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The purpose of the Initial Assessment (IA) is to capture information about the job seeker’s skills, work history, desired employment, and to determine next steps for the customer’s job search.  
Important Facts about this Process:
1. Initial Assessment is necessary to help the WorkSource Specialist and the job seeker determine where she/he is within the job search process.  
2. SKIES will populate Seeker Services after staff completes data entry in the required fields. Required fields are bold or identified with an asterisk (*). 
3. Initial Assessments should be conducted every 90 days to determine what has changed for the customer’s job search.
4. If an Initial Assessment has been conducted over 90 days ago, review the information and update fields as needed. 
5. The Initial Assessment is also referred to as a Full SKIES Registration, which includes the 25 fields of the Short SKIES Registration.
Process Steps:
1. From the SKIES Welcome screen click on SEEKER.
a. Search for the customer.
b. If customer is not in SKIES, a new record will need to be created by clicking the New Seeker button and completing the Short SKIES Registration (see SKIES Short Registration desk aid for detailed information).
c. Otherwise, click the JOB SEEKER drop down menu and choose CORE SERVICES. Click on Basic tab to enter or update necessary information to complete the Initial Assessment (see Detailed Steps for information about each field).


Initial Assessment (IA) or Full SKIES Registration
The Initial Assessment or Full SKIES Registration will build on the information entered for the Short SKIES Registration (see SKIES Short Registration desk aid for detailed information). IA is an informal assessment tool used to capture information about the customer’s current skills/abilities and areas for improvement. During this process the WorkSource Specialist and job seeker can begin to build the next steps for the customer’s employment path.  
[image: ]Once all required fields have been entered, enter an “Assessment” service in Seeker Services. The information within the Initial Assessment fields can be updated at any time. SKIES will display a Create New Service Box if it has been more than 90 days since the last Initial Assessment.  (see Figure 1).
(Figure 1 - SKIES Assessment – Initial Employment – Employment History tab)


After locating the seeker, record click on Job Seeker drop down menu and select Core Services and then Basic.  This will bring you to the Core Services – Basic – General tab (see Figure 2).
1. Enter the customer’s Mailing Address; update as needed.
2. Click drop down arrow to search for the customer’s mailing zip code.  Click OK to accept the zip code; SKIES will pre-fill the City, State, and County fields.
3. Enter the customer’s Street Address; update as needed.
4. Click drop down arrow to search for the customer’s street zip code.  Click OK to accept the zip code; SKIES will pre-fill the City, State, and County fields.
5. Enter customer’s email address in the Email Address field.
6. If applicable enter customer’s phone number in the Phone field including area code, i.e. 5555555555.  The Ext field can be used to enter an extension or to indicate the type of phone such as cell or home.
[image: C:\DOCUME~1\CCALLA~1\LOCALS~1\Temp\SNAGHTML53db3f3.PNG](Figure 2 - SKIES Core Services – Basic – General tab)

Click on Additional tab located on the top of screen (see Figure 3).
7. If customer has a Driver’s License click drop down arrow to select the Driver’s License State of origin.
a. Driver’s License Class click drop down arrow to select classification that best represents the job seeker’s license.
b. Click Endorsement Code(s) that apply to the customer’s license.
8. If customer had Military Service it is necessary to complete the Veteran Status Validation:
a. Click Yes if the customer is Retiring in next 24 months; otherwise click No.
b. Is the customer separating in next 12 months? If so, click Yes; otherwise click No.
c. Click on Start Veteran Status Validation button to determine customer’s Veteran Status.
d. [bookmark: EligiblePerson]Click button to indicate for whom the customer is claiming Veteran Status: Other Eligibles, Self, or Spouse.  Click Next to move to the next question.	
e. Released from Active Duty with Discharge other than Dishonorable? Click Yes or No.
f. Only Served in the National Guard or as a Reservist?  Click Yes or No.
g. Enter Active Duty Dates for Service using mmddyyyy format.

