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GENERAL

1. This manual outlines procedures and policy for assessment of skills and education for customers of the Central Texas Workforce System. Changes in this revision are in italics.  

2. Workforce assessment involves gathering information, appraising and analyzing it, and using it to assist customers.   

3. Assessment identifies skills strengths and deficiencies and attitudes relating to vocational training, basic education, and employment. It may be used for career discovery and specific job applications. It forms the basis for center services by measuring academic development, workplace skills, interests, job seeking and retention skills, financial situation, work readiness, employment and family barriers, and ability to learn and to do work tasks. 

3. Assessment relates to achievement of customer goals. Specifically:

(A). Adequate basic education skills and work background for the choice of services or jobs.

(B). Required occupational tasks and skills customers must develop to achieve their goals. 

(C). Realistic job seeking skills and the work maturity (attitude) to get and keep a job.

(D). Sources of additional support needed for success and the agencies that can provide this support.

DEFINITIONS





1. Case Management: Activities conducted by a workforce specialist with, and on behalf of, a customer whereby information and assistance with services are provided. 

2. Customer: Client: Applicant, participant, or business seeking and/or receiving services from a center. 

3. Fee-based Assessment: Assessment for which a fee is charged. 

4. Initial Assessment: The process of getting basic customer information during early contacts. It may be verbal or require completing a form.

5. Individual Employment Plan (IEP): The formal plan to outline and track services for WIA customers.

6 Non-traditional Occupations for Women: Occupations in which women comprise 25% or less of all persons employed. 

7. Jobs for Military Families (J4MF): A WIA-related program established by a separate USDOL grant to serve family members of active duty military who have left employment at other locations due to the service member’s orders to Ft. Hood. A separate policy has been published for this grant.

POLICY
1. Workforce assessment is available to all customers. Specialists may request any assessment instrument available as long as the instrument and the expected outcomes are compatible with the customer service or activity.

2. Assessment must be responsive to the customer’s needs. Results should be considered when suggesting referrals and assigning activities.  

3. Staff Responsibilities: Staff responsibility for assessment services rests with the Program Specialist for Assessment and Vocational Training.  

A. Only workforce staff with training in the administration of center assessment instruments may administer them.  

B. The assessment specialist administers test instruments, develops assessment rules and procedures, trains staff, advises staff and management about assessment applications and results, advises business customers and the Business Services Unit, and selects and procures assessment instruments.

C. Workforce specialists refer customers to assessment, interpret and link results to customer services, and counsel customers on the results.  

D. Center automation systems technical staff determines compatibility of computer-based assessment with the Centers’ system and installs assessment software/hardware.

4. Privacy of Information: Workforce customers have the right to protect information about themselves. Assessment results, reports, and case notes relating to assessment are confidential and will not be given to other persons or agencies without written release from the customer or under information disclosure rules in B. below. Included is assessment relating to health, mental, legal, personal, background, or financial areas.  

A. To ensure that customers are knowledgeable of the use of information and assessment results, the Customer Information Disclosure Form shall be completed on all CHOICES, WIA, and FSE&T customers upon entry. If the customer will be subject to a background check conducted by the workforce centers, the Background Consent Form will also be completed.

B. Exceptions: Assessment information may be provided to appropriate authority in the following situations regardless of customer wishes when:

(1). Information received by workforce staff indicates a clear and imminent danger to the customer or others. In this case, the specialist will expeditiously inform the Center Administrator who will decide the action to be taken.

(2). Information is requested by a court of law or others under process of law (subpoena, etc).

C. Filing: Assessment reports relating to physical and mental health or containing adverse information as the result of a background investigation are sensitive to the point that they shall not be filed with customer files but rather filed separately in a limited access area. Case notes made as the result of these reports shall not contain specific information but should relate to the report filed separately. Only case managers and those with a need to know shall have access to the files.

6. Test Security: To prevent compromise, all tests and assessment instruments will be secured in an area with controlled access or be password protected if on computers. Staff administering assessments must ensure that test material is accounted for at completion of assessment.

7. Program Assessments: The choice of assessment is based on the customer’s activity.  

A. WIA: Assessment identifies capabilities and limitations related to successful attainment of employment and/or the possibility of entering and successfully completing training services. Some assessment is required and all are available. There are assessment exceptions for persons in Jobs for Military Families. See Appendix B.

