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November 23, 2009
Subject:  ESD WorkFirst Policy – KeyTrain Assessments for WorkFirst Parents
Effective October 1, 2009, the web-based assessment and skill development tool, Key Train became available for use within WorkSource Offices and selected ESD WorkFirst Co-located sites within DSHS facilities.  WorkSource Administrators have been asked to submit their KeyTrain Implementation Plans (see attached) by January 6, 2010 to Cheryl Boldt at ECDD Employment Programs.  Plans should also include meeting the following requirements for the delivery of KeyTrain Quick Guide Assessment and offering the skill development modules for WorkFirst parents. 

· All WorkFirst parent will be given an orientation covering the KeyTrain features and the benefits of using KeyTrain as a tool to improve their skills, get credit for hours spent using this tool and the benefit it provides to increase possible employment opportunities. 

· WorkFirst parent with a High School Diploma, GED or less will be given the KeyTrain Quick Guide Assessment within 5 business days of entry into Job Search. 
· Parent’s results will be reviewed and interpreted for the parent in terms of skills needed for jobs they may be considering.   KeyTrain is a tool that can help parents more accurately outline and achieve their employment goals.  

· KeyTrain Services are to be recorded in SKIES. 
WorkFirst Counselors should employ KeyTrain as an additional tool available to make the job seeker more career-ready and assist them in a meaningful way to meet their WorkFirst actual hours participation requirements.  

As Cheryl indicated in the ECDD Operational Guidance Letter dated 11/6/2009, KeyTrain is an interactive training system for career readiness skills.  It offers flexible, structured, learning modules for entry and mid-level workers. By working through the modules at their own speed, job seekers can improve their skills as they work toward their job or career goal.  

KeyTrain fills a gap for many of our customers who are not able, eligible, or interested in formal education or vocational training, but who still could benefit from an assessment of their skills and skill development training modules.  

Counselors need to keep in mind that KeyTrain is not a substitute for:

· instructor-led Adult Basic Education (ABE), 

· English as a Second Language (ESL), 

· vocational training, 

· apprenticeship, 

· a college certificate or degree 

We will continue to make recommendations and referrals back to DSHS when education may be the best option for parents. 
Staff will record the appropriate KeyTrain service(s) listed below in SKIES.  
· KeyTrain Quick Guide (QG) --- (recommended Quick Guide as a next step for job seeker) 

· KeyTrain QG Completed --- (seeker completed QG)
· KeyTrain Skill Building --- (referred to KeyTrain e-learning modules)
· KeyTrain Follow up ---(seeker completed QG, worked through e-learning modules and staff provide more information or assistance for career advancement)

Future program/policy changes are being considered which would change how work skills are assessed. Until then KeyTrain is not a substitute for the completion of the CT Choices assessment.  The CT Choices assessment is still required to complete a parent’s employment plan in the Customer Automated Tracking System (CATS).   Further information regarding policy changes will follow.

Please direct questions to Ken Koernke, kkoernke@esd.wa.gov, (360) 438-3142
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