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Individual Employment Plans



Follow up to questions from last 
session:

• What to do when a participant refuses to sign the 
Consent to Share Wage & Employment Information 
form?

Presenter Notes
Presentation Notes
DEED monitor’s guidance is to proceed with enrollment, select the “No” checkbox on the enrollment screen, and also document that the participant has refused to sign this document – it is a rare occasion for this to happen

Individuals who do not sign are not limited to the services they can access. They may still engage in all the services that the have been determined eligible for.



Individual Employment 
Plans

Presenter Notes
Presentation Notes
Today we are reviewing Individual Employment Plans:
Definition
Purpose
Required elements
Goal setting
And how to utilize the WF1 online IEP



Definition:
An Individual Employment Plan (IEP) is a document that is 
completed jointly between the participant and the employment 
counselor to assist an individual with their job search.

The plan identifies the participant’s strengths, career goals, as well 
as action steps needed to help the individual achieve their re-
employment goal.

Presenter Notes
Presentation Notes
The plan identifies the participant’s strengths, career goals, as well as action steps needed to help the individual achieve their re-employment goal.



The purpose:

An IEP is an individualized career service available in our 
Adult/DW programs and is an ongoing strategy to identify 
employment goals, achievement objectives and an appropriate 
combination of services.

Presenter Notes
Presentation Notes
The purpose of an IEP is to establish an ongoing strategy that identifies employment goals, achievement objectives and an appropriate combination of services to assist the individual in achieving their employment goals
The completion and implementation of an IEP is an integral part of the delivery of employment and training services
This is why DEED sets requirements for multiple programs to develop an IEP, including TAA & Pathways to Prosperity (P2P) programs, any programs for adult job seekers must create an IEP for each enrolled participant
The IEP outlines the responsibilities of both the participant and the service provider/employment counselor as the participant prepares to achieve the program goal of full-time, long-term, unsubsidized employment




Required Elements:
An IEP must contain the following elements:

1. Full legal name (including the middle name)
2. Documentation of “unlikely to return” – DW only
3. Objective Assessment
4. Employment Goal
5. Planned Objectives
6. Projected completion dates for each objective and goal
7. Participant & Employment Counselor’s signature

Presenter Notes
Presentation Notes
We will go into further detail on the bolded items in this list in following slides…

Full legal name – this includes the individual’s middle name; there may be circumstances where an individual does not have a middle name – in these circumstances make a note of this on the IEP or in the intake case notes
Documentation of Unlikely to Return
Objective Assessment
Employment Goal
Planned Objectives
Projected completion dates for each planned objective and goal
Participant & Employment Counselor’s signature

There are times throughout a participant’s program enrollment where updates to the IEP are necessary or required. We will review those circumstances in later slides.



Documentation of “Unlikely to Return”

 Labor Market Information & Data

 Local job availability

 Skills Gap Analysis

 Current skills & abilities of the individual

 Layoffs within the industry

Presenter Notes
Presentation Notes

Each organization documents the “Unlikely to Return” differently in participant files – this is for the Dislocated Worker program only; 
There is a possibility that this eligibility requirement may be eliminated for State Dislocated Worker participants; however, it will still be required for WIOA DW since it is written into federal law
3. DEED’s definition of “unlikely to return to a previous industry or occupation” includes:
	a. evidence through Labor Market Information projections for the occupation or industry (low demand or low projected growth)
	b. Analysis of limited job openings (too much competition in the workforce)
	c. Comparison of an individuals qualifications required for similar positions (this would be the skills gap analysis)
	d. An individual is unable to perform tasks or job duties in the occupation or industry (i.e. someone older in age unable to continue in a job 	    that requires heavy lifting)
	e. Evidence of large numbers of layoffs in occupations/industries which create competition for fewer job openings
4. We are currently working on establishing a clearer definition for employment counselors for our workforce area– this will be presented to the Henn-Carver WDB in July to be approved as our local definition of “unlikely to return”
some examples of changes include: the individual is likely to enter a new job that is different structurally or organizationally than their previous job, individual is likely to enter a new job with lower seniority compared to previous job, an unsuccessful job search suggests the individual is unlikely to regain employment in their previous occupation/industry (these would be additional criteria for the Hennepin-Carver local area’s definition of unlikely to return)




