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To: LWIB Staff

Subject: American Recovery and Reinvestment Act 2009 Work Readiness Summer
Youth Employment Individual Service Strategy (ISS).

Purpose: To provide a policy that outlines effective Work Readiness Summer Youth
Employment Individual Service Strategies for participants enrolled in the Title 1 Youth
Program for Summer Employment. The American Recovery and Reinvestment Act 2009
(Recovery Act) defines the summer employment period as May 1, 2009 through
September 30, 2009. This policy establishes the minimum standards for procedures to be
developed and adopted by each Title I Youth Program. The State bases this policy on
section 129 (c) (1) (A) and (B) of the Workforce Investment Act (WIA) and Training and
Employment Guidance Letter (TEGL) 14-08. The state will issue Work Readiness
Summer Youth Employment ISS model procedures that may be used in whole or part by
each Local Workforce Investment Board (LWIB).

Overview: The Recovery Act and the Employment and Training Administration (ETA)
encourage states to focus on serving the neediest youth and to offer expanded summer
employment opportunities. Local youth programs will provide age appropriate activities
and work readiness goals by offering “summer employment activities designed to
encourage participants to take responsibility for their learning, to understand and manage
their career options, and to develop social skills and a maturity level that will help them
interact positively with others.”

Message: According to TEGL 14-08, a full objective assessment and comprehensive ISS
as required by state policy is not required for youth served only during the summer
months, 5/1/09 through 9/30/09. Additionally, the measure of success for the summer
employment activities is obtainment of the Work Readiness Goal. LWIBs must use
the information within this policy as a guideline for the minimum requirements for the
Work Readiness Summer Youth Employment ISS and for creating local policy
establishing the Work Readiness Goal. Local policy must indicate the tools and
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methodology used to implement the minimum standards contained in this policy. The
Work Readiness Summer Youth Employment ISS will follow the logical order listed
below:

Determine Age Appropriate Career Pathway/Goals

Determine Lack of Work Readiness Skills

Identify Objectives for the Work Readiness Goal

Select Services/Method

Complete the Summer Youth Employment ISS in the Goals and Interests section
of OSL

A. Determine Age Appropriate Career Pathway/Goal

Participants may choose either a single career goal or identify a career pathway. The
Recovery Act suggests that goals should be age appropriate and “designed to encourage
participants to take responsibility for their learning, to understand and manage their
career options, and to develop social skills and a maturity level that will help them
positively interact with others.” Efforts should rely on strategies based on age and stages
of development: what is appropriate for a 24 year old may not be appropriate for a
younger youth. Once the initial goal or pathway has been determined, a work site should
be chosen to expose youth to the knowledge and skills of the pathway when possible.

Note: Circumstances may dictate the use of professional discretion when selecting a
worksite. For example, a participant may live in a rural area where there are no worksites
relating to their chosen pathway/goal(s). When deviating from the pathway/goal(s) during
the assignment of a worksite, rationale must be documented in OSL in the ‘Program
Notes.” Although local areas have flexibility to use professional discretion when placing
participants in a worksite; choosing quality worksites that introduce and reinforce the
rigors, demands, rewards, and sanctions associated with holding a job shall be a priority.
“Local areas should seek employers that are committed to helping participants receive the
experience and training that is required to meet the work readiness goals set for summer
employment participants.”

Information and understanding relating to participants’ pathways may be acquired
through the following:

Labor Market Knowledge
Occupational Information
Career Planning

Decision Making
Personal Understanding
Values Clarification



B. Determine Lack of Work Readiness Skills

The lack of work readiness skills must be determined. For example: the use of a
presumptive indicators checklist completed along with an interview (e.g., Retention
Skills — Personal problems have interfered with school/work in the past) may indicate a
need for assistance. Local areas have flexibility regarding the method for determining the
lack of work readiness skills. LWIBs must include in procedures the tool(s) utilized to
address each of the four objectives related to the Work Readiness Goal and how
attainment of the objective will be determined.

Work Readiness Goal components

e Career Development Skills — Include skills such as labor market
knowledge, occupational information and personal understanding,
career planning and decision making.

e Pre-Employment Skills — Include skills such as job search techniques
(resumes, interviews, applications, etc.).

e Survival/Daily Living Skills - For the purpose of this model, this
category uses daily living skills that are job related, such as
perseverance, staying organized, etc.

e Job Retention Skills — Includes skills such as positive work habits,
attitudes, and behaviors such as punctuality, regular attendance,
presenting a neat appearance, getting along and working well with
others, exhibiting good conduct, following instructions and completing
tasks, accepting constructive criticism from supervisors and co-
workers, showing initiative and reliability, and assuming the
responsibilities involved in maintaining a job. This category also
entails developing motivation and adaptability, obtaining effective
coping and problem-solving skills, and acquiring an improved self
image.