B. CHOICES: Basic literacy testing is required for all CHOICES customers using the Survey version of the Tests of Adult Basic Education (TABE) or the Spanish language Supera. (Texas HB 1863). The self-administered Workforce Centers General Assessment Form is also required. All assessment is available to these customers. See Appendix C.

C. FSE&T: Similar to CHOICES. The self-administered Workforce Centers General Assessment Form is required for FSE&T customers. The TABE/ Supera is not required but is recommended. All assessment is available to these customers. See Appendix C.

D. Business and Job Seekers: Assessment may be provided for applicants as a screen for employment. To assist in obtaining employment it may also be provided to job seekers to learn about themselves or their skills. Most assessments for these purposes are fee-based. See Appendix E.

E. TAA: Assessment under the Trade Adjustment Act (TAA) program is similar to that offered in WIA and job seeker activities. SAGE/TABE is required for TAA. All assessment is available.

F. Career Center and Other: Assessment is available to individual customers wishing to learn about themselves, provide information for resumes, provide skills information to potential employers, explore careers, etc. Most require a fee. See Appendix D.

8. Disabilities/Limited English Proficiency: In all programs and activities in the Centers, appropriate accommodations will be made to administer assessment to customers with learning or physical disabilities or limited English proficiency. If accommodations are required, the assessment specialist must be informed prior to the assessment date. 

A. Persons with an extreme deficiency in English language skills (reading and language) may require special accommodations for assessment administration and interpretation of results. It is not appropriate to administer an assessment in English to non-English reading/speaking persons. 

B. When persons with low English proficiency request services, the case manager should assess the situation as follows:

(1). Will the customer be able to learn or to do a job with their current level of English language ability? If not, the deficiency is a barrier and success is doubtful unless either the deficiency is corrected or accommodations are provided. 

(2).  With appropriate accommodations, can the person be taught or perform so as to be able to understand the information they are receiving, either with training or on the job? If in training, can they pass all required tests and assignments? If so, and depending on the level of difficulty of the job or training, the English deficiency may not be a barrier to training or employment but should be further assessed to determine if remedial services or appropriate accommodations are required.

(3). Would remediation allow the person to attain language skills necessary to enter training or a job and be successful? If so, this route may be explored.

(4). Is it possible that the customer has a learning disability? If so this person should be screened and referred to an appropriate agency.

C. Persons with poor or non-existent English proficiency may have a measurable learning deficiency, such as dyslexia, that has not been diagnosed and that should be certified and treated by a professional. 

(1). If the case manager suspects this, the assessment specialist shall be consulted for guidance about assessing for the possibility. The specialist can administer a learning disability screening assessment to determine if further referrals are recommended. 

(2). NOTE: Referring a customer with a known or suspected disability to an activity or employment without first considering the possible need for appropriate accommodations is a violation of that person’s rights under the Americans with Disabilities Act.

C. The Supera Literacy Test shall be administered to CHOICES/FSE&T Spanish speaking customers with little or no English reading ability but who can read Spanish. Specialists must notify the assessment specialist no later than one week prior to a test date. 
D. The assessment specialist must be notified in advance if customers who cannot read English and whose first language is other than Spanish (i.e.; Korean, German, etc.) require assessment. 

E. Large print TABE tests are available for those with visual disabilities.

9. Ethical Test Standards: Standardized test instruments used by the Centers will be administered, scored, and used in a manner consistent with standards published in the Standards for Educational and Psychological Testing, The American Psychological Association, 1985.

A. Standardized assessment instruments will be used only for the intended purposes identified by the test publisher/developer.

B. Instruments must not be used for individuals identified as not within the scope of the test (e.g. not part of the normed group) where the results would not be valid.

C. Persons administering, scoring, and interpreting standardized tests shall be certified as competent to do by the Centers Assessment Specialist or other authority by virtue of academic preparation, in-service training, supervised on-site training, or verifiable prior experience.

D. Test administrators and case managers shall inform the customer as to the purpose and process of tests they take. 

E. Assessment administrators shall follow the administrative and scoring instructions required by the test developer/publisher to ensure the most favorable test environment for the customer.


APPENDIX A.


WORKFORCE ASSESSMENT, GENERAL
1. Assessment is available to all center programs, partner agencies, and customers. Instruments are administered based on customer need and the services being received or requested. In certain instances it is administered for a fee. 

