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INITIAL ASSESSMENT
In accordance with the Federal Trade Act of 1974 and as amended by the Trade Reform Act of 2002, Trade Act service providers must ensure effective strategies are used in assisting affected workers in obtaining employment as quickly as possible.  Service providers must focus on early intervention, assessment, and reemployment services. Service providers will provide each participant with an initial assessment to determine the appropriate level of service and the best path to reemployment.  Initial assessments should determine if the participant is job ready or is in need of training to gain new work skills for reemployment.  
When it is determined that a participant has marketable employment skills they should be referred to the appropriate services available through the WorkSource system.  When suitable employment is not available, the participant must receive a more detailed comprehensive assessment in order to determine if training services are appropriate.  

COMPREHENSIVE ASSESSMENT

A comprehensive assessment will serve as the foundation and justification for all participants receiving training services offered through the Trade Act program and shall serve as a guide in the development of the participant’s training plan (Services Plan in SKIES).  A major reason for conducting comprehensive assessments is to demonstrate that participants have the abilities and qualifications to participate successfully in a specific training program.    
Comprehensive assessments are detailed examinations of the participant's qualifications, skills and capabilities and should explore any relevant facets that may impact negatively upon the successful completion of the proposed training plan.  This may include a combination or all of the following: educational background; employment history; information about basic literacy (math, reading, and writing); occupational skill levels; transferable skills; English language proficiency; interests; aptitudes; family and financial situation; emotional and physical health, including disabilities; attitudes toward work; motivation; and supportive service needs.
APPROACH
The Service providers should use a multifaceted approach to the assessment process by using the following assessment tools and techniques:
1. Structured Interviews 

2. Behavioral Observations 

3. Interest Inventories 

4. Career Guidance Instruments 

5. Aptitude/Skill Tests 

6. Basic Skills Tests 
DOCUMENTATION REQUIRMENTS

Both initial and comprehensive assessments will be documented in SKIES within the Job Seeker’s Initial Employment and Comprehensive assessment screens. Case notes that document and track information about the participant’s program services and activities will all be annotated in SKIES within the Case Note screens.  Case note documentation will commence with the initial assessment and end at the time of program exit.   Information about participant health issues and sensitive personal and, or confidential information, will not be documented in SKIES.
RECOMMENDED ASSESSMENT TOOLS

· Initial Assessment  – CT Choices 
· Comprehensive Assessment – Comprehensive Adult Student Assessment System (CASAS) 
VETERAN’S PRIORITY OF SERVICE

The Trade Adjustment Assistance program will comply with the Jobs for Veterans Act enacted into Public Law 107-288 on November 2, 2002.  Covered veterans determined eligible for the TAA program shall receive priority over non veterans for the receipt of services provided under the TAA program. 
DEFINITIONS
SKIES – The acronym SKIES refers to the Workforce Development case management system Skills, Knowledge, Information Exchange System (SKIES).

REFERENCES
· Trade Act of 2002 (P.L. 107-210) 

· Trade Act of 1974 (as amended) 

· Trade Adjustment Assistance for Workers, Code of Federal Regulations, 
Title 20 Chapter 5, and Part 617 

· Training and Employment Guidance Letter (TEGL) No. 11-02 dated 10/10/02 

· Training and Employment Guidance Letter (TEGL) No. 11-02, Change 1, dated 11/6/03 
· Training and Employment Guidance Letter (TEGL) No. 11-02, Change 3, dated 05/25/06. 

· Training and Employment Guidance Letter (TEGL) No. 32-04 dated 05/17/05 

· Training and Employment Guidance Letter (TEGL) No. 13-05 dated 02/02/06   

· Training and Employment Guidance Letter (TEGL) No. 5-03, dated 09/16/03 

SUPERSEDES
This Assessment Policy supersedes all previously issued for the Trade Act program.
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