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Purpose:   
The purpose of this communication is to establish policy and provide guidance to delegate 

agencies on the implementation, and management as required under the Workforce Innovation 

and Opportunity Act (WIOA). 

 

Policy:  
 

Career Planning is a Customer-centered approach in delivering services to prepare and 

coordinate comprehensive career (employment) plans for participants that ensures Access to 

workforce activities and Supportive Services during program participation and continuing for 

one (1) year after job Placement. Career planning is a continual service provided to adults, 

dislocated Workers, and youth to ensure their success in the Workforce Innovation and 

Opportunity Act (WIOA) services. 

Successful career planning is a collaborative and ongoing process rather than a one-time 

activity.  The process is individualized to the job seeker and prepares them to obtain 

employment leading to self‐ sufficiency and placing them on a lifelong learning 

path.  Effective career planning includes assessment, career readiness activities, preparation, 

and training, along with appropriate job matching and placement ending with one (1) year 

of Follow-up.  Providing supportive services and conducting follow-up are essential to the 

success of the jobseeker. 

Key components of career planning include building rapport, effectively communicating, 

identifying appropriate services, convening key service providers, connecting participants 

with services, creating a strong employment plan, motivating and encouraging, following up 

after an appointment(s), monitoring services, and follow-up after exit.  Additionally, keeping 

accurate, timely, and descriptive records of career planning efforts through appropriate case 

management is essential. 

For more detailed information please refer to the Scope of Services and established 

procedures for entering and recording data (LINK: 

https://workforceboard.zendesk.com/hc/en-us/categories/115001022927-)  
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