2. Assessment activities should not be needlessly repetitive. If a previous assessment is valid, it should be used. The use of a previous assessment depends on the elapsed time since it was given and what it is being used for. For example, a school transcript indicates what a person accomplished at that time but may not reflect current capability. The SAGE and TABE are also perishable. SAGE and TABE tests one year or more old are considered invalid and must be retaken. Others such as physical, mental, or background evaluations may still be OK. 

3. Workforce Center assessment services help to:
A. Determine customer desires and needs and to learn what services may appropriate to meet customer needs, goals, and barriers.

B. Determine customer interests and skills and help make informed decisions and develop resources to accomplish goals.

C. Assess job readiness such as basic adult literacy, interview and resume preparation skills, work history, job search skills and attitudes, etc.

D. Assess interests, job fit, and other general subjects helping a job search.

E. Determine program eligibility.

F. Determine Assisted Core and Intensive Services and WIA/TAA vocational training suitability.

G. Assist businesses to conduct knowledgeable applicant interviews and review employee/applicant job qualifications.

H. Determine length of TANF benefits and for job readiness of CHOICES/FSE&T customers.

I. Determine job requirements and career development activities.

4. Personal Interview and Counseling: Assessment beyond the initial level may include personal counseling. For WIA this could begin in Basic and Assisted Core Services and intensify into Intensive and Training Services. For other programs, it may begin at first contact between specialist and customer.

5. Other Agency Assessment: Use as a supplement to workforce assessment. Included are motivational, psychological, or physical assessments, grade reports, school transcripts, literacy tests, etc. A written customer release is usually required. 

6. Assessment of Current and Future Problem Areas/Barriers: Some areas of consideration are:

A. Single Parent: usually has little support from others. May receive public assistance and fear losing it. May give excuses or resist suggested services. 

B. Pregnant/Parenting Teen: may have little or no work history and/or not be ready for training or a job search due to pregnancy. May have a working spouse, receive minimum assistance, and not be knowledgeable of available assistance. May not have family support. May not recognize the value of education and resist high school completion, GED, or higher-level training.

C. Disabled Persons: may be receiving services from rehabilitation or mental health agencies. If so, specialists should coordinate with these agencies.  

D. Offenders: usually at high risk of not successfully completing training or job searches. Legal problems may be present.

E. Homeless Persons: Basic survival needs require immediate attention.
F. Substance Abusers: may be in a treatment facility with an assistance network in place. If in a residential facility, referrals or direct services may not be possible until released.

G. School Dropouts: generally not employable except at the lowest salary levels. TABE should be given early to confirm literacy needs and make literacy referrals as required.

H. Persons with Little or No Job-Seeking Experience: may have excellent work skills or education and not know how to get a job.

APPENDIX B.

WIA ASSESSMENT

1. WIA assessment starts with initial and self-directed instruments in Basic or Assisted Core Services. In Intensive Services, formal assessment is required. 

2. As a minimum, customers entering WIA Intensive Service must take the TABE and the System of Assessment and Group Evaluation (SAGE) assessments, provided they are not eligible for certain exemptions. See Assessment Exemptions below. 

3. SAGE and TABE assessment instruments must be administered again if previous instruments are older than one year.

4. In Intensive Services assessment may become a review of skill levels, work experience, work readiness, employability, interests, aptitudes, practical needs, and support service needs. It may also evaluate employment barriers, education levels, occupational skills, work attitudes, motivation, behavior, financial resources, and program suitability, all of which are related to both training and job seeking.   

5. For those being considered for Training Services, formal assessment will be complete prior to making training decisions. 

6. All SAGE/TABE reports, other assessment reports, the referral to assessment, and the assessment evaluation will be filed with the customer’s local file. SAGE answer cards may be destroyed after 6 months. Special filing procedures are required for reports concerning background, and mental and physical health assessments. See Privacy of Information above.

7. Formal Assessment Instruments and Activities: The following assessment instruments and activities may be used for WIA Adults, Dislocated Workers, TAA, and Out Of School (OOS)/Older Youth in Assisted Core and Intensive Services. Those marked with * are required for customers being considered for WIA and TAA training services. 

A. *TABE Survey Battery: May be given as a Basic Core Service. May be waived under certain circumstances. (See Exemptions.)

B. *Practical Needs Assessment: May be given in any service tier prior to training.    

(1). Practical needs are often the cause of barriers.

