DSS- 4037EL (Rev. 9/89)
Transnmittal No: 91 LCMm 144

Date: August 15, 1991

D vision: |ncone Mintenance

TO Local District Commi ssioners

SUBJECT: JOBS Assessment and Enpl oyability Plan
Model Forms for Use by Social Services Districts

ATTACHVENTS: Attachment A - JOBS Assessnment Form - not avail abl e
on-1line
Attachment B - JOBS Enpl oyability Plan Form - not
avai | abl e on-1ine
Attachment C - Instructions for Conpletion of JOBS
Assessnent and Enpl oyability Plan Forns -
not avail abl e on-1line

Attached pl ease find nodel assessnent and enployability plan fornms for use
by social services districts. These forns were devel oped in consultation
with representatives from State agencies involved in enploynment and training
activities and wth input from a workgroup conprised of |ocal social
services districts' enployment coordi nators.

The forns were devel oped for use by all districts across the State. Use of
these forns is optional, but their wuse is strongly urged to ensure
regul atory conpli ance.

If local equivalent versions of these forns are to be wused by districts,
these versions nust include all of the itens noted in Departnent Regul ation
Section 385.4(a)(4-5) and Adninistrative Directive 90 ADM 27, Section V.D.
Specifically, the assessment nust include:

1. An evaluation of the participant's enployability based on educationa

| evel , including literacy and English | anguage profi ciency; literacy
testing nmust be done within one year fromthe date the assessnent is
conpl et ed.

For current enployable participants who have been assessed, literacy

testing nmust be conpleted by Cctober 1, 1991.
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If the participant's literacy level is below 8.9, the individual nust be
enrol | ed in appropriate educational activities based on his/her
enpl oyability plan

2. an evaluation of day care and ot her supportive services needs;

3. an evaluation of the skills, prior work experience, training and
vocational interests of that individual

4. a review of famly circunstances (including the special needs of a
child); and

5. identification of the target group to which the individual bel ongs.

The written enployability plan, based on the initial assessment, nust be
devel oped in collaboration with and signed by the participant and the soci al
services district's representative. The enployability plan nust:

1. specify the steps to be taken and services to be provided as part of a
predetermi ned series of actions leading to the enploynent of the
partici pant;

2. berealistic in terns of time frames and goal s;

3. include an enpl oynent goal and a description of the JOBS activities in
which a participant will take part;

4. for an ADC JOBS participant, take into account the preferences of the
participant and include justification if these preferences cannot be
accommodat ed;

5. reflect the services that wll be provided by the social services
district, including day care and ot her supportive services required by
the participant and the participant's famly;

6. reflect available programresources and |ocal enploynent opportunities
inrelation to the participant's supportive services needs, skills |evel
and aptitudes; and

7. if applicable, a participant's liability for student |oans, grants and
schol arshi ps must be explored and incorporated into the enployability
pl an.

Any request by a social service district (SSD) for the approval of |oca
equivalents are to follow the procedures described in 89 |INF53 and pages
12-1 through 12-5 of the Local District Manager's QGuide.
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As you know, prior to placing an ADC participant in any JOBS activity, the
| ocal district nust conplete an assessnment and enpl oyability plan. However,
an ADC participant may conplete an initial three-week job search prior to
the conpletion of this process. For HR participants in JOBS activities, the
assessment and enployability plan nust be conpleted within a reasonable
period of tinme, but no later than one year after application. However, an
HR participant may be required to participate in any JOBS activity prior to
conpl etion of the assessnment and enployability plan

These forns will be printed and distributed in the next few nonths to those
districts opting to utilize them To enable us to determ ne the quantity of
fornms needed, please contact the Enploynent Program Technical Advisor for
your county at 1-800-342-3715, extension 3-8744 to advise us that you w sh
to utilize the State forns and the nunber of forns you will require. |In the
nmeanti ne, districts my duplicate the assessnment and enployability plan
fornms until the Departnent's printed copies are avail abl e.

Gscar R Best, Jr.
Deputy Conm ssi oner
Di vi sion of | ncone M ntenance



