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1 PURPOSE

An Individual Employment Plan (IEP) for Adult and Dislocated Workers or Individual Service Strategy (ISS)
for Youth is required to be developed upon enrollment and provision of individualized services. This
document establishes the guidelines and requirements under the Workforce Innovation Opportunities Act
(WIOA) Title I program. All service contractors through the Chicago Cook Workforce Partnership must jointly
develop an IEP or ISS for each customer by a Workforce Development Representative and the customer.

2 REFERENCE
WIOA sec. 134(c)(2)(A)(xi)(I); WIOA § 680.170

3 BACKGROUND

The Workforce Innovation and Opportunity Act (WIOA) requires that all Adult, Dislocated Workers, and
Youth participants are provided assessments and an Individual Employment Plan (IEP) or an Individual
Service Strategy (ISS), depending on the enrolled program of the participant. The IEP/ISS is an
individualized career service that is jointly developed by the Workforce Development Representative and
the participant. It is both a form and an on-going service strategy plan developed with a culmination of
comprehensive assessments to identify the employment and/or educational goal(s). The plan must identify
employment goals for Adult, Dislocated, and Youth or education for Youth, achievement objectives, and the
appropriate combination of services needed to achieve the overall goal(s).

The development of the IEP/ISS must be completed after the Objective Assessment Summary (OAS) and
the Career Exploration (if applicable). The IEP/ISS shall be recorded in Career Connect, printed, signed,
and dated by a Workforce Development Representative and the participant. The original copy with signature
must be filed in participant®& physical file and a copy must be provided to customer. If you are keeping
electronic files, you must upload a signed copy into Career Connect.

The IEP/ISS is a living document, and it is to be reviewed on a regular basis and updated whenever a
changei s made to the customer 6s plllnagreedadynthe participamtgaads mu
Workforce Development Representative. All updates will be recorded in Career Connect. A new form with
signature is required only when the goal itself has changed or being updated.

4 CREATING INDIVIDUAL EMPLOYMENT PLAN (IEP)/INDIVIDUAL SERVICE
STRATEGY (ISS)

4.1 STEPS TO DEVELOPING AN IEP/ISS
Before developing an IEP/ISS, the following steps must be completed.

1. A WIOA Application indicating eligibility for one of the following grants: Youth, Adult, or Dislocated
Worker must be competed.

2. The Objective Assessment Summary (OAS) must be completed in Career Connect. Please see the
Help Desk for this procedure: https://workforceboard.zendesk.com/hc/en-us/articles/360045946171.
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3. Career Exploration must be conducted by the participant to identify possible career paths,
employment and/or education goals. There are other Career Exploration assessments that are
available. It is not required that Career Connect be used but it is preferred. Please see the
Additional Career Exploration Tools section (pg. 30) of the career exploration procedure for other
available options. Please see the Help Desk for this procedure:
https://workforceboard.zendesk.com/hc/en-us/articles/360057850792.

4. UPDATE! For Adult and Dislocated Workers, a WIOA Participation (first service) must be entered.
ForAdult/Dislocated customers the Career Exploration must be completed before an Individual
Employment Plan (IEP) can be developed. Participation/Service examples are:

V 207- Comprehensive and Specialized Assessments (1A/1D)
V 224- Career Exploration (1A/1D) or

V 202- Career Planning (1A/1D) or

V 205-Develop Individual Employment Plan (IEP)

NEW! Adult/Dislocated Service Code 224-Career Exploration (staff assisted) Same Day Service:

I ncludes providing information on state and | oca
and char act ewoirsktfioosc egf atrteem busi ness identified =
benefit t+aenndd st;@msgh oirmdustry and occupational pr o]
such as workforce availability; busi nceastsi anuronfo vhel
growth and high dearmaord mamrdkuwest riindso.r mati on publ i ceé
in person or by mail should not be counted in th
Note: This service transfers to | WDS as " Career

5. UPDATE! Youth entered after 3/10/2023 must have the 3 Non-Enrolling Activities first, in the
following order:
V 468- Youth Comprehensive and Specialized Assessments
V 469-Development Individual Service Strategy
V 470-Career Planning (Case Management)

All youth participants are required to have the 431-Vocational Exploration service. That service
needs to be completed after the 3 Non-Enrolling Youth Activities (468, 469 & 470). One of the
Objectives of the Individual Service Strategy (ISS) must be Vocational Exploration. (Use the
AResearch LMI & -definedwlgeativa.) ©mcs the 1$5rhas been developed and you
have discussed the Vocational Exploration with your customer, then the 431 service and case note
can be entered.

