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OBJECTIVE ASSESSMENT SUMMARY PROCEDURE 

Background: 
The Workforce Investment and Opportunity Act (WIOA) requires that each Career Coach complete an Objective 

Assessment for a participant.  The purpose of the assessment is to help individuals and Career Coaches make decisions 

that will ensure the participant is suitable for the program and that all barriers to employment and training have been 

identified.  This will also help the Career Coach and the participant develop a solid and accurate Individual Employment 

Plan (IEP) or Individual Service Strategy (ISS) for the participant to reach their goals and successfully complete the WIOA 

program.  

Purpose: 
The purpose of this procedure is to provide guidance on how to complete the Objective Assessment Summary (OAS).  

The Objective Assessment Summary should be completed before the IEP/ISS is created.  It should be completed with the 

idea that this will help to drive the participant’s IEP/ISS Plan.  This is your opportunity to get to know the participant and 

understand his/her needs.  This will help you become better equipped to provide the appropriate services and provide 

specific guidance related to training and job search.  You will have to ask the participant some of these questions directly 

and others will be answered from paperwork, observations and interactions with the participant thus far.  We have 

created 2 paper forms of the OAS that you can use before entering this information into Career Connect.  One form will 

be for the customer to fill out.  The other form will be for the Career Coach to complete.  The forms are attached at the 

bottom of this page.  This information will then need to be entered into Career Connect.  The comments used in this 

assessment should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 14 

elements as appropriate.  Once the Objective Assessment Summary has been completed you can create the participant’s 

IEP/ISS. 

NEW! Enter Activity / Service 
Note: For Adult and Dislocated Workers this should not be done with participant until service 228 Initial Assessment of 
Skill Levels & Other Needs has been complete.  Service 228 is required before a Comprehensive and Specialized 
Assessment can take place.  Once service 228 has been completed then the OAS can begin.   
 
Please enter the applicable activity/service code.   

• Adult/Dislocated Service Code 207: Comprehensive and Specialized Assessments. 

• Youth Activity Code 469: Youth Objective Assessment, effective April 14, 2025 
This service is now required to be entered for all participants.  Service should be entered before the Objective 

Assessment Summary is created in Career Connect.  This service date should always match the date of the Objective 

Assessment Summary.  If this is your first service, you will have to enter the Participation (first service) and then go on 

and complete the service.  Please see Service Matrix for specific definitions and service rules 

(https://workforceboard.zendesk.com/hc/en-us/articles/35768829869581-).  

 

https://workforceboard.zendesk.com/hc/en-us/articles/35768829869581-
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Enter the Objective Assessment Summary (OAS) 

Navigation in Career Connect: 

Once you are assisting the participant go to Staff Profiles > Case Management Profiles > Plan > Click on Create Objective 

Assessment Summary.     

 

 

At the end of each screen there will be an option to click FINISH or NEXT.  Click NEXT at the end of each screen.  If you 

are unable to complete the Objective Assessment Summary in its entirety, there is the option to click FINISH at any time 

to save what has been entered. 

 

General Information Tab 

On the General screen there are 4 sections.  The first 3 sections, General Information, Contact and Alternate Contact 
screens will automatically populate from the WIOA application and will not require data entry.  The Staff section will 
require data entry. 

Staff:  Skip the Overall Note Dialogue Box below.  If applicable, list any special circumstances in the Assessment Case 
Note.  When complete, click NEXT to save. 
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Expectation Tab 
On the Expectation tab there are 2 sections, Program Expectations and Employment Expectations. 

Program Expectations:  The Program Expectations section is to help identify what services the participant is seeking to 

meet their overall goal.  This is an honest perspective of the participant’s expectations and does not guarantee expected 

services will be received. 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate.  
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Employment Expectations:  Under the Employment Expectations section, the Occupation(s) will automatically populate 

from what has been entered in the Background Section or from the WIOA Application – it is recommended at this time 

to cross-reference with the participant the accuracy of what was initially entered.   Career Coaches may proceed to 

include more than one occupation.  Check boxes as appropriate. 
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Training Preferences: This section applies to all WIOA Programs, A, D, & Y.  If applicable, include the following in the 

Dialogue Box:  

• What industry? 

• What type of credential within industry? 

• Short-term or long-term training? 

• Why is the participant interested in this training program? 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 

 

 

Post-Secondary Preferences (YOUTH ONLY):  If applicable, include the participant’s preferences for Post-Secondary 
study in the Dialogue Box: 

• In State or Out of State? 

• Associate Degree or Bachelors’ Degree? 

• Advanced Training? 

• What area of study? 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 
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Other Assistance Expected (All WIOA Programs, A, D, Y):  The Dialogue Box should indicate what the Career Coach is 

recommending for the participant at this time.  If applicable, this should include work experiences and/or trainings that 

are suitable to the participant’s short-term and long-term employment goal.  For example, ITA, OJT, Internship/Stipend, 

PWE, and/or Career Pathway.  When complete click NEXT to save.  