C. ldentify Work Readiness Goal & Objectives

Identify objectives to assist youth in obtaining the skills needed to meet the Summer
Youth Employment Program Work Readiness Goal. Objectives must address the
identified lack of work readiness skills needed within each component of the Work
Readiness Goal definition. For Summer Youth participants during the time period 5/1/09
through 9/30/09, the work readiness performance indicator is the only applicable
measure.

Successful attainment of the Summer Work Readiness Goal must include the
attainment of the Career Development Skills component of the work readiness
definition identified during the planning process of the Summer Youth Employment
ISS in addition to completion of the Job Retention Skills component (work
experience). LWIBs are strongly encouraged to include all Work Readiness Goal
components when planning the Summer Youth Employment ISS.



D. Identify Services & Method(s)

Identify the services and the methods that will enable youth to meet the objectives of the
Work Readiness Goal (e.g., Service: Pre-employment Skills, Method: KeyTrain Career
Skills). The services provided to youth should be structured to impart measurable
communication, interpersonal, decision-making, and learning skills that support the
identified objectives. These services and methods must assist the youth in successfully
achieving the Work Readiness Goal.

E. Transition Strategy

Through the Summer Youth Employment Program youth have access to opportunities to
gain the social, emotional, and academic workforce skills required to become self
sufficient. At the end of summer employment a transition strategy must be recorded in
the Goals and Interests section of OSL for each participant documenting the youth’s next
step such as (e.g., returning to school, hired full-time at Dr. Xs office, summer
employment ended — youth exiting program, enrolled in year round youth program, etc.).

Required Information for Oklahoma Service Link (OSL)

The purpose of the OSL Youth Goals section is to provide specific data to OESC for both
state and federal reporting requirements. The text field on the Work Readiness Goal must
be used to document the Summer Youth Employment ISS as well as capture the
attainment of the goal. Note that all services selected to assist the youth in meeting the
Work Readiness Goal must be recorded in the OSL Service and Training Plan.

Instructions for Documenting in Oklahoma Service Link

In the Goals and Interests section of the WIA enrollment in OSL click on Add New
Goal. Enter information in the fields of the Edit Goal section per the example below:

Date Set: Enter the date the Work Readiness Goal was set (not prior to 5/1/2009)
Goal Type: Choose Work Readiness Skills in the drop down box

Description: This field will be utilized to capture the ISS for the Work Readiness
Summer Youth Employment ISS and must be in the format described below.
Enter information related to the Work Readiness Goal in the text box. Note that
four objectives containing components of the Work Readiness Goal definition are
included in the example. Although LWIBs are strongly encouraged to include all
components of the Work Readiness Goal definition, the minimum requirements
are the Career Development Skills and Job Retention Skills components.

Example
Career Pathway/Goal: Registered Nurse

Work Experience Job Title: Receptionist in Doctors Office
Assessment: OKCIS

Career Research: OKCIS

Goal: to increase Work Readiness Skills (the goal must always
be stated this way.)



Objectivel: to increase Career Development Skills through
“Determining Career Pathways Component”

Service Method: (the service method must be included for
every objective listed)

Objective2: to increase Pre-Employment Skills...

Objective3: to increase Survival/Daily Living Skills...
Objective4: to increase Job Retention Skills through the
combination of a summer work experience and on-site career
coaching

Service Method: (the service method must be included for
every objective listed)

Transition Strategy: participant returning to school, etc.

Status: Choose status in the drop down box (i.e., Set But Attainment Pending)
Note — At the end of summer the status must be changed from Set But
Attainment Pending to either Attained or Set But Not Attained. This
change in status is necessary to document and capture the measureable
increase.

Planned Date of Attainment: this date must not be any later than 9/30/09 or the

participant will fall under common measures

Date Attained: Enter the date of attainment (in some cases this date may be

before 9/30/09)

NOTE: All youth (including those who are currently enrolled in the year round
youth program) participating in the Summer Youth Employment Work
Experience funded by Recovery Act funds must have documentation of the
Summer Youth Employment ISS in the Goals and Interests section of OSL. For
those youth participating in BOTH the year round Youth Program and the
Summer _Youth Work Experience funded by Recovery Act funds a note must be
entered in the Additional Notes section of the OSL Employment Plan explaining
that a Work Readiness Summer _Youth Employment ISS has been added in the
Goals and Interests section of OSL.

Action Required: This state policy is based on the Workforce Investment Act and TEGL
14-08, and provides guidance for LWIBs in the development of board policy. LWIBs
will either develop the Summer Youth Employment ISS procedures or direct providers in
the development of said procedures. Procedures developed by providers must be
submitted to LWIBs for approval. Distribute copies of this policy to the appropriate staff.

Note: the 30 day comment period on this OETI has now expired. The Work
Readiness Summer Youth Employment Individual Service Strategy (ISS) is Final
State Policy effective May 11, 2009.

Contact Information: If you have any questions please contact Kim Braddy at 405-
557-5394/ kim.braddy@oesc.state.ok.us or Tami Decker at 405-962-7595/
tdecker@oesc.state.ok.us.



