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I. WHAT IS AN ASSESSMENT? 
 
An assessment is an ongoing, collaborative process of a career planner and participant to identify 
strengths, transferable skills, interests, work values, personal priorities and barriers as they relate 
to employment.  An assessment leads to self-awareness and relies on the participant being an 
active part of the process. It is NOT something that a career planner does TO the participant, or 
FOR the participant, rather an activity in which the career planner serves as a facilitator; 
supporting the participant in the goal-setting process. 
 
A career planner will assist the participant in collecting and analyzing information to develop a 
plan of action and identify appropriate program service options that will lead to self-sufficient 
employment.  An assessment should include a participant’s needs, strengths, support systems, 
education, job skills, interests, removing barriers to employment career goals. This information 
may be gathered informally through participant interviews, observations, or formal assessment 
tools. 
 
 
II. TYPES OF ASSESSMENT 

 
A. Initial Assessment/Initial Interview  
 
Initial Assessment, labeled “initial interview” among One Stop partners, is the preliminary 
evaluation of a participant's work history, skill levels, aptitudes, abilities, education, and 
needs to initially assess the participant's employability.   
 
The initial assessment provides the career planner with information about the participant's 
current interests, attitudes, aptitudes and personal beliefs – all of which have bearing on 
employability, eligibility and appropriateness.  

 
When coupled with data collected through more intensive assessment tools, a participant 
career profile begins to develop.  There are a variety of initial assessment tools and options 
such as: 

 
 

A. Intensive Assessment 
 

WIOA requires that career planners  conduct, document and data enter an intensive 
assessment of each participant after enrollment.The intenstive  assessment thoroughly 
covers  the academic and basic skill levels, employability, interests, aptitudes (including 
interests and aptitudes for nontraditional jobs), supportive service needs and 
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developmental needs of a participant to identify appropriate services and career pathways 
for participants.  
 
Assessments provided by one stop partners can be used by career planner when working 
with participant. Career planners must review provided assessment for appropriateness 
and accuracy prior to enrollment.  
 
Intensive Assessment is a comprehensive and specialized assessmentof the skill levels 
and service needs of the participant, which may include: 
 
• In-depth interviewing and evaluation to identify employment barriers and appropriate 

employment goals. 
• Development of a written employment plan, or Individual Service Strategy (ISS), to 

identify the employment goals, steps and timetables, and combination of services 
needed for the participant to achieve a specific occupational goal. 

• Use of some formal assessment, such as a TABE or other approved assessment tool. 
 

B. Interviewing - Personal interviews, between the career planner and participant, can 
provide in-depth information not easily obtained through other methods. Since 
personal interviews do not typically follow a predetermined set of questions, different 
information is often gathered with each interview. Because responses to questions 
posed in the interview cannot always be recorded while the interview is in progress, 
care should be taken to note complete responses immediately after the interview is 
over.   

 
The 5-S interview 
 
 A helpful case management tool for keeping assessment interviews structured and focused 
on gathering information relevant to the goals of the WIOA program, and the goals of the 
participant.  The career planner requests information from the participant in five basic areas: 

 
Self – How does the participant see himself or herself?  How important is work in their 
life?  Does the participant work only for a paycheck or do they identify themselves with 
their work?  What else is important: family, religion, community or leisure activities?  
How do they feel about change emotionally, practically, intellectually?  Do they believe 
they can navigate change effectively?  Do they have self-defeating habits or attitudes?  
Are they willing to change those habits/attitudes?  What else might the career planner 
want to know about the participant? 
 
Situation – What caused the participant's current situation? Whom do they hold 
responsible? What impact did this have on other plans? Is it temporary or permanent? 
What other stresses did they already have in their lives? Have they dealt with other 
transitions or problems in their lives? Did they deal successfully with those situations? 
Can they find some positive aspects to this situation? 
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Support – What kinds of help/support systems does the participant have? Family? 
Friends?  Are these support systems providing positive feedback, encouragement?  How 
are other people reacting to this change? Who is in the participant's network to provide 
information, introductions, leads or other help? What about financial help such as 
Unemployment Insurance benefits, savings, spouse’s income, other people? How long 
will this support last?  As the career planner, it is important to be mindful that different 
cultures may have different support systems. 

 
Strategies – What has the participant done so far to seek employment?  What are their 
plans?  Do they have a long-term plan?  Are they currently looking for work?  How are 
they approaching work search?  Is there some structure and organization to their work 
search or are they just applying for "anything"?  Do they want more training?  Can they 
explain how that will help?  Are they dealing with a problem or exploring an 
opportunity?  How are they handling stress; with exercise or other coping strategies?  
Have they visualized a positive outcome?  Can they describe it? 

 
Skills – What transferrable or marketable skills does the customer possess?  How do 
these skills relate to the current job market?  Is training necessary for the customer to 
obtain employment or to find a better job?   
 
