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1.
Schedule individual assessment interviews for clients who have attended orientation and have completed a Job Connection questionnaire.




2.
Conduct an assessment using the following guidelines:





(
Explain the reason for assessment.





(
Encourage the client to ask questions.





(
Review the Job Connection Questionnaire with the client, clarifying information and obtaining additional information.





(
Explore the client's personal interests and dislikes, educational background, and the health and needs of his or her children.





(
Explore the client's strengths and skills to learn what may be transferable to employability.




3.
Use assessment tools in a language other than English, if available and needed by the participant.




4.
Use the Employment Competency System (ECS) appraisal, Connecticut Competencies, and/or other appropriate tools, to conduct basic educational assessment to determine functional grade level.





(
If the client tests below the 8.9 grade level, but is a high school graduate, consider mitigating circumstances that may have caused him or her to do poorly on the test such as personal problems that may have caused stress, a learning disability, or unsuitable test taking conditions.





(
If mitigating circumstances exist, retest the client using a different assessment tool.





(
If the final assessment indicates a functional grade level of below 8.9, consider including options for increasing the client's functional grade level in the Job Connection Plan.




5.
Use information received from outside sources for part or all of the assessment, but only if the information is comparable, relevant and less than 6 months old.




6.
Use the client's self-declaration of functional level if no other method of educational assessment is available or appropriate. 
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(continued)




 7.
Consider preferences of the recipient and relevant needs of the children in household.




 8.
Summarize and document assessment findings on the "Assessment Summary Sheet" for use in developing the Job Connection Plan, with special emphasis on readiness for employment.




 9.
Review with the participant the tasks that he or she needs to complete and those the Case Manager needs to complete.  Be sure that the participant clearly understands what is to be accomplished before the next contact. 




10.
If the Job Connection Plan cannot be completed at the time of assessment, schedule the client for an appointment to complete the Plan no later than thirty days after the assessment.




11.
Set a tickler for eleven months to update the assessment.