(2). Practical needs relate to successful job seeking, training suitability, and employment retention. Some of these are:

(a). Economic: self-sufficient income and access to food stamps, TANF, social security, etc. 

(b). Physical Environment: safe and adequate housing, transportation, mail and telephone service, maintenance of personal hygiene, and adaptations for disabilities;

(c). Physical Care: health care, dental, vision, etc;

(d). Social and Personal Support Network: care for children and others in the household, protective services for self or child, substance abuse counseling, or legal services.

(3). Practical needs information is gathered during counseling and intake. Issues addressed are:

(a). Does the customer need help in getting documents or other verified information for program eligibility?

(b). Will the customer need support services?

(c). Are there emergency needs to be satisfied to meet basic survival requirements?

(d). Is the customer ready and able to participate in job search or training?

C. *Individual Employment Plan (IEP): Completing and amending the IEP are assessment activities. It reflects needs shown by assessment and the interests and desires of the customer. It is developed in partnership with the customer.

D. *WIA Application: Completion of the WIA application is part of assessment since information gained may be considered when assessing the customer.  

E. Counseling: Talking with the customer brings out information. The specialist must share formal assessment results with the customer.

F. *Consideration of Non-traditional Employment: Required for female WIA customers.

G. *WIA or Workforce General Assessment Forms: Depending on the services offered, the customer completes one of these. They contain information of a general nature including the customer's own perception of their goals, desires, skills, problems, limitations, and expectations. The general workforce form is oriented toward employment whereas the WIA form is oriented toward training. 
H. Financial Assessment Form: Reflects the total financial situation of the customer. It is mandatory for support services eligibility. (See Support Services Policy). If support services are requested within 6 months of completion of this form, it need not be redone. It is not used with Jobs for Military Families.
I. Workplace Success Skills (WSS): Measures general workplace skills including interpersonal, ability to learn and to allocate resources, reading charts and graphs, etc.

J. Job Search Attitude Inventory (JSAI): Measures how a customer views the job search process. It may be used during job search.

K. Prove It! Job Skills: Assessment of job-related skills. This assessment may be given to those entering training or seeking a job requiring these skills. 

(1). The Prove It keyboarding and data entry assessments will not be used for practicing keyboarding or data entry skills. 

(2). A test may be taken more than once per week only if a possible hire depends on a certain score being achieved and the customer is within a few words or keystrokes of being able to qualify and, with some practice, could do better. In this case a test may be given once a day using a different version of the test each time. The test will not be used for practice. 
L. Hay Aptitude Battery: Measures skills in working with and remembering alphanumeric characters and also with skills based on numbering systems.

M. R.D. Craig Typing and Data Entry Assessment: Measures skills in keyboarding text and entering alphanumeric data into a computer. 

(1). These assessments will not be used for practicing keyboarding or data entry skills. 

(2). A test may be taken more than once per week only if a possible hire depends on a certain score being achieved and the customer is within a few words or keystrokes of being able to qualify and, with some practice, could do better. In this case a test may be given once a day using a different version of the test each time. The test will not be used for the practice.

N. *System of Assessment and Group Evaluation (SAGE): The basic assessment for all WIA/TAA customers entering Intensive Services. It must be completed prior to determining training sponsorship.

O. O-Net Work Importance and Interest Profilers:  Assessments generally used as a Core Service for potential WIA customers. They measure interests and factors seen as important in the workplace. 

P. Background Check: A basic criminal background check may be made if use of an on-line or other background checking service is authorized by the Director.  

(1). Prior to initiating a background check, a Background Consent Form must be completed by the customer. 

(2). The Specialists explains the purpose of the check. If the report contains negative information, the specialist shall allow the customer to explain the circumstances. 

(3). If the offense is not one that would disqualify the customer from successful entry into and completion of training and obtaining employment, it should not be considered as negative in the assessment process. If, however, the offense would prevent the customer from entering into and successfully completing, the customer should be informed and given an opportunity to select another training program.

(4). Background reports are confidential. Filing instructions for background check reports are located in this policy under Privacy of Information, paragraph 4.C, and in the WIA Policy and Procedures Manual, Appendix B.

Q. Other: Assessment from other agencies may be used to enhance WIA/TAA assessment or to examine areas not covered. Included are other tests, grade reports and transcripts, and mental or physical health reports and tests. Physical and mental health reports are confidential. Filing instructions for these reports are located in this policy under Privacy of Information, paragraph 4.C, and in the WIA Policy and Procedures Manual, Appendix B.  

