
Employee: Employee # 

Apprentice ID # 

On-the-Job-Training 

Tracking Packet



Documentation Procedures 

Documentation in this part is nothing more than identifying the personnel involved with the training 
processes. The Trainee, Trainers, and Certifiers will print, sign, date, and initial in the appropriate 
blocks. Employees will only need to sign once. 

(Sample) 
Trainer
Trainer Printed Name Trainer Signature and Date Trainer Initials

John James Smith JJS1/30/2023

Task Training Documentation 

As the Trainee becomes proficient at each task, the Trainee, Trainer, and the Certifier (as required) will sign 
off the training in the appropriate block for that task. If the Trainer feels that additional training is required, 
they will leave the task open by using only the current date in the “Start Date” column. Examples are as 
follows: 

(Sample) 

Task Number Title Hours Start Date End Date Trainee Trainer Certifier 

1. Preventive Maintenance and Inspection

JLM01001 Air Systems Inspection Processes 40 7/21/12 7/26/12 ABC EFG 

JLM01002 Braking Inspection Processes 40 7/27/12 

NOTE: If the Certifier block in a task is shaded, that task is NOT a core task, and Certifier initials are NOT 
required.   



Decertification and Task Re-Training Documentation 

If at any time a Trainee is no longer considered proficient at a task that has been previously signed off, the 
Trainee will be entered into a re-training status for that task. Documentation for this will consist of 
completely erasing all previous certification information entered by the Trainer and entering a new start date 
for the given task.  
Examples are as follows: 

(Old Task Previously Certified) 

Task Number Title Hours Start Date End Date Trainee Trainer Certifier 

1. Preventive Maintenance and Inspection

JLM01001 Air Systems Inspection Processes 40 7/1/10 7/12/10 ABC EFG 

(Old Task In Re-Training Status) 
Task Number Title Hours Start Date End Date Trainee Trainer Certifier 

1. Preventive Maintenance and Inspection

JLM01001 Air Systems Inspection Processes 40 7/21/12 

Related/Supplemental Instruction 

This section provides space to document the completion of Related/Supplemental Instruction. Before a trainee is 
allowed to attend, the trainee’s manager must grant Related/Supplemental Instruction pre-approval. Upon completion 
of the instruction, the Trainee will need to produce a copy of a certificate or equivalent document in order to be given 
credit for attending. 



Trainee/Trainer/Certifier Documentation 

Trainee 
Trainee Printed Name Trainee Signature and Date Trainee Initials 

Trainer 
Trainer Printed Name Trainer Signature and Date Trainer Initials 

Certifier 
Certifier Printed Name Certifier Signature and Date Certifier Initials 



Task Tracking 

*NOTE: Highlighted tasks in this section are only recommended focus areas for bus-specific systems. 

Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

1. Preventive Maintenance and Inspection

JLM01001 Braking Inspection Processes 40 

JLM01002 Bus Orientation 20 

JLM01003 Cooling Inspection Processes 20 

JLM01004 Electrical Inspection Processes 40 

JLM01005 Fuel Systems Safety and Inspection Processes 40 

JLM01006 Hazardous Material Management 8 

JLM01007 Hazardous Waste Management 8 

JLM01008 Hydraulic Systems Inspection Processes 40 

JLM01009 Electrical System Schematic Comprehension 80 

JLM01010 Hydraulic System Schematic Comprehension 40 

JLM01011 Maintenance Data Collection System (EAM) Familiarization 8 

JLM01012 Open a job in EAM 8 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM01013 Close a job in EAM 8 

JLM01014 Maintenance Data Investigation 8 

JLM01015 Maintenance Manual and Technical Resources 30 

JLM01016 Manufacture Hydraulic Hoses 8 

JLM01017 Oil change 8 

JLM01018 Pollution Prevention 8 

JLM01019 Front Axle Preventive Maintenance 40 

JLM01020 Rear Axle Preventive Maintenance 40 

JLM01021 Shop Administrative Processes 20 

JLM01022 Steering Inspection Processes 40 

JLM01023 Suspension Inspection Processes 40 

JLM01024 Warehouse Parts Room Processes 8 

JLM01025 Warranty Procedures 8 

JLM01026 Waste Minimization 8 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM01027 Body Lifting, Towing, Jack Stand Support 8 