NEW! Youth Service Code 431-Vocational Exploration (Same Day Service):

Vocational Explorationi s t he process of | earning about yours
and exploring potentially satisfying occupations
goalThi s woul dd & jmtch ucdeer e enr awareness, cartag@l ocatns
serviwle®sA Youth Program EIl ement #13.

NOTE: This service cannot -bBorer celnltienrge dY auntth | Actthiev i3t
provided.

6. If applicable, complete the Skills Inventory Worksheet (SIW). Please note that the SIW is only
reguired under the following circumstances:
V  All customers who have been approved for training must have the SIW completed by a Career
Coach.
V All new Career Coaches must use the SIW until the Site Director determines the IEP/ISS are
acceptable.
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4.2 S.MAR.E.RSTRATEGY
All IEP/ISS shall have at least one open goal with at least one open objective for all customers with an
active participation. IEP/ISS should be written with a S.M.A.R.T.E.R objective:

Specific Identify specific short/long term goals. Specific objectives are the
action steps outlining exactly what the customer should do in
order to achieve their goal(s).

Measurable Define how progress will be tracked. Measurable goals have
benchmarks allowing participant to see the progress towards
successfully achieving goals. Goals are measurable by the
completion of objectives.

Attainable Goals and objectives are attainable if the participant can be
realistically expected to complete the goal within the timeframe
agreed upon.

Relevant Goals and objectives must be relevant to what the participant is
trying to achieve. A relevant objective will be an action step
toward completing the goal. The use of the comprehensive and
specialized assessments will guide with creating relevant goals
and objectives.

Time-Driven There should be a target date of progress and completion. A goal
without a commitment to a schedule or target dates tends to be
forgotten or neglected. This will keep the customer on track and
both parties accountable. Goals are defined as short,
intermediate, or long term.

Evaluate Goals, objectives, activities/services, case notes should be
reviewed to assess the success or failure in achieving a
customero6s I EP/ 1SS completion.

Reflection and | Reflection is a great way for a customer to increase confidence

Adjustment and be more proactive and excited to complete their plan. If any
goal changes occur, adjust the plan, mutually agreed upon with
customer.

4.3 |EP/ISS CONTENT
The IEP/ISS plan shall contain the following components:

1 Goal(s)
i Objectives
{ Dates

9 Signatures

1. GOALS
The WIOA program is designed to help participants who are registered in the Adult, Dislocated, and
Youth program reach their employment and/or educational goal. The goal is set based on the program
and required in order to complete the plan successfully, see Table 1. Program Goals.

Tablel. Program Goals

Program Goal
Adult Employment
Dislocated Worker Employment
Youth Employment and/or Educational

a. Employment Goal
The employment goal is determined as a result of comprehensive assessment
consisting of an interview, evaluation, and/or specialized testing. The goal is based on
t he c usdamendesiréssltis a Workforce DevelopmentRe pr es e nrmolatbi ve 6 s
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guide the participant based on assessment results, labor market information, career
pathways, work experience, trainings, special skills, interests, and other viable
information to guide the customer to making the correct career choices.

Any Occupational Training (ITA) or remedial training necessary to meet employment
goals should be included as objectives under the employment goal.

b. Educational Goal (Youth Only)
An educational goal should be linked to an employment goal. The goal is to have the
youth continue or return to school and achieve post-secondary education or
advanced occupational training (non-ITA). The ISS should identify services to
maintain regular school attendance, counseling, tutoring, and/or career options, as well
as dropout prevention and recovery strategies that will lead the youth to completion of
their educational goal.