Objective Assessment
 Work History
 Education Level
 Basic Skills
 Occupational Skills
 Interests
 Obsolete Skills
 Family Needs
 Needs for Accommodations
 Support Service Needs
 Legal Assistance

Presenter Notes
Presentation Notes
Information that an objective assessment would collect could include some or all of the following: 
An individuals work history (previous job(s), companies, length they worked for each company)
Education (HS Graduate? College Education/Technical Degrees?)
basic skills that they have learned from day-to-day experiences (i.e. time management, organizational skills, cleaning, basic computer skills, multi-tasking)
occupational skills they have learned from a specific job (i.e. using Microsoft apps, customer service skills, project management, specific computer software experience, specific machine operating skills)
interests (including interests and aptitudes for non-traditional occupations)
obsolete skills or skill gaps (skill gap analysis used by many of you)
family needs (including being a care giver to a dependent), 
any accommodations an individual may need to successfully engage in services or be successful in the work place
support service needs (transportation, childcare, housing assistance, etc.)
and whether any legal assistance is needed to reduce job search barriers




Objective Assessment (continued)

Structured Interviews
Performance Tests
Observational Assessments
Interests and/or Attitude Inventories
Career Guidance Instruments
Aptitude Tests
Basic Skill Assessments

Presenter Notes
Presentation Notes
There are many methods of conducting an objective assessment to collect this information. The employment counselor should choose the most appropriate way to conduct the assessment based on the individual. Methods will include at least one of the following, but the employment counselor may choose to use a combination of these methods:

Structured interviews – we consider these informal assessments that are conducted through conversation – many of you do this in your intake appointments with newly enrolled participants, however there is structure to the conversation in order to ensure we collecting the needed information to begin forming the strategy  for services or the IEP

Performance Tests – a form of testing that requires an individual to perform a task rather than select an answer from a written test

Observational Assessments – These types of assessments are most often used to evaluate behavior, social-emotional functioning and language through direct observation

Interests and/or Attitude Inventories – O*Net Interest Profiler, Kiersey Temperament Sorter, Strong Interest Inventory, Myers-Briggs Type Indicator

Career Guidance Instruments – DEED’s data tools, O*Net, Career One Stop, Career Assessment Inventory, Holland Code

Aptitude Tests – these are a systematic means of testing an individuals’ abilities to perform specific tasks and their ability to react to a range of different situations

Basic Skill Assessments – In most circumstances we are using the Select ABLE or TABE Test



Employment Goal

An employment goal is a well-defined statement that explains the 
profession that an individual intends to pursue. It is important 
that this is defined clearly so that it helps in identifying effective 
action plans/steps.

Presenter Notes
Presentation Notes
Setting unrealistic goals can lead to disappointment, but that does not mean that one should avoid formulating their career goals altogether. Creating resolutions is the easiest way to stay motivated. If goals are not properly developed or mapped out it will be harder to achieve them – this is the purpose that the IEP is supposed to serve.

Source: https://corporatefinanceinstitute.com/resources/careers/jobs/career-goal/



SMART Goals:

Specific
Measurable
Attainable
Relevant
Timely

Presenter Notes
Presentation Notes
SMART is a popular acronym that is used for effective goal development:

S – for specific: Aim for a specific, concrete area for the goal or steps (i.e. make five job search calls following up on my LinkedIn connections vs. make some networking connections)

M – for measurable: Determine if the goal is measurable by asking how much?, how many?, how will I know when it is accomplished?

A – for attainable: Goals are most attainable when steps are thought out clearly and allow for enough time. What actions follow other actions? Is the goal realistic given from where the individual is starting from? It should be a challenge, but also achievable.

