/her with on-the-job training (OJT) and apply for on-the-job training allowance (OJTA).  Details 
are as follows: (*The employee must be aged 40 or above at the time of employment, has an unemployment period of not less 
than1 month within 1 year prior to the commencement date of employment and has already registered with the Labour Department.)  

Name of employee  Employee’s ID No.         ( )

Job Order No. 
 
 Employee’s post  

   
Name of 
company/organisation  

 
 

Commencement 
date of employment  

BRC number 
 
 Employee’s salary Daily / Monthly / Hourly Rate: 

The employer has to hold a valid Business Registration Certificate 
(BRC) or other recognized licence. (The name of payee of OJTA will 
tally with the BRC or the recognized licence.) 

Business Nature  

Does your business involve the provision of outsourced services for the Government / Public Body / Private Company* 
for the above mentioned post?(*Please delete as appropriate) 

 Yes (contract period: from ________________________to ________________________)                         No 
 
Is the employee just terminated by previous contractor upon the expiry of service contract and is engaged in the same 
position? 

Yes, Employee’s termination date with previous contractor: ___________________________________________ 
Workplace: __________________________(e.g. name of housing estate, building, cultural or recreation amenity, etc) 
(please contact Programme Office or Job Centre for obtaining the “Training Proforma” for completion)    

 No   
Name of company/organisation’s 
representative and post  

Contact tel. no.  Fax number  
    

2.  Our company/organization will provide the following on-the-job training items:  (Items with  are 
mandatory, please select at least 2 other items among the rest.) 

 Company structure, business nature & human 
resources policy 

□ Occupational safety and health 

 Product and service knowledge □ Computer or equipment operations 
 Employee’s role and duties □ Customer service 
 Workflow, procedures, knowledge & skills of work □ Workplace hygiene 
  Assignment of a mentor 

(Name:____________________(Eng)______________(Chi)) 
(Post: _______________ Date of employment:___________)

□ Others__________________ 

 
3.  Our company/organization will undertake to provide 3-month on-the-job training  

 Subject to approval, OJT period lasts to a ceiling of 6 months. To apply for OJT of more than 3 months, a 
separate “Training Plan” should be obtained from Programme Office/ Job Centres and submitted together with the 
preliminary application. Also put a tick in the box aside.   
4.  Our company/organization will apply / has applied* for other Employment Programme(s) of the Labour 

Department for the above employee: (*Please delete as appropriate) 
    Yes (Name of the Employment Programme(s):_____________________________ Date of Application: ________________)     No 
 
 
 
 

  

Company’s chop and signature of the representative  Signature of the employee 
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(Part II): To be completed by Employee 
I have been employed by the above employer as a direct employee.  Details are as follows: 
1. Have an unemployment period of not less than 1 month within 1 year prior to the commencement date of 

employment mentioned in (Part 1): 
 Yes                                      No  

 
2. To acquire and enhance the skills and knowledge required for the post mentioned in (Part I), I agree 

having the need for on-the-job training: 
 Yes      No 

  
(Part III): To be completed by Employer and Employee 

It is to declare that our company and the employee will be in full compliance with the rules and 
regulations as set out in the ‘Guidelines on Applying for On-the-Job Training Allowance’ (the 
‘Guidelines’) and that our company will undertake all legal responsibilities as stipulated in the 
Employment Ordinance and other relevant Ordinances.  It is understood that any contravention of 
the ‘Guidelines’ or the Ordinances will result in rejection for the application. Our company agrees 
that the Programme Office / Job Centres can obtain information about our conviction records in 
respect of the relevant Ordinances from other divisions of the Labour Department and other 
government departments / statutory bodies, and gives consent to the divisions and departments / 
statutory bodies concerned to provide such information.  Our company and the respective 
employee also agree that if the Labour Department requests the submission of documents like the 
BRC, employment contracts, wage records, attendance records, MPF contribution records, 
training records, employer’s return of remuneration and pensions, etc. for examination purpose, 
the employer will submit accordingly.  Our company and the employee also declare that the 
information provided for the purpose of applying for OJTA is true and accurate.  It is understood 
that if any party willfully provides false or erroneous information for obtaining / intending to obtain 
the OJTA, he / she / they will be liable to an offence The Labour Department may refer the 
application to other divisions of this department and other government departments for follow-up.  

 
 
 
 
 
     

Company’s chop and signature of the representative  Signature of the employee 
 
 
Note: 
 
1. Please return this form to the Labour Department within the first month after the commencement of 

employment. 
2. Eligible employers will be given a training allowance of $2,000 per month, for 3 to 6 months, for each job 

seeker upon completion of the OJT. 
3. The Labour Department will send a copy of this submitted preliminary application form to the respective 

employee. 
4. For enquiry, please call our programme hotline at 2150 6398 or visit our Interactive Employment Service 

website www.jobs.gov.hk. 
 
 
Statement of Purposes 
 
1. The personal data provided by you in this form will be used for processing OJT Allowance under this 

programme and other related purposes. It may also be disclosed to other related government departments. 
2. You have a right of access and correction in respect of your personal data as provided by the Personal 

Data (Privacy) Ordinance [Cap.486] with the exception that the data has been deleted. 
3. Enquiries concerning this form and your personal data collected by means of this form, including the 

making of access and corrections, should be addressed to Programme Office, Employment Programme for 
the Middle-aged, 9/F Cheung Sha Wan Government Offices, 303 Cheung Sha Wan Road, Kowloon. 