h. Do you have service connected disability?  Click Yes or No.
i. If yes, enter the percentage of the Service Connected Disability.  Click OK on the message box.  Click drop down arrow to select the percent of disability from Disability % field.
ii. Is this veteran a Chapter 31 veteran?  Click Yes or No.  A Chapter 31 Veteran is a Disabled or Special Disabled Veteran who has received vocational assistance from the U.S. Department of Veterans Affairs (VA).
(Figure 3 - SKIES Core Services – Basic – Additional tab)
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Click on Employment History tab located at the top of the screen (see Figure 4).
9. In the Employer Name field enter the name of the employer(s) where the seeker worked.
10. Record the Start Date for the job using mmyyyy format.
11. Leave the End Date field blank if the customer is still employed at that company.   Otherwise enter End Date for that position.
12. Click the drop down arrow to select the O*NET Code that best represents the customer’s work.
13. Enter the Ending Salary for that position.
14. Click the drop down arrow to select the Interval of pay for that job.
15. In the Reason for Leaving field click the drop down arrow to select the reason the customer left the job.  Select Still Employed if the customer is still working at that company.
16. Check the Desired Employment (DE) checkbox if the customer is still seeking the same type of employment.
17. Enter the average number of hours worked per week in the Hours/Week field.
18. Repeat steps 8-16 above as needed.
(Figure 4 - SKIES Core Services – Basic – Employment History tab)
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Click on Desired Employment tab located at the top of the screen (see Figure 5).
19. Objective Statement is a free form text box to enter the customer’s short and long term goals for employment.  This information will also populate the Service(s) Plan Goal field. 
20. Use the Desired Employment field record additional ONET Code(s) of interest for the customer.
21. Record the number of months of experience, if customer does not have experience for that occupation enter 0.
22. Enter the Last Year Worked (using yyyy format) in the desired employment occupation.
23. Use the Desired Work Location check boxes to indicate where the customer wants to work.



[image: ](Figure 5 - SKIES Core Services – Basic – Desired Employment tab)


24. Click on the Job Seeker drop down menu and select Assessment and then Initial Employment.   Some of the information previously entered through the Core Services –Basic screens will be available in the Initial Employment screens (see Figure 6) and can be updated in either location.
25. Employment Issues (see the SKIES Initial Assessment – Employment Issues desk aid for strategies to question the job seeker and record information in SKIES).
a. Enter *Job Behavior Patterns for the customer.
b. Enter *Job Seeking Skills for the customer.
c. Enter a *Summary of Occupational Strengths and Weaknesses for the job seeker.
d. *LMI vs. Potential Earnings field is used to record earnings expectations vs. labor market information.







[image: ](Figure 6 - SKIES Assessment – Initial Employment – Employment History tab)

Click on the Desired Employment tab located at the top of the screen (see Figure 7).
26. *Does Seeker Have Ability to Identify An Employment Goal?  Click Yes if the seeker has a goal in mind, otherwise click No.
27. *Is Seeker Interested In Non-Traditional Employment?  Click Yes if seeker is interested in non-traditional employment otherwise click No.  Non-traditional employment is defined as an occupation for women as one in which less than 25% of those employed in the field are women (US Department of Labor).(Figure 7 - SKIES Assessment – Initial Employment –Desired Employment tab)
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Click on Ed History tab located at the top of the screen (see Figure 8).
28. Highest School Grade Completed will populate from the Core Services – Basic – Additional tab.  
29. Click Yes, if the customer Attained a Certificate of Attendance/Completion; otherwise click No.  The Certificate of Attendance/Completion is checked Yes, when a participant with a disability receives a certificate of attendance as a result of successfully completing an Individual Education Plan (IEP).
30. Is the Seeker currently in School? response will populate from the Core Services – Basic – Additional tab.  

[image: C:\DOCUME~1\CCALLA~1\LOCALS~1\Temp\SNAGHTML5b0019c.PNG](Figure 8 - SKIES Assessment – Initial Employment – Ed History tab)



Click on Ed Issues tab located at the top of the screen (see Figure 9).
31. Seeker’s primary language?  Click drop down menu to select.  
32. Is Seeker’s English Speaking Ability Limited?  Click Yes or No.
33. Click Save.
[image: C:\DOCUME~1\CCALLA~1\LOCALS~1\Temp\SNAGHTML5953f44.PNG](Figure 9 - SKIES Assessment – Initial Employment – Ed Issues tab)


34. Enter an “Assessment” service in Seeker Services (Job Seeker>Seeker Services). Follow the steps in the Seeker Services Desk Aid for assistance. 

Policy / Mandates Informing This Process:
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2. Priority of Service for Veterans and Eligible Spouses # 1009 Rev 1 
3. One-Stop Assessment # 1016 
4. WorkSource Initiative Integrated Front-end Services #1010 Rev 1 
5. Common Measures #1002 

Additional Desk Aids:
1. Initial Assessment Employment Issues Desk Aid 
2. SKIES Registration, Short 
3. Seeker Services 
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