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I.A Initial Process
1. Greeting
2. EEP/Job Search Strategy Determination





I.A.2.a
Has No EEP
(From Welcome, 1st time)
I.A.2.b
Has EEP but no Job Search Strategy
(From Skills, 1st time)
I.A.2.c
Has EEP with Job Search Strategy
(Job Getting, repeat)








I.B.2. Plan Development (Has EEP, 
No JSS)
a. Review BEP/EEP and related information (expand goals & confirm decisions if necessary) 
b. Develop Job Search Strategy and record in EEP
I.B.3. Plan Modification
(Repeat)
a. Review BEP/EEP
b. Determine Appropriate Customer Flow
c. Use Plan Modification Guide as necessary
d. Modify Job Search Strategy as necessary
I.B.1. Plan Development (No EEP or JSS)
a. Review BEP & related information (expand goals & confirm decisions, if necessary)
b. Identify Needed Get Best Job Possible Skill Products & OCS if necessary & Record in EEP
c. Develop Job Search Strategy & record in  EEP
I.B Plan Development
I.B Plan Development
I.B Plan Development












Needs Talent Improvement and/or Occupational Skills

I.C. Plan Implementation 
1. Deliver or Access Products & OCS if Planned in EEP
2. Implement Job Search Strategy 
3. Provide Continuous Engagement
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OKLAHOMA INTEGRATED SERVICE DELIVERY
MODEL PROTOCOL FOR WORKFORCE CENTERS


I. Job Getting Function

The Center staff, in collaboration with customers, will use the Basic Employment Plan (BEP) and/or the Enhanced Employment Plan (EEP) recommendations and other related Oklahoma Service Link (OSL) data to provide all customers (employers and job seekers) with the highest quality talent/job search assistance, enabling the employer to find the most qualified, highly-skilled candidate and the job seeker to receive the best job at the highest wage possible.  The customer may be assigned to the Job Getting Function from the Welcome Function, the Skills Enhancement Function, or be a repeat customer of the Job Getting Function.  Continuous engagement with customers throughout the Job Getting Function will be provided to ensure they are progressing to meet their employment objective.

These Job Getting protocols focus on customers obtaining their employment goals and locating suitable and successful employment.  While these protocol focus on an integrated job-seeking customer flow, they do not detail the job getting functions related to employers.  The Back to Basics policy (OETI #13-2008) details the appropriate protocol for job order taking, making referrals, and proper documentation, which should be followed accordingly.  

These protocols, along with the Welcome and Skills Enhancement Function protocols, are intended as a guide to help local areas develop their own protocol.  While the State has developed minimum standards for integrated service delivery in the Oklahoma Employment and Training Issuance (OETI) #03-2007, the responsibility for demand driven, skills-based, integrated service delivery clearly belongs to the Local Workforce Investment Boards (LWIBs).  These model operational protocols for an integrated system serve as an aid for LWIBs in developing their own.  LWIBs are not required to adopt these protocols, but adapt any part or parts that may assist them in meeting the minimum standards set out in OETI #03-2007.

A. Initial Process

1. Greeting 

Staff will greet customers and determine if they are first time or repeat customers to the Job Getting function.  Staff will check customers’ OSL contact information and update as necessary.  Check customers’ OSL resume and update as necessary.  This may not be necessary if the customers are transitioning during the same visit from the Welcome or Skills Function.

First time customers will be provided a brief explanation of the steps in which they will participate in the Job Getting function including:

Review BEP or EEP
· Identify additional barriers, if necessary
· Develop job search strategy
· Develop EEP (if not already completed)
· Access Product Box or assessment(s) as necessary
· Provide continuous engagement

Customers should have a clear picture of each step and the sequence in which it will occur and expected results. Whether customers have just completed the Welcome or Skills function or are repeat Job Getting function customers, all efforts to provide prompt service should be applied.  (Note: It is not necessary to provide this explanation to repeat Job Getting Function customers as they have been through the process already.)

2. Enhanced Employment Plan Determination

For customer to be assigned to the appropriate process in the Job Getting function, staff will review the Oklahoma Service Link EEP to determine if there is an EEP and if it contains a job search strategy. 

a. Has no EEP – First Time Job Getting Function customer assigned from the Welcome Function
Customers will complete process described in section I.B.1. Plan Development of these protocols.

b. Has EEP but no Job Search Strategy – First Time Job Getting Function Customer assigned from the Skills Enhancement Function
Customers will complete process described in section I.B.2. Plan Development of these protocols.

c. Has EEP with Job Search Strategy – Repeat Job Getting Function Customer
Customers will complete process described in section I.B.3. Plan Development of these protocols.