R – for relevant: A relevant goal is one that really matters to the individual and the end result – is it worthwhile? Is this the right time? Does it require resources that are currently available? – this is where the Labor Market research can be helpful

T – for timely: A goal should be grounded within a defined time period, both for clarity and to give actions urgency. When do you want to begin? When do you want to complete each step (hence the required IEP element “projected completion dates for each objective and goal)

Source: https://www.careeronestop.org/ExploreCareers/Plan/set-goals.aspx



Planned Objectives
The process of planning includes short-term objectives that 
specify what immediate results are expected from the actions 
outlined in the IEP

The objectives focus on day-to-day tasks

Objectives are documented by Action Steps within each Plan 
Section in WF1

Presenter Notes
Presentation Notes
Objectives focus on the day-to-day tasks rather than the overarching career goal – outlining the steps the individual will take to reach that ultimate career goal. Some examples of objectives include:
Attend the LinkedIn I & II workshop on May 6-7
Complete StrengthsFinder Assessment by May 3
Explore the ETPL options and research 3 training providers by May 15
Complete the Training Proposal by May 20
Enroll in Training program and complete by June 30
Have resume updated with new credential within 3 days of training completion

We will go into more detail of the Plan Sections and Action Steps you can find in WF1 that help you identify and document action steps in the following slides




Entering all components 
in the WF1 Online IEP 

Presenter Notes
Presentation Notes
When no IEP has been completed for an individual, you will select the “Add Plan” button
This will initiate an active IEP for your participant



Next Step:

Select “Online” or “Paper” from the dropdown menu

Presenter Notes
Presentation Notes
Once you have selected the “Add Plan” option you must select a “Plan Mode”
Depending on your organization’s practices, you will either be selecting “Online” or “Paper”
This tutorial is demonstrating how to complete an “Online” IEP in WF1
You should continue to conduct your IEP development based on your organization’s practices and expectations of you


When entering an online IEP in WF1, there are both required fields and optional fields to enter data in�*Full Legal Name
*Employment Goal




“Online” vs. “Paper” Selections
Paper Online

Presenter Notes
Presentation Notes
This demonstrates a side-by-side comparison of the two different Plan selections

Paper IEP
When you select “Paper” – you are indicating that there is an alternative IEP documented in the participant file outside of WF1
When you select “Paper” – you will notice that there are less required fields (as you know, asterisks identify the required fields within any section of WF1)
You will notice the Plan Mode indicates “Paper”
You will have the option to insert your case notes from your IEP appointment right within the action of entering the paper IEP in WF1
You will need to be sure you select the correct start date of the IEP and the Review Date should always reflect 1 full calendar year from the start date of the IEP – it’s important this date be accurate because this is how you can set up Tickler reminders for upcoming IEP review dates
The Confirmation Date is the date that both the employment counselor and the participant have signed the IEP (this will usually align with the start date)
There are three selections at the bottom – “Save & Activate”; “Save as Pending” or “Delete Pending Plan”
“Save & Activate” should be selected when it has been determined that the IEP has been fully developed and all required elements have been captured on the Plan
“Save as Pending” should be selected if more information is needed to fully developed the IEP (i.e. participant needs to complete assessments, participant needs to explore career options to set their goal) – This will keep the IEP in a “Pending” status and will not be active until you select the “Save & Activate” option
“Delete Pending Plan” can be used if you need to start from scratch or if the plan was never activated due to loss of contact with the participant