The intent of the 5 -S Interview is not to ask all of these questions, but to get an idea of 
the type of information the career planner can hope to learn about the participant.  A 
strong initial interview will help a career planner determine whether a participant is 
appropriate for WIOA.  Many times, a participant will be eligible for the WIOA program, 
but will have barriers that may make successful participation difficult.  Through the 
interview process, the career planner can work with the participant and determine if 
enrollment in WIOA is appropriate. 

 
C. Observation – What is the participant’s attitude toward work?  Are they able to 

operate independently?  Is the participant motivated and committed to reaching their 
goals?  Does the participant follow through with assignments?  Are they punctual for 
appointments, etc.? 

 
D. Education/Experience – Information about a participant’s past experiences should 

be examined to evaluate successes and failures; and to identify possible patterns. 
Information about their education and work experience can provide valuable input 
about career needs and educational plans.  

 
 

Individual Service Strategy (ISS) 
 

Based on the results of the intensive assessment, a formal training/needs strategy must be 
mutually developed between the career planner and the participant. It must identify career 
pathways that include 

• Educational and employment goals (including, in appropriate circumstances, 
nontraditional employment; 
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• Appropriate achievement objectives; and 
• Appropriate service for the participant. 

 
Career planners may prefer to use formal assessment tools to validate a participant's career 
choice but they are not always necessary.  Career assessment tools are designed to discover 
the skills, aptitude and talents of candidates. These tools are designed to help individuals 
understand how a variety of personal attributes (i.e., data values, preferences, motivations, 
aptitudes and skills), impact their potential success and satisfaction with different career 
options and work environments.  It will be up to the career planner to decide if these tools 
will be beneficial to the participant and the career planner to develop goals that will lead to 
self-sufficient employment. 

 
Most formal assessment tools fall into one of these categories: 
         

• Aptitude and Ability Assessments – These tests attempt to measure a participant’s 
overall ability, including general aptitude, reading ability, typing speed, or a variety 
of other skills.  

 
• Interest Inventories – Standardized interest inventories measure the individual’s 

preference for particular activities.  Those preferences/interests can be linked to 
occupations or occupational clusters that most closely match their interests. The Idaho 
Department of Labor utilizes the following interest inventories:  Interest 
Determination, Exploration and Assessment System (IDEAS); Holland’s Self-
Directed Search (SDS), O-Net Interest Profiles and O-Net Work Importance Locator. 

 
• Personality and Management Style Inventories – These instruments assess the 

emotional, social, and motivational aspects of an individual.  The Idaho Department 
of Labor does not utilize, administer or endorse assessments of this type.  However, 
WIOA providers should be familiar with providers in their local area, which may use 
or administer these types of tests. 

III. ASSESSMENT INTERPRETATION  
 

Career planners should become familiar with the types of formal assessment tools administered 
to participants and should have a solid understanding of the results and what they mean.  Career 
planners should also be prepared to explain the assessment results to the participant in a 
meaningful way, rather than just briefly covering the data or numbers.  
 

A. Delivery of the Results 
 
While explaining the results to a participant, keep the following in mind: 

 
• The goals of the participant - interpret the results in terms that relate to the 

participant's situation. 
• Always keep in mind the reliability, validity and bias of the assessment. 
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• It is not necessary to give participants exact scores or detailed technical information. 
The purpose of the career planner's explanation is to transmit meaningful, useful 
information to the participant, while keeping the participant's goals in mind. 

• Try to use language that will be easily understood and inoffensive to participants. 
• Do not avoid discussing low scores, these can be important indicators of areas within 

occupations or industries in which the participant may experience difficulty or find 
hindering to success. 

• Lead participants to discuss their level of performance and what it means to them. 
Many times the career planner will find that the results are not a surprise but merely 
confirmation of what the participant already knows or suspects. The question, “how 
do you feel about the results so far”, is a good approach and can be used several times 
by the career planner during the interpretation. 

• Emphasize to the participant that the assessment results are meant to help the 
participant focus on the career exploration process and should not be used as the only 
tool for decision-making. 

  
IdahoWorks Tools  

 
IdahoWorks provides career planners a tool to assist with  an intitial or intensive  
comprehensive assessment and development of the ISS when a participant is fully 
enrolled in labor exchange. The Basic/Enhanced Employment Plan (BEP) in IdahoWorks 
is available in the Case Details section for career planners to use as a best practice during 
the assessment process. (Screen shots and instructions below) 
 
 

IV. Basic/Enhanced Employment Plan 
 

 1. Open case details for participant. 
 
 

 
 

2.  Scroll downcase details to find  link to Basic/Enhanced Employment Plan 
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3. Once you open Basic/Enhanced Employment Plan (BEP) you will see this screen 
 

 
 
4. Select Add/Basic/Enhanced Employment Plan 
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Summary of Changes 
 
 
Change 
Date 

Summary of Changes 

4/17/18 •     Page 3; Edit initial assessment definition 
•     Page 3; Moved 5-S interview under intensive assessment 
•     Page 5; Edit intensive assessment defintion 

12/20/17 •      Page 6-7 edits made to section IV and B  
11/29/17 •     TAG updated 
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