B. Plan Development

Staff will facilitate customers in the development or updating of an EEP. Staff will use information from the customers’ BEP (for first-time Job Getting Function customers) to develop an EEP or customers’ EEP (for Repeat Job Getting Function Customers) to update the EEP. 

An Enhanced Employment Plan, for the purpose of these protocols, is an ongoing strategy jointly developed by the customer and staff that expands the BEP and identifies the appropriate combination of products and services for the customer to achieve his/her employment goal(s).  The job search strategy will be documented in the appropriate field of the OSL EEP.  Instructions and samples for completing the Job Search Strategy section of the EEP are provided in Attachment A. Upon completion of this process, the proper service(s) is/are entered in OSL.

It is possible that a customer may be assigned to Skills Enhancement and Job Getting Functions simultaneously.  In these cases, the following processes should be conducted in the functions and in the sequence as listed below: 

· the Skills Enhancement Function will be responsible for developing the EEP; and 
· the Job Getting Function will be responsible for completing the Job Search Strategy field of the EEP.

Protocols to complete the development of an EEP with a job search strategy are provided below.  Circumstances may dictate that staff members use professional discretion in performing this process. When deviating from this process, staff will document rationale in the OSL by clicking the link “Client Notes” on the Case Details screen and recording it. 

1. Plan Development (No EEP or Job Search Strategy – First time Job Getting Function customers assigned from Welcome Function)

a. Review BEP

Staff should review the customer’s BEP and related information.  A very brief review of the selected employment goal(s) should be completed.  In collaboration with the customer, goal(s) should be expanded and confirmed if necessary.  

b. Identify needed Get Best Job Possible Skill Products and Other Center Services if necessary 

Upon brief review of the customers’ work history, employment goals, and/or other related information, it may be beneficial for a customer to receive products that will enhance their “Get Best Job Possible” skills.  This includes: Job Seeking, Job Getting, and Job Keeping Skills.  (Refer to the “Plan Development Guide” in the Skills Enhancement Function Protocol for needs and solutions related to Get Best Job Possible Skills.) “Other Center Services” may be identified by using the “Other Center Services Review Sheet.” If any of the above products or “Other Center Services” are selected, record these in the EEP Plan for Overcoming Identified Barriers field.  Refer to Attachment A.

c. Develop Job Search Strategy

Staff will facilitate customers in the development of a job search strategy, which will be reflected in the proper field of the EEP.   For purposes of these protocol, a job search strategy is jointly developed by staff and the customer that should include the necessary steps and/or timetables to achieve employment in a specific occupation or industry.  The job search strategy should be developed when staff and customer feel the customer has a probable chance for success in their chosen employment goal(s) and has the occupational and employability skills to obtain and retain employment; however, a job search strategy may also be developed to help the customer locate stop-gap employment as the customer works toward some skills enhancement and, hopefully, a better job.  

The job search strategy should include the most appropriate job search methods for the individual customer.  Job search methods may include virtual job banks (e.g., Oklahoma Job Link), networking, career and job fairs, job development, classified ads, etc.  The appropriate job search method(s) should involve collaboration between the customer and staff.  Several factors based on the customers’ need(s) should be analyzed.  Such things as geographic preference (commuting distance, transportation, and relocation), technology access, and the type of job can play a factor in determining the best method to use.  It is very probable that rather than relying on a single job search method, several methods should be employed to conduct a job search as this may greatly enhance employment opportunities.  

For purposes of these protocols, the focus will be on using Oklahoma Job Link as the primary job search method with recognition that others exist and could be used.  To this end, staff should instruct the customer on how best to use OJL and the many features offered to a job seeker.  Features such as the job scout, “spidering” to external job banks, searching for related objectives/goals, broadening the geographic search area, and the use of keywords should increase the customers’ chance for successful employment.  Referrals should be made in accordance with the Back to Basics policy (OETI #13-2008). 

The job search strategy must be recorded in the Job Search Strategy field of the EEP.  See Attachment A for examples of Job Search Strategies recorded in the EEP.  Staff may print the job search strategy and give it to the customer. 

2. Plan Development (Has EEP but no Job Search Strategy – First time Job Getting Function Customers assigned from Skills Enhancement Function)

a. Review BEP/EEP

This process is the same as Section I.B.1.a.  However, it should be noted that customers transitioning from the Skills Enhancement Function have had their needs and “Other Center Services” assessed and an EEP developed before being transitioned to the Job Getting Function.

b. Develop Job Search Strategy

This process is the same as Section I.B.1.a 
3. Plan Review/Modification (Has EEP with Job Search Strategy – Repeat Job Getting Function Customers)

a. Review BEP/EEP

This process is the same as Section I.B.1.a.  However, it should be noted that customers returning to the Job Getting Function will have a developed EEP with a completed job search strategy.

b. Determine Appropriate Customer Flow

Repeat customers are returning to the Job Getting Function for a reason.  In most cases, they are simply returning as part of their established job search strategy but in some cases they may have a problem, which may require a modification to their EEP.  

