
October 26, 2011

To:

ECDD Area Directors, ECDD Field Administrators, and 

WorkFirst Supervisors 

From:

Erin Mundinger, Deputy Assistant Commissioner 

Employment and Career Development Division
Subject:  
Requirement to Complete a Work Skill Assessment as Part the Initial 

 Assessment in SKIES
To meet our performance based contract commitment we must provide each WorkFirst participant a Work Skill Assessment (WSA).  The WSA must be administered and interpreted for the participant prior to the completion and recording of their Initial Assessment in SKIES.  Assessment tool(s) being used must assess basic work skills/employment competencies, work interests and work values.  The completion of the Initial Assessment must be completed no later than 28 days after the start date (entry date) into Job Search (JS) or a note must be recorded in SKIES indicating the Initial Assessment was reviewed and updated as appropriate.  
Each Initial Assessment must be a quality assessment and add value for the participant and staff providing current or future services.  ECDD WorkFirst Administration staff will use the attached matrix when reviewing Initial Assessments for quality.   Results of the reviews will be provided on a regular basis and should be used as a quality improvement tool.

In order to meet the requirements of the performance based contract, each office must develop and implement using one or more assessment tools as part of the Initial Assessment.  Attached is a recommended list of assessment tools to choose from.  Offices electing to use tools (at any time) other than those listed in the attachment must provide the name and source of the tool being used to ECDD WorkFirst Administration.    The requirement to administer the KeyTrain Quick Guide has not changed.  
Offices must have a process in place to administer the WSA using an approved tool as part of the completion of the Initial assessment no later than November 28, 2011.  A list of the tool(s) to be used in the administration of the WSA is to be provided by each office to ECDD WorkFirst Administration by November 28, 2011.  
Questions should be directed to Ken Koernke at (360) 407-1369 or kkoernke@esd.wa.gov 
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