Assessment Exemptions: 

1. At the discretion of the specialist, WIA/TAA customers entering Training Services who are already attending classes and who have an established and recent (1 year or less) academic record of at least one prior enrollment period may be exempted from SAGE. A recent transcript may be used to assess aptitudes and ability. The IEP will be annotated accordingly. 

A. The customer will be required to take the TABE and the O-Net Interest Profiler.  

B. This exemption does not apply if there are recent (within 1 year) grades on the transcript of D or less or if the current grade point average is below 2.0 on a 4.0 scale. In this case, the SAGE must be given.  

2. At the discretion of the specialist, customers having a bachelor's degree or above, or who have successfully passed (does not mean exempted from) all portions of a required college entry exam such as THEA or the ASSET, are exempt from taking the SAGE and the TABE, subject to the following:  

(a). If the SAGE is waived, the customer must have a current interest assessment.  

(b). If the TABE is waived, grade levels are assumed to be 12.9. The IEP and case notes will be annotated that grade levels have been determined based on previous education; that is, an academic degree.       

(c). NOTE. Customers with baccalaureate degrees may be deficient in one or more areas due to years out of school or to other factors. Persons with a bachelor’s degree or above must take the entire assessment (SAGE & TABE) if there is reason to question the applicant’s current academic capabilities or if the degree was earned more than 10 years prior to the WIA application. 

3. Jobs for Military Families (J4MF) Assessment. Assessment for this program is also covered in the Jobs for Military Families Policy and the J4MF Desk Guide.

A. Orientation/Core Services: The Jobs For Military Families General Assessment is required for J4MF participants. This form may be provided at orientation.

B. Intensive Services: TABE and SAGE assessments are not required for J4MF customers in Intensive Services who have no intention, at that time, of going into Training Services.

(1). The TABE assessment should be given in intensive services if the specialist suspects that the customer’s basic literacy skills are not compatible with the job being sought, or to enhance job seeking knowledge. 

(2). SAGE assessment may be given if the specialist wishes to learn about the customer’s compatibility with specific job requirements.

(3). All other assessments are available as well.

B. Training Services: For those going into Training Services, all WIA assessment requirements as outlined in this policy apply. 

C. Pre-Vocational Services: Customers attending pre-vocational services and/or short-term (6 months or less) training such as basic computer hardware and software skills, licensure, or other skills not relating to a specific job, are exempt from SAGE. TABE may be given but is not required. All other assessments are available at the discretion of the case manager.

4. WIA/TAA Customers enrolling in a Certified Nurse Aid (CNA) program are exempt from the SAGE. TABE is required. A current interest assessment will be in the file.

Youth Assessment: Youth who are not OOS/Older Youth in Intensive or Training Services are assessed using the SAGE Worker Attitude and the Self Directed Search.  

1. These represent the minimum required level of youth assessment. Other WIA instruments may be used if a job being considered includes specific skills or capabilities that should be measured. 

2. OOS/Older Youth entering Intensive Services will undergo the same assessment as customers in Adult/Dislocated Worker/TAA programs.

WIA TRAINING NEEDS/SUITABILITY: Selection of WIA customers for training is based, in part, on suitability determined through assessment results. 

2. Suitability:   

A. Suitability is the assessed ability and the perceived personal commitment of the customer to attend training activities, successfully complete them, and acquire and retain employment at, or leading to, self-sufficiency. While persons may be fully eligible and in need of training, they may not be suitable pending resolution of an immediate problem or personal barrier. 

B. Determining Suitability: The customer determines suitability during Basic or Assisted Core Services. (Is this what I want?). Later, the customer decides again if training is appropriate. During and after the application process, and while in further assessment, it is determined by the specialist and the customer what services are indicated. During IEP completion the customer and specialist together decide if customer choices and services are compatible. 

C. Suitability factors may also include the following:

(1). Is the customer's "focus of control" in their life internal or external? Who or what controls it? Does this have an adverse effect on success?



(2). Are immediate goals too ambitious?

(3). What is the customer’s history of completing goals?

(4). If barriers are present, how difficult are they to overcome?



(5). What is the length of time needed to provide help?



(6). Will WIA and other agencies make a significant difference in the customer’s ability to attain self-sufficient employment?

D. Circumstances that may make a person not suitable for Training Services include:



(1). Ineligible for WIA services.