2. Suspension & Steering

JLM02001 Front Axle Component Familiarization 40 

JLM02002 Front Axle Maintenance 40 

JLM02003 Front Axle R&R 60 

JLM02004 Front Axle Specifications 40 

JLM02005 Front Axle Troubleshooting 60 

JLM02006 Front Axle Steering Component R&R 80 

JLM02007 Front Axle Steering Component Troubleshooting 60 

JLM02008 Front Axle Steering Components Familiarization 40 

JLM02009 Front Axle Steering Maintenance 40 

JLM02010 Front Axle Steering Specifications 40 

JLM02011 Front Suspension Components Familiarization 40 

JLM02012 Front Suspension Components R&R 80 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM02013 Front Suspension Maintenance 80 

JLM02014 Front Suspension Specifications 40 

JLM02015 Front Suspension Troubleshooting 40 

JLM02016 Front Brake Components Familiarization 40 

JLM02017 Front Brake Maintenance 80 

JLM02018 Front Brake Component R&R 40 

JLM02019 Front Brake Specifications 40 

JLM02020 Front Brake Troubleshooting 60 

JLM02021 Front Wheel/Tire Component Familiarization, R&R, 
Troubleshooting 

40 

JLM02101 Front Axle Unitized Bearings Familiarization 20 

JLM02102 MANN Front Axle Familiarization 8 

JLM02103 MANN Front Brake Familiarization 8 

JLM02201 Meritor Front Axle Familiarization 8 

JLM02202 Meritor Front Brake Familiarization 8 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM02301 Rear Axle Component Familiarization 8 

JLM02302 Rear Axle Maintenance 80 

JLM02303 Rear Axle R&R 80 

JLM02304 Rear Axle Specifications 8 

JLM02305 Rear Axle Alignment (Hunter Alignment Machine) 8 

JLM02306 Rear Axle Steering Component R&R 20 

JLM02307 Rear Axle Troubleshooting 20 

JLM02308 Rear Suspension Specifications 8 

JLM02309 Rear Suspension Components Familiarization 8 

JLM02310 Rear Suspension Components R&R 40 

JLM02311 Rear Suspension Maintenance 40 

JLM02312 Rear Suspension Troubleshooting 8 

JLM02313 Rear Brake Specifications 8 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM02314 Rear Brake Removal and Installation 80      

JLM02315 Rear Brake Components Familiarization 8      

JLM02316 Rear Brake Maintenance 80      

JLM02317 Rear Brake Troubleshooting 40      

JLM02318 Rear Wheel/Tire Component Familiarization, R&R, 
Troubleshooting 

40      

JLM02319 Tag Axle Alignment 40      

JLM02320 Tag Axle Components 8      

JLM02321 Tag Axle Maintenance 40      

JLM02322 Tag Axle R&R 40      

JLM02323 Tag Axle Specifications 8      

JLM02324 Tag Axle Troubleshooting 12      

JLM02325 Tag Axle Lock Valve, Cylinder, & Solenoid Familiarization 8      

JLM02326 Differential Component Familiarization 8      

JLM02327 Differential Maintenance 20      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM02328 Differential R&R 40 

JLM02329 Differential Specifications 8 

JLM02330 Differential Component R&R 40 

JLM02331 Differential Troubleshooting 16 

JLM02401 MANN Rear Axle Familiarization 8 

JLM02402 MANN Rear Brake Familiarization 8 

JLM02501 Meritor Rear Axle Familiarization 8 

JLM02502 Meritor Rear Brake Familiarization 8 

JLM02601 ZF Axle Familiarization 8 

JLM02602 ZF Brake Familiarization 8 

JLM02701 Front End Alignment (Hunter Alignment Machine) 40 

JLM02702 Power Steering Hydraulic System Safety 8 

JLM02703 Power Steering Components Familiarization 8 

JLM02704 Power Steering Maintenance 40 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM02705 Power Steering Component R&R 8      

JLM02706 Power Steering Specifications 8      

JLM02707 Power Steering Troubleshooting 24      

3. Powertrain 

JLM03001 Engine Component Re-use Guidelines 8      

JLM03002 Engine Machining Processes 8      

JLM03003 Engine Rebuild Procedures 40      

JLM03004 Engine Maintenance Documentation 20      

JLM03005 Engine Identification 8      

JLM03006 Cummins Quick Serve On Line Resource 24      

JLM03007 CNG Fuel System Safety 8      

JLM03008 Engine Testing 40      

JLM03009 Diesel Component Familiarization 8      

JLM03010 Diesel Maintenance 40      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03011 Diesel R&R 8      