Staff will ask the returning customer if they are having any problems implementing their job search strategy.  If the customer says they are not, staff and customers should continue with the current job search strategy plan implementation.  If the customer says they are having problems, the Plan Modification Guide (Attachment B) should be used – see next step below. 

c. Use the Plan Modification Guide (Attachment B) as necessary 

For those customers who have identified they are having problems with their job search strategy, staff should use the Plan Modification Guide (Attachment B).  

The guide enables staff to determine if there are any necessary changes needed to the EEP.  The results of the guide will help in determining which flow is best suited for the customer.  If the customer appears to need “Get Best Job Possible Skills” and/or “Other Center Services”, then staff working in the Job Getting Function will either deliver or help the customer access products that can allow the customer to overcome the identified barrier(s).  If the customer appears to need “Talent Improvement” and/or “Occupational Skills”, then the customer should be assigned to the Skills Enhancement Function.  Staff working in the Skills Enhancement Function will either deliver or help the customer access products that can allow the customer to overcome the identified barrier(s).

d. Modify Job Search Strategy as necessary

Based on the results of the review, assessment of the job search strategy, and any additional barriers, the EEP should be modified to reflect the appropriate changes. Modifications should be made in accordance with the instructions in Attachment A.
C. 
Plan Implementation 

This process consists of implementing the EEP and prescribed job search strategy in coordination and collaboration with the customer and staying engaged with customers.  

1. Deliver or Access Product/Other Center Services

Some jobs may require additional hiring requirements, such as assessment (e.g., an employer math test), proficiency testing, or a Career Ready Certificate (if the job has been profiled) in order for customers to qualify to be referred to the job opening.  Staff should review the job description and requirements for the job prior to referral.  Staff should advise customers of these requirements.  For center-administered assessments such as WorkKeys or proficiency tests, staff should make the necessary arrangements for customer assessment.  The results of the assessments should be documented in the appropriate location in OSL.  Jobs requiring specific WorkKeys results must have been properly profiled in order to use the results for referral and customers must have replied with “yes” to the question in "Resume Preferences" section on the "Preferences" page of the customer’s "Resume" in OJL in order for staff to release the customer’s WorkKeys results to employers.  Key Train scores will not be used as conditions of referrals.  (For additional information, refer to Back to Basics policy – OETI #13-2008).

2. Implement Job Search Strategy 

As noted, there are many job search strategies that may be utilized depending on the specific need of the individual customer.  Working collaboratively with the customer, staff should review and implement the established job search strategy.  Customers should know their responsibilities and future actions steps prior to leaving the Center.

3. Provide Continuous Engagement

In order to review progress and modify the EEP when changes or additions are needed, staff will conduct continuous engagement of how customers are progressing in accordance with their plan.  

Case managers working with Gold Card Veterans will provide services at least every 30 days until the veteran is employed or for up to six months. 
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BEP/EEP SCREEN

Detailed instructions for completing the BEP are listed in the Welcome Function protocol as Attachment C.  The only field required to be completed in the Job Getting Function is the Job Search Strategy field. 

	INSTRUCTIONS
	SAMPLE

	
Employment Goal
Record the employment goal title resulting from a decision making or verification process.  If one or more can’t be determined, record “none.”

	
Goal:  Carpenter, Drywall Installer, Cabinet Maker, Carpenter’s Helper


	
Client Responsibilities and Agency Responsibilities
1. Record customer’s Pre-Test results in the “Pre-Test” column and the levels needed for the employment goal in the “Needed” column.
2. Comments – Record next function(s) in which the customer will participate, any recommendations, and rationale.
	
1. KeyTrain Quick Guide Pre-Test Results
	Pre-Test	Needed
	AM level:  75%	3
	R I level: 100%	3
	LI level:  50%	3

2. Comments:  During the brief decision making process, customer data revealed she successfully completed several wood working classes in high school and had brief employment as a carpenter’s helper.  After discussing assessment results and other information from the brief decision making process, the customer and staff concurred that she would be assigned to Skills Enhancement for further assessment.  The customer also agreed to increase her LI level to at least a 3 by using the KeyTrain curriculum.

	
Plan for Overcoming Identified Barriers
Products:
Review Plan Development Guide Needs sheet to identify needs.  Select products to address needs.  Record the column title, product from the Product sheet, and how the product will be delivered.

Other Center Services:
Record “Other Center Services,” service to be provided, and how it will be delivered.
	