(2). Extensive support (medical, dental, and mental health) required that is beyond the ability of WIA or other activity to provide.

(3). Needs more appropriately served by another agency.

(4). Inability to meet the customer’s training wishes.

(5). Persons whose lives are in immediate crisis and cannot fully participate in a WIA service.

(6). Customer’s financial situation will not allow them to attend training, even with assistance.

(7). Cannot allocate sufficient time to training.

(8). Consistent failure to show for appointments or services.

(9). Lack of transportation to attend training even with assistance.

(10). Requiring or insisting on services sooner than can be provided.

(11). Persons admitting to current, active substance abuse and who are not in rehabilitation to overcome their dependency.

(12). Persons considered trained and ready for employment in an occupation available within commuting distance with wages equal to or better than that which can be gained through WIA Training Services.

(13). Persons whose background check does not support requirements for the training.

E. Other considerations for suitability of Training Services: 

(1). The results of assessment relating to general job match, educational development, background check, and the ability to pass courses and finish within time limits.

(2). Personal motivation and willingness to accept the responsibilities that go with Training Services.

(3). Limitations imposed by The Act, Regulations, the Board Plan, or state and local policies and procedures. 

APPENDIX C.

CHOICES AND FSE&T ASSESSMENT
GENERAL: All available assessment may be used for CHOICES and FSE&T customers. Specialists are encouraged to use assessment to help customers learn about themselves, their capabilities, and their limitations. This includes a realistic look at the job market and at options open to correct deficiencies and capitalize on strengths. 

1. Customers preparing for immediate employment may require different assessment than those requiring a GED, etc. Assessment must fit the goals and structure of the program for that person at that time.

2. CHOICES/TANF: The TABE Survey is the initial assessment for all CHOICES customers.  

A. There are two TABE assessments for CHOICES. Use the TABE Survey Battery for customers proficient in English. For those not conversant in or able to read English and for whom Spanish is the first (or only) language, the Spanish language Supera is administered. 

(1). The TABE Locator Test and the TABE Survey Battery, Form 7, are used.  

(2). Supera: The Supera test is administered in Spanish and may be given only by a trained workforce specialist who is proficient in Spanish and English and whose first language is Spanish.

B. The General Assessment Form is required for CHOICES. It alerts the case manager to possible negative issues. Those who do not read or speak English will not be given this assessment unless a translator assists, directing the questions verbally to the customer. The translator copies the customer’s response verbatim to the form.

C. The Job Search Attitude Inventory (JSAI) may be used. This is a self-directed measurement of attitude and outlook about the job search process. It is of value to a customer seeking employment and needing guidance in the process. Those who cannot read or speak English will not be given the assessment.

D. An assessment of practical needs is not required but may be given to determine needs that are not apparent.

4. FSE&T: Assessments are offered in the same manner as CHOICES and other programs. All assessments are available, the type depending on customer goals and capabilities.

APPENDIX D.

CAREER CENTER ASSESSMENT
1. All assessments are available to career centers customers and some are fee-based. Note the rules in Appendix B, paragraphs 7 K. and M for keyboarding and data entry testing.

2. Most career center assessment is offered for a fee unless eligibility has been established for a program such as TAA/WIA or CHOICES/FSE&T. Generally; customers entering the center with a need for assessment include both walk-ins and those being screened for employment under a contract with business services. 

A. Walk-ins requesting assessment are required to pay a fee for all assessments except the keyboard and data entry tests and O-Net assessments.

B. Persons enrolled in a center program are not required to pay a fee for any assessment.

C. Customers assessed under a contract between a business and the Business Services Unit (BSU), do not pay a fee for the specific assessments indicated by the BSU as contracted services. 

D. Non-program/non-contract BSU customers, who ask for assessment that is required by an employer, or to support a resume, will pay a fee.
3. Career center assessments requiring a fee for non-program/non-contract customers include:

A: SAGE: The cost depends on the number and types of SAGE instruments given.     

B. TABE: A single fee is charged for the locator and battery.  

C. JSAI:  A single fee is charged for each test.

D. Workplace Success Skills (WSS): A single fee is charged for each test.

E. Hay Aptitude Battery: A single fee is charged for each test.

F. Prove It On Line Skills Assessments: These are fee-based except typing and data entry, which are free. 

3. Workforce staff encountering a situation where a fee is to be charged should contact the assessment specialist to determine the cost of the assessment. Once determined, procedures are as follows:

A. The customer signs in on the fee sign-in sheet and the assessment is administered.

B. The fee is collected either by a check or money order made out to CTCOG. The test report may be given to the customer. The payment is attached to the sign-in sheet and forwarded to the assessment specialist in a sealed envelope market confidential. The payment is then forwarded to fiscal.
APPENDIX E.