JLM03012 Diesel Specifications 8      

JLM03013 Diesel Component R&R 8      

JLM03014 Diesel Troubleshooting 40      

JLM03015 CNG Component Familiarization 8      

JLM03016 CNG Maintenance 40      

JLM03017 CNG R&I 8      

JLM03018 CNG Specifications 8      

JLM03019 CNG Component R&R 8      

JLM03020 CNG Troubleshooting 40      

JLM03021 Engine Cylinder Block 8      

JLM03022 Engine Cylinder Head 8      

JLM03023 Injectors and Fuel Lines (Tune up) 40      

JLM03024 Engine Lubricating Oil System 8      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03025 Engine Drive Units 8 

JLM03026 Engine Air Intake System 8 

JLM03029 Engine Service Literature 8 

JLM03030 Engine Specifications 8 

JLM03031 Engine Electronic Controls 40 

JLM03032 Engine Schematics 60 

JLM03033 Engine Software Diagnostics 40 

JLM03101 Cummins ISL G Familiarization 40 

JLM03102 Cummins ISL G Troubleshooting 100 

JLM03201 Cummins C+ Familiarization 40 

JLM03202 Cummins C+ Troubleshooting 100 

JLM03301 Cummins ISM Familiarization 40 

JLM03302 Cummins ISM Troubleshooting 100 

JLM03401 Detroit Series 60 Familiarization 40 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03402 Detroit Series 60 Troubleshooting 100      

JLM03501 Cummins ISB Familiarization 40      

JLM03502 Cummins ISB Troubleshooting 100      

JLM03601 Cummins ISX-G Familiarization 40      

JLM03602 Cummins ISX-G Troubleshooting 100      

JLM03701 Exhaust System Component Familiarization 8      

JLM03702 Exhaust System Service / R&R 20      

JLM03703 After-Treatment System Familiarization (SCR Cat, DPF, etc.) 20      

JLM03704 Regeneration Familiarization 20      

JLM03705 Turbo Monitoring During Regeneration 20      

JLM03706 Snap Throttle Test 20      

JLM03707 DEF System Familiarization 20      

JLM03801 Transmission Identification / Component Familiarization 4      

JLM03802 Transmission Component R&R 40      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03803 Transmission Maintenance 40      

JLM03804 Transmission R&R 40      

JLM03805 Transmission Specifications 8      

JLM03806 Transmission Troubleshooting 40      

JLM03901 Allison Hybrid Drive Safety 40      

JLM03902 Allison Hybrid Drive Components 8      

JLM03903 Allison Hybrid Drive Maintenance 40      

JLM03904 Allison Hybrid Drive Specifications 4      

JLM03905 Allison Hybrid Drive Diagnostics/Troubleshooting 80      

JLM03906 Allison World Transmission Familiarization 8      

JLM03907 Allison World Transmission Diagnostics/Troubleshooting 40      

JLM03908 Allison World Transmission Maintenance 80      

JLM03909 ZF Transmission Familiarization 4      

JLM03910 ZF Software Diagnostics/Troubleshooting 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03911 ZF Transmission Maintenance 80      

JLM03912 Voith Transmission Familiarization 8      

JLM03913 Voith Software Diagnostics/Troubleshooting 40      

JLM03914 Voith Transmission Maintenance 80      

JLM03915 Proterra (Eaton) Transmission Familiarization 20      

JLM03916 Proterra (Eaton) Diagnostics/Troubleshooting 40      

JLM03917 Proterra (Eaton) Maintenance 80      

JLM03918 Diesel Fuel System Component Familiarization 4      

JLM03919 Diesel Fuel System Maintenance 40      

JLM03920 Diesel Fuel system Specifications 4      

JLM03921 Diesel Fuel System Component R&R 8      

JLM03922 Diesel Fuel System Troubleshooting 8      

JLM03923 CNG Fuel System Component Familiarization 4      

JLM03924 CNG Fuel System Maintenance 40      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM03925 CNG Fuel System Specifications 4 

JLM03926 CNG Fuel System Component R&R 8 

JLM03927 CNG Fuel System Troubleshooting 8 

4. Cooling System

JLM04001 Cooling System Component Familiarization 8 

JLM04002 Cooling System Maintenance 20 

JLM04003 Cooling System Specifications 4 

JLM04004 Cooling System Component R&R 8 

JLM04005 Cooling System Troubleshooting 8 

JLM04006 Hydraulic System Safety 4 

JLM04007 Cooling System Hydraulic Component Familiarization 4 

JLM04008 Cooling System Hydraulic Maintenance 20 

JLM04009 Cooling System Hydraulic Specifications 4 

JLM04010 Cooling System Hydraulic Component R&R 8 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM04011 Cooling System Hydraulic Troubleshooting 20      