1. Talent Improvement Skills – Foundational Skills – increase skill level in LI to at least a 3  using KeyTrain
2. Get Best Jobs Possible Skills – Job Seeking Skills – complete Job Search Overview workshop
3. Occupational skills – Occupational Training – Complete Metro Tech Construction Technology Exterior course
4. Other Center Services – WorkKeys – Take WorkKeys to receive CRCs in AM, LI, RI

	
Occupational Assessment and Career Research
1. Occupational Assessment – Record the combined career assessment program or selected career assessment instrument name(s) that were used in the selection or verification of the Employment Goal(s).

2. Career Research – Record name of occupational information or tools using information in the selection of Employment Goal(s).
	
Optional

1. Assessment  - Career Counseling Worksheet (CCW)

2. Career Research – CCW



	INSTRUCTIONS
	SAMPLE

	
Justification for Vocational Goal 
If non-WIA training is provided, record the occupational training goal and how it will assist in achieving the employment goal.  Record source of funds. If no training products are selected, record “None.”  If all other funds have been exhausted for training and customer is WIA eligible, an IEP must be completed in addition to this EEP; Reference OETI #14-2005 Change 1.
	
Optional

By successfully completing the Metro Tech Constructions Technology Exterior program to assist in reaching her employment goal

Funds:  Pell Grant

	
Job Search Strategy (Ref. sec. I.B.1.c.)
Methods-Determine and record Job Search Method(s) to be used
	
1. Will use OJL to find as many jobs in goal area as possible.
2. Broadened geographic search area to include entire Metro area.
3. Add Tile Setter, Floor Layer, and Paper Hanger to goal list.

If trouble finding jobs, contact staff or return to center immediately.

	
Additional Notes
Any additional information that needs to be recorded about the fields above and during the original development of the EEP should be made in this field. 

When recording the note:
1. Record the name of the field 
2. Add a dash and record the note

If transitioned from one function to another (Skill Enhancement or Job Getting), record in this field.

When modifying EEP, add new service in required field according to instructions, and explain change in “Additional Notes” by:

1. Recording the name of the field 
2. Reason for modification
	 
POIB – Although Jane agreed to increase her skill level in LI, she stated that if working with KeyTrain went well she may work on increasing her AM & RI.






Customer has been identified with short term pre-vocational skill needs and will be transitioned from Job Getting to Skills Enhancement to  receive Talent Improvement product(s) 


		ATTACHMENT A


PLAN MODIFICATION GUIDE
(I.B.3.b. Use Plan Modification Guide as Necessary)

Purpose:
The purpose of this guide is to briefly assess and identify any problems or needs for revising the Job Search Strategy (JSS) and/or other fields in the EEP before continuing with their participation in the Plan Implementation process.

Instructions: 
If customers are not completing or having success with their Job Search Strategy, their OSL BEP/EEP screen should be opened and a review, in collaboration with customers, should be conducted by using the following guide.

If during the review, staff working in the Job Getting Function find customers are having problems that relate to job seeking, job getting, or other barriers (e.g., medical, transportation, etc.) during the implementation of their job search strategy, those needs should be identified and addressed with a skills product or “Other Center Service” and recorded in the Plan for Overcoming Identified Barriers field of the EEP.  Indicators listed below are not all inclusive and staff may be aware of other indicators to determine needs.
JOB GETTING FUNCTION

	Category
	Need
	Product

	Get Best Possible Skills
	Job Seeking
· Does not know how to use computer (e.g., search by keyword) to look for jobs
· Does not know how to locate jobs
· Does not have networking skills

Job Getting
· Not completing applications properly
· Does not have a proper resume
· Has not had success in the interview process
	Workshop Delivery – Job Search Overview





Workshop Delivery – Resumes, Applications, Interview, Other

	Category
	Need
	Services

	“Other Center Services”
	Needs to take proficiency test, Needs to take WorkKeys

Transportation, child care, Voc Rehab Svc., dependent care, housing, medical, other
	In Center Service

Information on Available Svcs. - JOIN, Community Resource Catalog, other



If during the review any of the needs listed below are found to be necessary for customers to have a successful JSS, they should be assigned to the Skills Enhancement Function to select products for addressing their needs and acquiring the necessary skills. 

SKILLS ENHANCEMENT FUNCTION
	Category
	Needs

	Talent Improvement
	Can’t acquire job because they lack Literacy & BE
Needs English speaking skills to acquire job
Lacks keyboard/computer skills necessary for job
Has not been hired for lack of basic software skills
Does not have a high school diploma or GED
Apparently needs skill building (KeyTrain) necessary for employment goal(s)
Skills Identified by LWIB
Needs short term pre-vocational skills (e.g., safety, customer services skills, etc.)

	Occupational Skills
	Lacks occupational skills necessary for job in their goal(s)
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