BUSINESS ASSESSMENT
1. With the exception of keyboarding and data-entry testing, business assessment services are offered on a fee basis and relate primarily to screening job applicants and assessing the skills of employees. Business customer assessment is coordinated through the Business Services Unit (BSU).

2. Needs and expectations of the business must be considered when assessing applicants or employees. Assessment instruments must relate to what the business determines are the skills and job performances expected of an employee in the job for which the assessment is required.  

3. The assessment specialist is responsible for coordinating business assessment with the BSU and for procuring instruments to meet business needs.

4. Business assessments: 

A. Business requests for assessment services are referred to the Business Services Unit (BSU). The BSU coordinates the needs and expectations of the business with the assessment specialist as required.

B. On-site visits may be required to determine job duties and benchmarks that the business may wish to use to measure acceptable employees/applicants.   

C. The BSU coordinates contracts and details of the assessment process once needs and expectations are determined.  

5. Assessments available for business include, but are not limited to:  

A. SAGE: Provides information that can be used to match job requirements with tested results. It can also include information about interests, temperaments, cognitive skills, and hands-on aptitudes.

B. TABE: If used with benchmarks established by current employees, TABE results can indicate applicants that meet required literacy levels.

C. WSS: Used for persons who are already employed and who may be under consideration for internal movement to other jobs or levels. May also be used to screen applicants.

D. Hay Aptitude Battery: An assessment for persons who must use numbers and letters in customer service and warehouse jobs.

E. Background Checks

G. Keyboarding and Data Entry Evaluations: These measure the ability of the applicant to enter data into a computer and type text using a computer. No fee is charged for these assessments.
H. Prove IT! Job Skills: These measure job-specific skills and are fee-based except for keyboarding and data entry.

I. Customer-Provided Assessment Instruments: Business customers having a need for the centers to administer instruments developed or purchased by them. In this case, the business assumes responsibility for test validity. 

APPENDIX F.

ASSESSMENT FORMS
1. This appendix contains forms used for assessment activities. The actual forms are found in the Workforce Centers Intranet.

2. Persons in Youth Services have an Individual Service Strategy completed at enrollment. This form covered in detail in the Youth Operational Procedures Manual published separately. 

3.The IEP is considered an assessment document but is not in this manual. Details about this form are in the WIA Procedures Manual.

3. Forms may be amended or changed only with the approval of the Director.

ENCLOSURE 1, TO APPENDIX F.

WIA GENERAL ASSESSMENT

1. This instrument allows customers to inform specialists of their needs and self-perceived abilities. It may be completed during the early stages of Intensive Services.

2. The customer is asked to complete the form, being as specific as possible, and return it as soon as possible.  

3. This form is kept with the customer’s local file.

ENCLOSURE 2 TO APPENDIX F.

WORKFORCE CENTERS GENERAL ASSESSMENT
This form is required for CHOICES and FSE&T customers and may also be used for career center customers. It is similar to, and is completed and used in the same manner as, the WIA version, but is oriented more toward employment. Its purposes are the same. 

ENCLOSURE 3, TO APPENDIX F.


ASSESSMENT OF PRACTICAL NEEDS

1. This form is required for WIA and may be used for other programs and activities. It relates directly to WIA training suitability and is completed prior to entering Training Services. It is not completed by the customer but is used by the specialist as an interview/counseling guide.

2. The form assists in determining needs related to customer barriers. Barriers may need to be addressed immediately or they may be of future concern. It gives an idea of support services or agency referrals that might be required.

ENCLOSURE 4, TO APPENDIX F.

WIA FINANCIAL ASSESSMENT

1. This instrument is not used for the J4MF program.
2. It is required as an eligibility assessment for awarding support services. It is not required for other activities but may be used for general information as required. It is not required for in-school youth.

3. It allows the specialist and customer to address existing financial situations that may affect the customer's participation or program suitability. It is completed by the customer and returned to the specialist. 

4. Privacy of Information: The information on this form is confidential and must not be released without written customer approval. Requests for this information from USDOL, TWC, or under process of law do not require release from the customer.