 

 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 

 

Education Tab 

Under the Education History there are 2 sections, Education History and Basic Skills/Education Factors. 

Education History:  This Dialogue Box should be completed by the Career Coach for the coach’s assessment and 
description of the participant’s Education History.  If applicable, please list the following:  

NOTE: Do not list Supportive Services in this dialogue box. Supportive Services will be addressed 

under the Work Readiness screen. 
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• Enter any previous courses and/or training that were taken but did not lead to a degree or 
certificate/credential.  Please be descriptive of college courses, training, area of study and date(s).   

• Enter an earned degree and/or credential that was obtained in another country but not recognized in the U.S.  

• If participant is changing careers, please list any related Education that would apply. 

 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 

 

Basic Skills / Education Factors:  Check off boxes as applicable.  In the Dialogue Box summarize what was checked 

and list participants TABE/CASAS scores.  If applicable, also list the following:  

• Please enter TABE/CASAS scores here.   

• If applicable also list:  

o Basic Skills (BSD) Resources/Tools: Literacy Classes, Tutoring Services. 

o High School Dropout: GED Referrals, Practice tests, Other supportive services for testing fees.   

When complete click NEXT to save. 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 
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Degree Tab 

The Degree page of the Objective Assessment will pre-populate with any information entered in the Background section 

of the General Profile, and any degrees added here will populate the Background. It should be used to record any 

academic degrees the participant has completed prior to their enrollment in WIOA.  This would include a High School 

Diploma, Associate Degree, Bachelor’s Degree, Master’s Degree, PhD and any specialized degree such as MD or JD. If the 

participant has a college degree or above, do not select ‘college graduate’ -- select the specific degree attained. 

Click on Add a New Degree.  All the asterisked fields must be completed. 

 

 

NOTE: Non-degree vocational or trade school programs should not be entered on this page, but 

rather on the next page: ‘Certificate’. 
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NOTE: The ‘Actual Title of the Education Program’ should be completed with the Major 

or Field of Study associated with the academic program. 
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When complete click NEXT to save. 

Certificate Tab 

The Certificate page of the Objective Assessment Summary should be used to record any vocational, technical, trade 

school programs, or other industry recognized credential the participant has attained prior to their enrollment in WIOA. 

Any certifications already entered in the Background section of the General Profile will display here and any 

certifications added here will populate the Background. 

Click on Add a New Certificate.  All the asterisked fields must be completed. 
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When complete click NEXT to save. 

NOTE: If the certificate has an associated number or license number, it should be entered here. 
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Employment Tab 

Under the Employment screen there are 2 sections, Occupational Transferable Skills and Employment History. 

Occupational Transferable Skills: This Dialogue Box should be completed by the Career Coach for the coach’s 

assessment and description of the participant’s work history.  Make sure to refer to participants previous job duties as 

recorded in the work history.  In this ‘big picture’ view, the skill assessment should reflect the following: 

• What does the participant like to do? 

• What are they good at? 

• List skills from previous jobs noting transferable skills, nontransferable skills, and technical skills   

• List participant’s soft skills  

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 

 

Employment History:  The Employment History section in the Objective Assessment Summary is automatically 

populated from the employment history (My Individual Background -> Personal Profile -> Background – Employment 

History) at the time the Objective Assessment is created.  Any employment information entered in the Objective 

Assessment will populate the Background. When complete click NEXT to save. 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 
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Work Readiness Tab: 

This tab contains two sections and many sub-sections.   

Work Readiness:  Check off boxes as applicable.  In the Dialogue Box summarize what was checked and answer the 

following questions as applicable:   

• How does this impact the participant’s ability to attend training and/or employment? 

• Can the family members support with Child Care?  

• Does your family support your participation in the program?   

• If so, in what ways do they support you?   

 

These comments should easily translate to the IEP/ISS where applicable. If the participant is a Youth, please mention the 

14 elements as appropriate. 
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Transportation, Contacts, Work Attire & Emergency Food/Nutritional Needs:  Check all boxes as applicable.  Dialogue 
Box comments should summarize what was checked. 

 

 

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate. 

 

NOTE: This is where the participant’s supportive service needs should be entered. 
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Workplace Behavior:  Check off boxes as applicable.  These should be checked off by observation of participant, 

paperwork received, and some will have to be answered by asking the participant directly.  The Dialogue Box comments 

should summarize what was checked. When complete click NEXT to save. 

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate. 
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Helpful Tips: 

Open-ended questions 

prompt a conversation, 

closed-ended questions 

receive one-word 

answers.  

Open-ended Questions   

Tell me about a time you 

might have had a 

situation with a co-

worker? 

What would your past 

coworkers/supervisors 

say about your work 

manner? 

Tell me about your 

morning routine before 

getting to work? 

In an average how often 

would you say you call 

off work and why? 

How do you feel about 

interviews? 