2. GOAL TERM
Each goal should be limited to a defined time period identified collaboratively to achievethec u st o me r &
goal(s). Goals are defined as short, intermediate, or long term:

Table 2. Goal Terms

Term Time Frame to Achieve Goal
Short 0-6 months
Intermediate 7-12 months

Long Over 12 months

3. GOAL DESCRIPTION
A Goal Description should be short and focused on the industry, career, or education of established
goal attempted to achieve. Examples:
a. Obtain Full-time, sustainable employment in Manufacturing or Welding; Retail or Cashier
b. Enter post-secondary education at a 2 year-college or 4 year- college in Nursing or Associates

4. OBJECTIVES
The objectives of the plan break down the larger goal (employment and/or educational) into shorter
steps to reach the established goal(s). Effective objectives will include established (start) dates and
projected end/review dates of achievement, in which they should be reviewed and updated when
needed. (See list of Pre-defined objectives on page 14.)

Objectives should be closed upon completion with a successful or unsuccessful outcome.
Objectives can be added throughout ¢ u s t o maive &tatus in program if any new goals or added
services are needed that were not discussed (IEP/ISS process)

Objectives must be justified in the Comments section of the IEP/ISS. The explanation should explain
why the objective is necessary:

Objective Date Review Date Program Staff Status
Established
Support Service-Transportation 10/18/2019 12/02/2019 'WIOA Chevali, Open
Assistance Kristen

Comments: Justification: Customer requires bus fare assistance, currently not working and will need to get
back and forth to training.

Attend Job Readiness Workshop 10/18/2019 10/25/2019 WIOA Chevali, Open
Kristen

Comments: Justification: Customer's resume needs updating and customer needs tips and practice on
interviewing and on-line job search for current market.
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5 IEP/ISSREVIEW AND UPDATE
In an effort to recognize that the participant is on track with their current plan or if any changes are needed,
the IEP/ISS should be reviewed on a regular basis, no less than quarterly, and may be reviewed more
frequently when career and supportive services are being provided.

Projected end dates of a goal or review dates for objectives should be frequently monitored by Workforce
Development Representative to ensure that timeframes are being met. If dates need to be changed to
reflect lesser time or extended time, make appropriate changes in Career Connect. (Updated IEP/ISS form
with signature is not necessary for this process)

The IEP/ISS must be updated when necessary to reflect any goal changes from the initial plan. The update
should be done jointly with the customer. The changes are necessary to address the customerdb s needs a
update the plan to focus on the new goal.

The following steps are necessary when there is a review or update in plan:

1. If there are no changes/updates to the IEP/ISS, enter a Case NNPASE Reviewdh su
Clearly state that the account/file has been reviewed, the participant is on track with plan, and no
changes or updates are being made.

2. If changes/updates have been jointly agreed upon with customer, make modification of plan in Career
Connect, IEP/ISS section. Add new Goal

3. Enter a Case Note with subjecti | EP/ 1| SS Revi ew/ Updateo.

4. Print update IEP/ISS form, both Workforce Development Representative and customer sign
document. Provide a copy to participantand f il e ori ginal copy in custol

6 IEP/ISS CAREER CONNECT PROCESS

The Individual Employment Plan (IEP)/Individual Service Strategy (ISS) record is used to list a

participantd s goal s, objectives, and 3sMQAypriograsThipguidewmillded i n
provide step-by-step instructions on how to complete an IEP/ISS for the customer who is registered as an

Adult, Dislocated Worker, or Youth participant.

6.1 Plan
1. Under Participantd s P o rga td Stdff Profiles > Case Management Profile > Plan
% Career
~ Connect

Please select from the My Portfolio options listed below.