Online IEP
When you select “Online” – you are indicating that this IEP is being completed within WF1 and you are using the WF1 template to develop the IEP
When you select “Online” – you will notice that there are several more required fields
You will see the Plan Mode indicates “Online” and directly below that the first required field is Full Legal Name – Per DEED’s IEP policy you must include first, middle, and last name in this section
If a person does not possess a middle name, just indicate this in case notes
The next required field will be where you indicate the participant’s career goals – since this is a required element of the IEP, this is a required field within the Online IEP template to ensure it is captured on the document (we discussed the criteria of Employment Goals in previous slides – this is where you and the participant put it into writing and commit to it)
Following the Goals is the “Plan Sections” which you will be required to add at least one section to the online IEP
We will be going through each of these Online IEP Plan Sections in more detail in following slides
Again, you will have the option to insert your case notes from your IEP appointment right within the action of entering the online IEP in WF1
Finally, same as the paper IEP – your Save & Activate, Save as Pending and Delete Pending Plan options are at the bottom (You cannot select the “Save & Activate” option until all required fields have been completed)
One additional selection is the “View/Print” option – (similar to the WF1 Enrollment Page) this will allow you to export the online IEP you created into a PDF format so that you can review it as a whole document and have the option to print – you can select this option at any point when developing the online IEP (even when all required fields are not complete) so you can see your progress



IEP Plan Sections

Presenter Notes
Presentation Notes
When you select the dropdown list within the “Plan Sections” field  of the online IEP, you will see these options:
Assessment
Barriers
Child Care
CLIMB
Employment
I understand that or agree to:
Other
Support Services
TAA
Training
Transportation

Once you make a selection from the dropdown menu – you will click the “Add Section” button



Assessment Section

Presenter Notes
Presentation Notes
The Assessment section is where you are going to capture all the information that was collected from the formal and informal assessments conducted:
This would include information such as
Previous job (employer name, job title, wage/salary, length/duration of job
This is where you document the Unlikely to Return status
Any math/reading assessment results – if this is not required in order to access training services, indicate that the individual has at least an associates degree
Any skills gaps that were identified in the skill gap analysis
Unemployment Benefits/Public Assistance recipient status
Results of any interest assessments conducted (name of the assessment and results)
This may be an action step or objective that you want the participant to complete as part of the plan

Entering an Action Step:
When you click on the “Add Action Step” a list of Action Steps options that have already been incorporated into the WF1 online IEP template will display in a new window. The highlighted selections in this slide is some the information that I know your organizations gather and assessments that are used:
DEED’s Data Tools are listed to incorporate labor market information
Obsolete/Non-transferable Skills to capture a skills gap analysis
O*Net Interest Profiler / Strengths Finder to document interest assessment results
TABE / SelectABLE to document math/reading assessment results

If you do not see a selection that you need to incorporate, that is when you can use the “Add Custom Step” button
When you select to add a custom step, a Text Box will appear and allow you to enter a customized action and you will still have the option to enter a “Start by and/or expected completion by date (Adding a Custom Step will be the same in any IEP section you add)



Customizing the Action Steps:

Presenter Notes
Presentation Notes
Once you have made your Action Step selections, they will auto-populate in the Action Steps box within the Assessment Section of the IEP

The blue text with yellow circles around it is where you will need to customize the action step you selected by incorporating the individualized information for the participant you are developing the IEP with.

The “Move Up” option to the right allows you to organize the statements in any order you wish depending on how the action steps should be prioritizied for the participant.
*Suggestion – if you identifying action steps the participant needs to complete within the section – I would put those instructions towards the top of the list





Setting completion 
dates within the 
Action Steps:

Presenter Notes
Presentation Notes
You will see I was able to customize every Action step I selected from the menu

You will notice how on this IEP example – the participant has yet to complete the O*Net Interest Profiler, so it indicates a due date to complete the assessment and also includes the website where the participant can access the assessment

The Expected Completion Date at the bottom refers to the date in which all actions within this IEP section will be completed

Below, you will see a text box for the option to enter comments that will appear on the PDF/Printed version of the IEP. Some examples of comments you would incorporate here could include: A notification of specific policy requirements for services such as the Math/Reading requirement for training services if they do not possess at least an Associates Degree

Examples in other IEP Section comments:
Training Comment: “Participant is responsible for any training costs incurred prior to formal approval by employment counselor”
Support Services Comment: Referrals to other community resources for support – other resources must be sought prior to approval of program funding OR Financial Needs Analysis is required prior to any support service expenditures