ENCLOSURE 5 TO APPENDIX F.

ASSESSMENT REFERRAL

1. The Assessment Referral Form is used to refer workforce customers to assessment. It provides information about the person being referred, the instruments to administer, and other information required for proper assessment. The specialist completes the form and provides it to the assessment administrator prior to testing.

A. Check the appropriate block for the service and include the date the customer is scheduled for assessment. Also indicate the assessment(s) to be given.

B. Indicate the TABE levels to be given if known.

C. If the customer is entering vocational training, enter the training program in the space provided.

D. Indicate any customer environmental or physical limitations that require special accommodations. If the customer has a disability and special assessment accommodations are required, the specialist must notify the test administrator at least one week in advance so that appropriate arrangements can be made. 
E. The specialist may make comments relating to the assessment or program activities being considered.

F. The specialist signs and dates. Do not give the form to the customer.

ENCLOSURE 6 TO APPENDIX F.

TABE/SAGE EVALUATION REPORT

1. This form provides an evaluation by the assessment administrator about SAGE/TABE test results. The form will not be shown or given to the customer. 

2. Test administrator comments on this form are for clarification, emphasis, or suggestions about certain aspects of the report only.  They are not intended to replace the workforce specialist’s actions or subsequent perceptions.

ENCLOSURE 7 TO APPENDIX F.

CUSTOMER INFORMATION DISCLOSURE FORM
This form is used to inform customers of their rights concerning the use of information provided to the center. It is required for all center programs including FSE&T and CHOICES, WIA, TAA and others. It is completed early in the assessment process.

INCLOSURE 9 TO APPENDIX F.

HAY APTITUDE BATTERY REPORT

This form is designed to provide information about the results of the Hay Aptitude Battery. It is completed by the test administrator and provided to the customer concerned. 

INCLOSURE 10 TO APPENDIX F.

BACKGROUND CONSENT FORM

1. This form is used to obtain customer consent to a basic background check prior to approving sponsorship in programs that require one. All customers receiving a background check conducted by the Workforce Centers will complete the form prior to the check being initiated. 

2. The original of this form will be placed in the limited access file with the background report. A copy may be placed into the customer file.

INCLOSURE 11 TO APPENDIX F.

FEE-BASED ASSESSMENT SIGN-IN FORM 

This form is used for persons entering a career center for assessment for which a fee is charged. The customer must sign-in prior to taking the test. The payment is attached to the form and sent to the assessment specialist.

APPENDIX G

 
NON-TRADITIONAL EMPLOYMENT CAREERS FOR WOMEN
1. Non-traditional employment careers for women are considered as possible employment goals for all females entering WIA Intensive Services. Females should be informed of opportunities for employment and training in non-traditional occupations.

2. The following are some reasons why women should consider non-traditional employment:

A. Economic self-sufficiency: Women in non-traditional fields make about 30% more in wages than women in traditional fields.     

B. Career advancement: Non-traditional jobs have better advancement opportunities than traditional. 

C. Today’s economy requires women in non-traditional fields. National workforce data indicate the majority of new employees in the future will be female. A female high school graduate today can expect to work an average of 34 years.  

D. Occupational "Fit”: Some women are not well suited to the traditional female fields but pursue them anyway and fail because they are not suited to them. 

E. The Non-Traditional Employment for Women Act emphasizes non-traditional training and employment for women. The motivation is toward making entry into these fields easier.

3. Assessment may indicate that the customer would be an appropriate subject for non-traditional training. If so, the customer should be counseled on the benefits of non-traditional employment.  

A. Counseling on non-traditional fields is not intended to coerce decisions from the customer for training in non-traditional fields. Some things to consider in determining whether or not a female might be interested in or suited for non-traditional training are:

(1). Review of hobbies and interests. Does she enjoy building or repairing things? If so, follow up on what she has done in this area and determine if there are transferable skills to non-traditional fields in which WIA trains?

(2). Does she do things in the home or in other areas that would be related to non-traditional occupations? Such areas as fixing electro-mechanical devices, serious gardening, using hand or power tools, or working on the family automobile may indicate interest and actual skills in non-traditional occupations and training. The ability to sew may indicate the ability to read blueprints or schematic drawings to make or repair things.

(3). Is she interested in and did she do well in advance levels of math or science in high school? Would she be interested in using any of these skills in more advanced occupations?
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