JLM04101 EMP Cooling System Familiarization 4      

JLM04102 EMP Cooling System Maintenance 20      

5.  Fire Suppression System 

JLM05001 Fire Suppression Component Familiarization 4      

JLM05002 Fire Suppression Maintenance 40      

JLM05003 Fire Suppression Specifications 4      

JLM05004 Fire Suppression Component R&R 8      

JLM05005 Fire Suppression Troubleshooting 40      

6. Air System 

JLM06001 Compressed Air System Air Brake Board Training 12      

JLM06002 Compressed Air System Component Familiarization 4      

JLM06003 Compressed Air System Maintenance 40      

JLM06004 Compressed Air System Specifications 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM06005 Compressed Air System Component R&R 40      

JLM06006 Compressed Air System Troubleshooting 80      

JLM06007 Air Compressor Component Familiarization 4      

JLM06008 Air Compressor Maintenance 40      

JLM06009 Air Compressor Specifications 4      

JLM06010 Air Compressor Component R&R 40      

JLM06011 Air Compressor Troubleshooting 40      

JLM06012 Kneeling System Component Familiarization 4      

JLM06013 Kneeling System Maintenance 40      

JLM06014 Kneeling System Specifications 4      

JLM06015 Kneeling System Component R&R 40      

JLM06016 Kneeling System Troubleshooting 40      

JLM06017 Compressed Air System Air Dryer and Oil Separator 8      

JLM06018 Compressed Air System Air Control Components 8      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM06019 Compressed Air System Antilock Brake System ABS 80      

7. Electrical System 

JLM07001 Electrical System Safety 4      

JLM07002 Multiplexing System Component Familiarization 40      

JLM07003 Multiplexing System Maintenance 40      

JLM07004 Multiplexing System Specifications 20      

JLM07005 Multiplexing System Component R&R 120      

JLM07006 Multiplexing System Troubleshooting 120      

JLM07007 Charging System Component Familiarization 4      

JLM07008 Charging System Maintenance 40      

JLM07009 Charging System Specifications 4      

JLM07010 Charging System Component R&R 24      

JLM07011 Charging System Troubleshooting 40      

JLM07012 Starting System Component Familiarization 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM07013 Starting System Maintenance 20      

JLM07014 Starting System Specifications 8      

JLM07015 Starting System Component R&R 24      

JLM07016 Starting System Troubleshooting 40      

JLM07017 Interior Lighting Component Familiarization 4      

JLM07018 Interior Lighting Maintenance 40      

JLM07019 Interior Lighting Specifications 4      

JLM07020 Interior Lighting Component R&R 8      

JLM07021 Interior Lighting Troubleshooting 8      

JLM07022 Battery Component Familiarization 4      

JLM07023 Battery Maintenance 32      

JLM07024 Battery Specifications 8      

JLM07025 Battery R&R 8      

JLM07026 Battery Troubleshooting 8      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM07027 Exterior Lighting Component Familiarization 8      

JLM07029 Exterior Lighting Specifications 8      

JLM07030 Exterior Lighting Component R&R 40      

JLM07031 Exterior Lighting Troubleshooting 8      

8. HVAC System 

JLM08001 HVAC Component Familiarization 4      

JLM08002 HVAC Maintenance 36      

JLM08003 HVAC R&R 32      

JLM08004 HVAC Specifications 8      

JLM08005 HVAC Component R&R 56      

JLM08006 HVAC Troubleshooting 20      

JLM08201 IntelligAIRE II Familiarization 4      

JLM08202 IntelligAIRE II Troubleshooting 20      

JLM08301 IntelligAIRE III Familiarization 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM08302 IntelligAIRE III Troubleshooting 20      

JLM08401 Carrier Familiarization 4      

JLM08402 Carrier Troubleshooting 20      

JLM08501 Eberspaecher Familiarization 4      

JLM08502 Eberspaecher Troubleshooting 20      

9. Interior/Exterior Panels & Applied Parts 

JLM09001 Use of Sealants and Adhesives 2      

JLM09002 Interior Panel Familiarization 2      

JLM09003 Interior Panel Maintenance 18      

JLM09004 Interior Panel R&R 2      

JLM09005 Interior Panel Specifications 2      

JLM09006 Interior Panel Component R&R 4      

JLM09007 Exterior Panel Familiarization 2      

JLM09008 Exterior Panel Maintenance 8      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM09009 Exterior Panel R&R 4      