Would you say you do 

well or are there areas 

you need coaching? 
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UPDATED! Barriers Tab 

This tab contains 7 sections and several sub-sections. 

UPDATE!  Health & Behavioral Observations:  Boxes can be skipped, however please summarize in the Dialogue Box, 

and answer the following questions: 

• Is the participant engaged and being cooperative?  

• Are they alert?   

• Is a referral necessary? 
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This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 

elements as appropriate. 
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UPDATE!  Living Environment: 

This section is optional and can be skipped. 

 

Economic Factors/Financial Situation:  

This section is optional and can be skipped. 

 

Vocational/Occupational Factors:  Check boxes as applicable.  In the Dialogue box state what skills or credentials the 

participant is lacking based on their interests. 

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate. 
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Other Assistance Received: 

This section is not required and can be skipped. 

Barriers to Employment:  Check boxes as applicable.  Ask participant if any of the legal issues listed below will interfere 

with their job search.  

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate. 

 

 

 

 

 

 

 

 

Helpful Tips: 

When asking very 

personal questions 

always reassure the 

participant you are 

asking to better assist 

them in obtaining 

employment/training 

goals.  

Open-ended Questions   

If a potential employer 

required you to do a 

background, would 

there be anything an 

employer would 

question? 

Are there any legal 

issues that I need to be 

aware of so I can better 

assist you? 

If the participant is a 

parent: Are you a two-

parent household or a 

one-parent household? 
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UPDATE!  Access Assessment: Boxes can be skipped, however please summarize any needed accommodations in the 
Dialogue Box. 

  

 

 

 

 

When complete click NEXT to save.   

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate. 

         

 

Helpful Tips: 

To perform your 

job to the best of 

your ability will 

you need any 

special 

accommodations?  

For example, a 

screen magnifier, 

special TTY/TEXT 

Display Device, 

materials in large 

print?  

 

NOTE: Highly Confidential Information:  Before beginning the conversation, keep in mind the 
participant has the option not to disclose information.  You can begin the conversation with the 
following suggestion: I am going to ask a few personal questions.  This may help us identify any 
barriers or issues we need to discuss so you can obtain employment.  This may also help to 
identify if a referral for additional services is necessary.  Your answers will not impact your 
participation in the program.  You do not need to answer.  Anything you choose to disclose will 
be kept confidential. 
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Tests Tab 

The Basic Skills Assessment and Other Testing links on this page DO NOT link to the WIOA Literacy/Numeracy 

screen/tests.  Therefore TABE/CASAS scores should not be entered here.  They should have already been entered on the 

Basic Skills/Education Factors section.  What should be entered here are any additional Assessment tools that have 

already been administered.  Check off boxes as applicable.  In the Dialogue Box summarize what was checked and 

answer the following: 

• What additional assessment tools have been used, if any? 

• How does this assessment relate to the participants interests? 

When complete click NEXT to save. 

This should easily translate to the IEP/ISS where applicable.  If the participant is a Youth, please mention the 14 elements 
as appropriate.   
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Referrals 

No entry on this screen is required.  Click FINISH to complete the Objective Assessment Summary.   
 

 
 

Congratulations!  You have now successfully completed the Objective Assessment Summary.  The next step is to now 
complete the Objective Assessment Summary Case Note. 
 
Assessment Case Note:  This case note should include a brief summary of what was stated in the Assessment.  The 

subject line should be “Objective Assessment Summary.”  It is important that the identified barriers be addressed.  If the 

barrier(s) could prevent the participant from achieving her/his goal, it must be addressed in the case notes.  For example, 

if a participant is basic skills deficient this must be addressed.  If the participant decides not to pursue action, that must 

be clearly stated.   

A suggestion for the Objective Assessment Summary Case Note is to copy and paste the comments from the Dialogue 

Boxes if applicable.  Please do not copy confidential information into the case note.  The case note needs to include the 

following topics: 

a. Work history, current interests, work schedule preferences and wage expectations 

b. Resume and Interviewing skills. 

c. Basic skills deficient & other assessment tools 

d. Family situation 

e. Address barriers 

UPDATED! Next Steps: 

Adult/Dislocated: 

1. Career Information Services (208):  You can now complete the Career Exploration with your participant. 

2. IEP (205):  You can now meet with your participant and create the IEP.   

Youth: 

1. ISS (470): You can now meet with your participant and develop the ISS.   

2. Vocational Exploration (431): For Youth customers this 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 

Research LMI & Occupations.  Once the ISS has been developed and you have discussed the Vocational 

Exploration with your customer, then the service and case note can be entered. 

 

Career Exploration LINK: https://workforceboard.zendesk.com/hc/en-us/articles/360057850792-  

IEP/ISS LINK: https://workforceboard.zendesk.com/hc/en-us/articles/360046803691- 

https://workforceboard.sharepoint.com/hc/en-us/articles/360057850792-
https://workforceboard.sharepoint.com/hc/en-us/articles/360046803691-

