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Westgate Resorts has created a series of On
Job Training (OJT) checklists designed to
onboard new Team Members with a focus
on safety, essential training tasks, and

exemplary guest service.
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Questions?

e Contact your Training Specialist @ Place an IT Support Ticket e learn@wgresorts.com

OJT checklists are signed off by both the
newly hired Team Member and their
Certified Field Trainer (CFT) or manager
throughout the onboarding period.

This guide provides instructions for
accessing and signing off on OJT checklists.




FACT SHEET

e Standardize onboarding training for all Team Members at Westgate.

e Equip newly hired Team Members with basic skills and knowledge to be competent in
their new role.

e Provide alignment between the new hire, Certified Field Trainer (CFT), and department
leadership to ensure essential training takes place.

INSTRUCTIONS

¢ On Job Training (OJT) checklists have been assigned to Team Members in Westgate
Learn.
e OJT checklists must be completed in the presence of a CFT (or manager).
o The CFT or manager must also sign off on each task for the checklist and related
learning path to show as complete.
e OJT checklists must be completed in Westgate Learn for proper documentation. Paper
copies of checklists are not permitted.
* At the end of each checklist, a digital signature acknowledges the completion of training.
¢ Sign-offs may be completed on a desktop computer or mobile device using the new
Schoox application.
¢ Once the new hire has signed off on their training, they must also complete a required
OJT survey.

QUESTIONS?

e Reach out to your Training Specialist or the Learning & Development team at
learn@wgresorts.com.



SIGNING OFF ON AN EVALUATION CHECKLIST (OJT) -
NEW HIRE

NOTE: Checklists or On-the-Job (OJT) Training must be signed off by both the Team
Member and a CFT (or Manager) to be considered complete.

¢ Loginto Westgate Learn and navigate to your “Training in progress” area. Click on
your “Department Onboarding” course.
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¢ Click “Start training”.
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Continued on next page.



¢ As you progress and complete your onboarding tasks with your CFT or manager,
click the check box under “Learner” to mark them complete.
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e The last task on each checklist is a Training Acknowledgement.
o In the signature field, add your digital signature or initials.
o This acknowledges that you have been trained on all checklist items and that you
are able to perform the basic functions of the job.
o Please seek clarification from your CFT or management if you feel that anything
was missed in your training.
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Certified Field Trainer - On Job Training Checklist Guide

¢ When all tasks are signed off, a completion message will display.
o Click View OJT to clear the message.
o Close the checklist using the “X” in the top right corner of the screen.

Your tasks are done

This on-the-gpob training will be marked as compleled when your Faner
‘comphatas. the fewien.

¢ This completes steps required of the new hire. Next, a CFT or manager will sign off
and verify that the checklist items are complete.
¢ At this stage, each new hire should complete the OJT Survey.
o The results of this survey are not shared with CFTs, and are only visible to
Learning & Development leaders.
o This survey is required for every new hire at the end of onboarding, and helps
provide important data on the quality of training.
¢ Please scan the QR code or. navigate to the survey at
https://ops.wgresorts.com/wg/dataverse/tm/369/ojteval.php.

OJT Survey
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SIGNING OFF ON AN OJT CHECKLIST (OJ7) -
CFT/MANAGER

NOTE: Checklists or On-the-Job (OJT) Training must be signed off by both the Team
Member and a CFT (or Manager) to be considered complete.

¢ Go to your My Team Dashboard to find open checklists to be completed.
o Select Training from the vertical menu on the left.
o Click on Employees on the horizontal menu below the Training header.
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e Search or click on the Team Member that completed their checklist.
o Click view reporting under their name.
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Continued on next page.



e Select the On-the-Job Training Tab
Select the Checklist that the Team Member completed.
Click the Details arrow to open the checklist.
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progress bar should turn green and show 100% for that checklist.
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Click in the boxes under Sign Off by Trainer to complete the checklist.
After all boxes are checked, click the reload button in your browser. The
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VIEWING TEAM MEMBER PROGRESS

CFTs and Managers have the option to view progress by individual Team Member or
by Learning Path.

Progress by Team Member

¢ Go to your My Team Dashboard to view your team.
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¢ Click on the Team Member’s nhame in the list or enter their name in the search field
to find them.
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e Click on the Learning Path tab.
e Review the Team Member’s progress in each learning path.
o Click on the Details arrow to see which courses and checklists are completed.
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Progress by Learning Path

¢ Go to your My Team Dashboard

o Click “Training”

o Click “On-the-job training”

o Enter the name of the learning path. (i.e. Security Onboarding)
e Here, you will see your Team Members and their progress.

o Click details to view individual checklists.
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