Completed 
Section:

Presenter Notes
Presentation Notes
Once you select “Save Section” you will see your new Plan Section listed
You will notice, you will not see all the details that were entered on the previous page
To see them you either need to select “Edit” to go in and make revisions or select “View/Print” to see the final product



View/Print – PDF 
Version

Presenter Notes
Presentation Notes
By selecting the “View/Print” button you can see how your IEP is coming along with the details within each Plan Section you add as you are developing the IEP with the participant

The “Back to Employment and Training Employment Plan” button at the bottom will direct you back to WF1 where you can continue to add additional Plan Sections to the IEP




Barriers Section

Presenter Notes
Presentation Notes
You will then proceed to enter additional sections that you and the participant feel are appropriate to incorporate into their IEP.

In this example we are looking at the Barriers Section. Just the same as how you entered the Assessment Section, you will select “Barriers” from the drop down menu when you want to add an additional plan section. Once you have selected to add that section, the “Barriers Section Edit” will show up where you will indicate the Start and Completion dates, and select action steps from the list that WF1 provides.

I have highlighted a few of the action step options from the menu that appears when you select “Add Action Step”

You will notice in these action steps, each selection has a “Provide Specifics” customizable text box that will go with each barrier you select.
You should enter any relevant information that you think should be incorporated into the plan and that the customer feels comfortable with having on the Plan.



Customizing the Action Steps:

Presenter Notes
Presentation Notes
Here you will notice that comments were added to indicate how the barriers are impacting the individual.

Again, you can customize these comments any way you like, you can also add a Custom Step if an Action Step in the list does not align with barriers that the participant has reported.

You also have your “Move Up” options on the right to organize the information how you would like to see it on the plan.



Employment 
Section

Presenter Notes
Presentation Notes
The following slides are some more examples of Action Steps within each IEP section in WF1.

In the Employment Section, you will find action steps that include the steps the individual will take to become more employable. The examples highlighted here include: 
any workshops or pre-vocational activities that you sign the individual up for 
Any networking groups the individual is involved in or that the employment counselor refers them to
Updating their resume
Creating their own brand if they are enrolled in CLIMB activities
Ensuring the participant is aware that they need to inform their counselor when they have accepted employment – the action steps list for the employment section include options for Part-time, Temporary and Permanent Full-time employment; it also includes the request for the participant to provide the name of the company, their job title, hours working per week, wage or salary, etc.



Support 
Services

Presenter Notes
Presentation Notes
Support Service Needs should be identified through the objective assessments process. Any needs that are identified through assessments should be documented on the IEP – this is done by adding a Support Services Plan Section.

Per DEED’s Allowable Activities Policy, all participants who receive support services must complete a financial needs analysis. You have the ability to document this on the WF1 online IEP by selecting the “Complete a budget form” action step.

Some of the examples in this IEP Support Services section include books & supplies, car repair/insurance/car payment, work clothing or uniforms, transportation, etc.

Per DEED guidance – all support services provided to participants do not need to be listed on the IEP, however the assessment of support service needs as a whole should be documented and up-to-date on the IEP before administering support services. Keep in mind that all support services provided to participants should be documented in the Support Service AND Case Notes tab in WF1.





Customized Action Step for Support 
Services Plan Section:

Presenter Notes
Presentation Notes
It is also written in WIOA law that support services should only be paid for using program funding when the support services are not available through any other local agencies or organizations.

One example of a way to document that the efforts to seek out other resources have been made is by using a best practice by Hired: Creating a customized action step that offers community resources for the individual to reach out to to see if the support service needs can be met before accessing program funds for their support service need or needs.




