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Process: Documenting — TAA Remedial Training in the
Service(s) Plan in SKIES

Remedial education is training in which workers gain basic skills. The definition of remedial
is any college class below the 100 level. Any class above the 100 level is considered a
college level course. There are two types of Remedial services within this group
description, Adult Education & Literacy with Training, and English as a Second Language.

Important Facts about this Process:

2 1. The need for remedial education must be documented through the comprehensive
E assessment.
L 2. Copies of the assessment and placement test from the school must be included in the
S participant’s file.
Process Steps:
1. Start at the Service(s) Plan, Services tab
2. Select>Training> Occupational Skills Training as the needed Service in the Services
0 Plan
% 3. Select >Provider Service > Enter Provider name (training facility)
a 4. Update Planed Start and End Dates and Actual Start Date
5. Select >Program Affiliation
=) .
Q 6. Enter Provider name
—
E 7. Save
o
~ Detailed Steps for this Process:
1. |If the Objectives Needed Services field is not blank, place the cursor in the Objectives
Needed Services field. See Figure 1.
a. Click on the “green plus sign”. 1. a. Click on the
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2. A blank field displays. Click on the “drop down arrow” under the Objectives Needed

Services. See Figure 2.
(Figure 2 — Objectives Needed Services)
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2. Click for the
Service Type list

3. The Service Types list displays. Click the Services Type “Training”. See Figure 3.

a. Click “OK".
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b. The Group Type displays. Click on Adult Education & Literacy with Training from

the Group Type. See Figure 3a.
c. Click “OK”.

(Figure 3a - Group Type)
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4. At the Provider Service field. click on the “drop down arrow”. See Figure 4.

(Figure 4 — Provider Services)
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5. The drop down list of Services display. Click on the “Adult Educaition &:Literacy with

Training” or choose “English as a Sendary Language”. See Figure5b.

a. Click “OK”.
(Figure 5 — Services)
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6. Complete the service information. See Firgure 6.

a. Enter “Training Provider” name. This is the training facility on the CT3.

b. If applicable, click in the box(s) “DL” Distance Learning, “PT” Part Time.

c. Change the “Planned Start and End Dates” to reflect quarter attending the
remedial training . Enter an “Actual Start Date” same as “Planned Start Date”. Do
not enter the “Actual End Date.”

d. Click on the “drop down arrow” to attach Program Affiliation “Trade Assistance

Act”. -
6. b. If applicable,

check box(s)
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select Program Affiliation.

7. Click in the box “Established an Individual Training Account”. See Figure 7.
a. Click on the “Save” Icon.

(Figure 7 - Save Icon)
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