JLM109010 Wiper Washer Component Familiarization 4      

JLM09011 Wiper Washer Maintenance 8      

JLM09012 Wiper Washer Component R&R 8      

JLM09013 Wiper Washer Troubleshooting 4      

10. Doors & Ramp Lift 

JLM10001 Entrance and Exit Doors Component Familiarization 2      

JLM10002 Entrance and Exit Doors Maintenance 22      

JLM10003 Entrance and Exit Doors R&R 8      

JLM10004 Entrance and Exit Doors Specifications 4      

JLM10005 Entrance and Exit Doors Component R&R 8      

JLM10006 Entrance and Exit Doors Troubleshooting 16      

JLM10007 VAPOR Door Familiarization 2      

JLM10008 VAPOR Door Troubleshooting 16      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM10009 CLASS Door Familiarization 2      

JLM10010 CLASS Door Troubleshooting 16      

JLM10011 Ventura Door Familiarization 2      

JLM10012 Ventura Door Troubleshooting 16      

JLM10101 Wheel Chair Ramp Component Familiarization 4      

JLM10102 Wheel Chair Ramp Maintenance 36      

JLM10103 Wheel Chair Ramp R&R 8      

JLM10104 Wheel Chair Ramp Specifications 4      

JLM10105 Wheel Chair Ramp Component R&R 8      

JLM10106 Wheel Chair Ramp Troubleshooting 20      

JLM10207 Wheel Chair Lift Component Familiarization 8      

JLM10208 Wheel Chair Lift Maintenance 36      

JLM10209 Wheel Chair Lift R&R 8      

JLM10210 Wheel Chair Lift Specifications 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM10211 Wheel Chair Lift Component R&R 8      

JLM10212 Wheel Chair Lift Troubleshooting 16      

JLM10301 Lift-U Familiarization 4      

JLM10302 Lift-U Troubleshooting 16      

JLM10401 Ricon Familiarization 4      

JLM10402 Ricon Troubleshooting 16      

JLM10501 Braun Familiarization 4      

JLM10502 Braun Troubleshooting 16      

11. Destination Signs 

JLM11001 Destination Sign Component Familiarization 2      

JLM11002 Destination Sign Maintenance 20      

JLM11003 Destination Sign R&R 4      

JLM11004 Destination Sign Specifications 2      

JLM11005 Destination Sign Component R&R 4      



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM11006 Destination Sign Troubleshooting 20 

JLM11007 Destination Sign Programming 4 

12. Driver Controls

JLM12001 Driver Controls Component Familiarization 8 

JLM12002 Driver Controls Maintenance 24 

JLM12003 Driver Controls Specifications 8 

JLM12004 Driver Controls Component R&R 8 

JLM12005 Driver Controls Troubleshooting 8 

13. Articulating Joint System

JLM13001 Articulating Joint System Component Familiarization 4 

JLM13002 Articulating Joint System Maintenance 32 

JLM13003 Articulating Joint System R&R 32 

JLM13004 Articulating Joint System Specifications 8 

JLM13005 Articulating Joint System Troubleshooting 20 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

14. Automatic Greasing System

JLM14001 Automatic Greasing System Component Familiarization 4 

JLM14002 Automatic Greasing System Maintenance 20 

JLM14003 Automatic Greasing System Specifications 4 

JLM14004 Automatic Greasing System Component R&R 8 

JLM14005 Automatic Greasing System Troubleshooting 20 

15. Fare Box

JLM15001 Fare Box Security Measures and Clearances 4 

JLM15002 Fare Box Component Familiarization 8 

JLM15003 Fare Box Maintenance 40 

JLM15004 Fare Box R&R 8 

JLM15005 Fare Box Specifications 4 

JLM15006 Fare Box Component R&R 8 

JLM15007 Fare Box Troubleshooting 60 



Task 
Number Title Hours Start 

Date 
End 
Date Trainee Trainer Certifier 

JLM15008 ORCA Component Familiarization 12 

JLM15009 ORCA Component R&R 8 

JLM15010 ORCA Troubleshooting 16 

JLM15011 ORCA Turn In and Replacement Procedures 12 

16. Field Service

JLM16001 Field Service Vehicle Expectations 4 

JLM16002 Field Service Work Order Documentation 8 

JLM16003 Communication Resources & Expectations 4 

JLM16004 Roadside Vehicle Incident Prevention (RVIP) 2 

JLM16005 Road Call Protocol 4 

JLM16006 [ INSERT AGENCY NAME ] Route Familiarization 14 

JLM16007 Community Involvement Expectations 4 



Related/Supplemental Instruction 

Instruction Title Hours Trainee Signature Maintenance Training 
Coordinator Signature 
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