Training 
Section

Presenter Notes
Presentation Notes
In the Training Section, you will find action steps that include the steps the individual will take to begin training, action steps during training and action steps once training is completed. The examples highlighted here include: 
Providing a deadline to conduct research and submit a completed Training Proposal form and returning it to the employment counselor
Instructing the participant to maintain regular contact with their employment counselor throughout the training
Instructing the participant to contact their EC immediately if the training will not be completed within the expected timeline
Instructing participant to provide a copy of their certificate or credential once completed
A an action step to plan to engaged in full time job search after training is complete

Other suggestions for customized steps to include in this Plan Section would be:
Documenting the skill gaps that were identified in the skill gap analysis to provide justification for the training
Documenting the approved training: Training Provider, Name of Training Program, Start & End Date of training
Including the link to the ETPL for the participant to explore training options




I understand 
that or agree 
to: Section

Presenter Notes
Presentation Notes
The “I understand that or agree to:” Section allows the employment counselor to include any other information that they want the participant to know and understand. The examples highlighted here include:
I will maintain monthly contact with my employment counselor via phone or email
My IEP will be revised when my EC and I agree to a change
I will notify my EC of changes in address, phone or situation
I will notify my EC when I have started working including job details

Other suggestions for customized steps to include in this Plan Section would be:
Ensuring the participant understands that if they have not received a service in 90 days, their file will be exited
A statement that indicates that program funding is limited and not guaranteed
Instructions for filing a complaint
Other internal policies/expectations/requirements that your organization deems appropriate to include in an IEP
By signing the IEP they are acknowledging that they have received and understand this information, so if a miscommunication arises down the road, you can always refer back to this document to provide clarification.



Saving & Activating the IEP

Presenter Notes
Presentation Notes
Once you have completed all the necessary Plan Sections for your IEP, you will find all the sections listed here in the yellow box on the left slide.

You will also see the option to include or exclude any of the sections you created as part of the printed plan – I suggest always include every section on the printed version.

Just like you can organize your action steps in a certain order, you can do the same with your Plan Sections by using the “Move Up” function.

You will then enter your Plan Start Date, Review Date and Confirmation Date – once these dates have been added, you will select the “Save & Activate” button.



Active Online IEP

Presenter Notes
Presentation Notes
Once you Save and Activate the IEP, it will direct you back to the Plan Summary where you will find your Online version of the IEP and now the Plan Status indicates “Active”.

Now when you select the Employment Plan (there is a link in the first column) it will automatically load your printable version of the IEP that you and the participant developed.

To print or download a PDF version of this, select the floppy disk icon at the top and export into a PDF document – you and the participant can then sign the IEP





IEP Update Requirements:
Signature Required: Signature Not Required

Participant’s information, situation, or career 
goal changes

When entering achievement dates when action 
steps and objectives have been 
completed/obtained

When adding/changing a training vendor or 
program

When projected objective completion dates have 
changed

When an annual review is conducted

Presenter Notes
Presentation Notes
There are times throughout program enrollment when an IEP requires updates. Some updates require a participant’s signature, and some do not.

A signature is required when there has been a change to the plan
A participant’s information (name), situation (a new barrier has been identified and services need to be re-evaluated), or their career goal has changed
A training vendor/program has been added or changed on the IEP
When projected completion dates have changed
And when an annual review is conducted.

A signature is not required when entering achievement dates when action steps have been completed/obtained, however, the IEP should still be updated when the participant successfully completes planned objectives or attained goals



In Conclusion:

*Implement the plan

*Outlines the 
responsibilities of all 
parties

*Use as a guiding 
tool

Presenter Notes
Presentation Notes
The completion and implementation of an IEP is an integral part of the delivery of employment and training services. 

It helps outline the responsibilities of both the participant and the employment counselor to make a commitment to success.

Use the IEP as your tool to help guide the participant through their engagement in program services and to keep them on track of achieving their objectives in a timely manner to reach their overall goal and exit our program with a successful outcome.



QUESTIONS?
Or share your best practices when developing IEPs!

Presenter Notes
Presentation Notes
Any questions? Would anyone like to share any of their own best practices when they are developing IEPs with their participants?

This powerpoint will be shared with you all
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