[ Assist an individual | Staff Services ]

My Individual Profiles My Individual Plans [<] M) staff Profiles

Personal Profile + Employment Plan Profile - General Profile

n Drofile Summary

fits Plan Profile Case Notes

n Profile Activities
Documents (Staff)
B— Case Management Profile

Case Summary

Programs
1 Plan

Assessments

Report Profile
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2. Under Plan tab, Click on Create Individual Employment Plan/Service Strateqy

S S “ 8 o

Objective Assessment Summary

There are No Objective Assessment Summaries

Create Objective Assessment Summary

Individual Employment Plan/Service Strategy

. There are no Individual Employment Plans/Service Strategies .

Create Individual Employment Plan/Service Strategy

3. Inthe Plan Tab, staff can enter or select information as follows:
Note: A participant may have only one plan open at any given time. The Create IEP/ISS button does
not display again once an IEP is created for the individual.

Plan Goals Obiectives Scrvices

« Indicates required fields &) For help click the question mark icon.

R Identifying Information

Plan ID Number 0

State ID 872

User Name GSIPJ0351312(
Uger ID 11601

Name Golden. Gwen
Created By GSIEFLINK
Create On

Last Edited By

Edited On

Currently Partiapating In

Currently participating in the folloming programs:

Wagner Peyser: Application Date: 02/13/201¢
Participation Date: 02/13/2016

R 23

Workforce Innovation and Opportunity Application Date: 11/01/2015
Act: Participation Date: 11/01/2015
Plan Information
p—
» Plan Start Date (mm/dd/yyyy) & loday
+ LWIA/Region “

-

» Plan started in office location

Plan closed on I (mm/dd/yyyy) B8 loday
When printing plan do you want to print  [4
services?

Next >>
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Table 4. Plan Tab

1 Enter information in the required field marked with a red asterisk (*).

9 Enter the Plan Start Date

9 Select the LWIA/Region from the drop-down menu. Select Chicago Cook Workforce
Partnership

1 Select the Plan Started in Office Location from the drop-down menu. Select your agency

name.

Leave Plan closed on blank. A date is entered when the IEP/ISS plan is being closed.

Click the Next button to save and continue with this IEP/ISS record.

= =

6.2 Goal
4. Click on Add New Goal

Han Goals Objectives Services

© For help click the guestion mark icon.

General Information

User Name GSIPJ03513120
User ID 11601
Name Golden, Gwen

|
Goal| Goal Date Est. date for Action
Type Established Completion

No History Records
Exit Wizard @

<< Back Next >>

5. Enter the i ndivi duedndidgdual BngpleymeneRlan g tndividualf Senvice tStinategy.
Goals must be added before objectives. The New Goal screen is like the following example (see
Table 5, pg.8)
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P General Information l J—

User Name GSIPJC3513130 « Estimated Completion Date Tm'mﬁa_-'ﬂw 'ﬁl'l":d_.:'_' —_—

User ID 11601 Actual Completion Date (mm/ddfyyyy) [ Toda

Mame Golden, Gwen = Completion Status ' E

o Salectad
Plan Start Date 2/19/2007 Reason Closed None Selected
L Goal Details{Comments)
r |
= LWIA/Region —
f{||B I UL &= &= +:|=0f
« Office i 1 Format - Fant = sze «| A~ | (7]
«Program Affiliation
warkforce Innovation and Opporiunity Act (WIOWK) Program
+Type of Goal E[ -
«Term of Goal r E [Spell Check | Clear Text | Remaove All Fommatting |
«Description of Goal i 1 Created By [CEIEFLING
- i 1 Last Edited B
+Date Established N [mimycd Aryy) (BB Tods v
17 | [mimydd ) (B8] Tods ‘
Save Cancel

From the Goal screen, enter or select information as follows. Complete required fields marked with a
red asterisk *. Select options from the drop-down lists or checkboxes:

Table 5 Goal Tab

Select a Region and Office. LWIA/Region select: Chicago Cook Workforce Partnership
Select a Program Affiliation. Select: Title I-WIOA
Select a Type of Goal: Employment or Educational
Enter the Term of Goal: Short, Intermediate, or Long (See pg. 3, Table 2. Goal Terms)
Enter a Description of the Goal. (See pg. 2, Goal Descriptions)
Enter the Date Established using the MM/DD/YYYY format.
Enter the Estimated Completion Date using the MM/DD/YYYY format.
This date must be equal to or greater than the Date Established field entry. For
example, if the date established is 2/11/2005, the estimated completion date must be
2/11/2005 or a later date such as 03/30/2005.
I Make sure the Completion Status is Open (because you are creating the goal).
Note: When closing the goal you will select Closed and indicate the Reason Closed
(Successful or Unsuccessful).
9 Click the Save button

=A== -a_-a-9-9-9

6. After you save the goal, the Goals screen will refresh with the added goal with a link to Edit or Delete
(as shown below). Proceed to the Objectives tab by clicking Next or by clicking the Objectives tab.
Here you can add objectives that go with the goal.
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Pan
@) For help click the question mark icon.
D -

User Name GSIPJ03513120
User ID 11601
Name Golden, Gwen

.
Goal Date Est. date for Program
Established | Completion
135 Employment - | 02/20/2017 | 03/21/2017 WInA Flink, £llis open Edit Dalete
Job in Culinary
Industry .

Add New Goal
Exit Wizard /

N

<< Back  Next >>
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6.3 Objective

7. Under the objectives tab, you can select Add new objective or Select pre-defined objectives. (See
the Pre-Defined Objectives section below for a list of Pre-Defined Objectives.)

Objective Information

Goal Description ‘Objecﬁve Date Established | Review Date | Program(s) m

No Objective Records

Add new objective

Select pre-defined objectives

Exit Wizard

8. To create a new objective, click the Add new objective link to enter a related objective for the
individual. The predefined objectives for your system are valued in a look up table.
Recommendation: Search pre-defined objectives before creating a new objective. Most of the
objectives have been added to table.

Objective Information
«Geal I EI
=L WIA/Region r ["]
«Office Location [ ™
«Program Affiliation I.'c‘u'r.fu‘_e Innovation and Opportunity Act (WIOA) Prograrr M
. Pre.defined Objectives Date Established m
Resume Writing Jo2r2072017 [03.082017
(mm/dd/yyyy) (B8 | (mm/ddayyyy) [F5]
Today Ioday
& |Counseling Jo2r2072017 [o2/20:2007
(mm/dd/yyyy) (& | (mm/ddfyyyy) [
Today Today
[J |Mentoring I |
(mm/dofyyyy) [E] | (mm/ddsyyyy) [55]
Today Today
O |skill Assessment I [
(mm/do/yyyy) [ | (mmyddayyy [
Today Today
Created By [esierm
Save Cancel
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Table 6. Objectivetab

can select more than one check box, if applicable.
1 Type the Date Established using the MM/DD/YYYY format.

but can be changed.
Click Save when you are finished. Click Cancel to exit without saving
Click Next, in the Objective Information once completed with entering all objectives

= = =9

above

T Click the check box for each objective you

1 Type the Review Date using the MM/DD/YYYY format. This date must be equal to or greater
than the Date Established field entry, as described earlier for goals. A date will pre-populate

Note: Each objective must be justified in the comment section of the IEP/ISS as noted

Example of how the objectives will appear in Career Connect after entering all the objectives for the plan

Objectve Information

Guoal Objective Date Review |Program| Staff
Description Established Date (=)

Job in Apply to | 02/20/2017 (| 03/06/20L7 Flink, Open
Culinary over 20 Ellis
Inclustry matching

job posts

Job in Resume || 02/20,/2017 || 03/06/2017| WIOA Flink, Open Edit Delate
Culinary WWriting Ellis
Inclustry

Jobin | Counseling( 02/20/2017 (|02/20/2017| WIO& Flink, [ Cpen Edil Delete
Culinary Ellis
Indlustry

Add new objective
Select pre-defined objectives

' 4 J
Exit Wizard

<= Back Next = >

6.4 |EPOpen/Print

9. In the Services Tab, click Finish, the screen will return to the Plan tab and display the Open status

of the IEP Plan as shown in example below.
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