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PURPOSE  
 
This policy provides guidelines and standards for delivering a minimum and consistent level of 
assessments and opportunities for developing jobseeker skills through WorkSource centers 
and, within available resources, affiliate sites.  The policy does not change other program-
specific policies or guidance pertaining to assessment including, but not limited to, Trade 
Adjustment Assistance (TAA), Adult Basic Education Assessment, Literacy and Numeracy, CASAS 
for Basic Skills Assessment, WorkFirst and Unemployment Insurance (Re-employment 
initiative). 
 
See also WDC Technical Assistance Guidance #21, which establishes the principles and 
guidelines for assessment of all adult and youth participants enrolled in WIA-funded programs.    
 
REFERENCE  
 
• Workforce Investment Act (WIA) of 1998, Title 1, Subtitle A (Definitions) 
• Department of Labor Training and Employment Guidance Letter #17-05: Change 2  
• Washington State WorkSource System Policy #1016, One-Stop Assessments  
• Washington State WIA Policy #3685, Revision 1, Literacy and Numeracy 
• Washington State WorkSource System Policy #1011, CASAS for Basic Skills Assessments 
• Washington State Trade Adjustment Assistance Policy #3020, Assessment 

 
 
BACKGROUND 
 
Assessment provides a systematic approach to gathering information about the WorkSource 
system’s customers.  The information gathering process should begin shortly after customers 
are introduced to WorkSource and end when they meet their employment objectives.  The 
accumulated information can be used in a variety of ways by all the partners in aiding in a local 
area’s combined workforce development efforts.   
 

http://wdr.doleta.gov/directives/attach/TEGL17-05c2.pdf�
http://www.wa.gov/esd/1stop/policies/documents/systems/One-Stop_Assessment_Policy_1016_Final.doc�
http://www.wa.gov/esd/policies/documents/3685rev1.doc�
http://www.wa.gov/esd/policies/documents/systems/CASAS.doc�
http://www.wa.gov/esd/policies/documents/trade2009/policies/Final_TAA_Policy_3070_Assessment.doc�
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Assessment guides the customer’s skills development strategy and service delivery by 
identifying the gaps between job seekers’ skills and employers’ workforce needs.  Preliminary 
and secondary assessments provide value to the WorkSource system customers and enable 
staff to provide the necessary workforce development services. Once customers gain an 
awareness of their skills and any gaps they may have within those skills, opportunities need to 
be made available through the one-stops to assist them in upgrading their skills to match labor 
market demands.   
 
 
POLICY 
 
WorkSource System-wide Assessments  

In consultation with local partners, the Workforce Development Council of Seattle-King County 
developed this policy to support the service delivery strategies of WorkSource centers and, as 
appropriate, affiliate sites. In order to have statewide consistency, local assessment processes 
and/or procedures incorporate the following state standardized assessment objectives:  

• Exploring career and employment options suited to readiness, aptitudes and 
employment goals; 

• Providing job seekers with information about their workplace skills, strengths and 
weaknesses; 

• Reviewing job seekers’ progress toward acquiring skills that are in demand, promoting 
attainment of industry-recognized credentials and screening for employers; 

• Referring appropriately screened, qualified job seekers to available job openings; and 

• Identifying skill gaps and educational needs to help customers become competitive in 
the labor market.  

 
The processes and/or procedures require that assessment results and recommended methods 
for developing skills are documented, appropriately available and shared among the 
WorkSource partners for the benefit of common customers, when partners are able to share 
assessment results.  Within available resources and tailored to local conditions as well as the 
parameters of the enabling legislation of each partner program, written processes and/or procedures 
must include the assessments described below.    
 
Preliminary Assessment:  
Preliminary assessments should be made available throughout the one-stop system.  Not all 
customers will want or need an assessment.  However, 50 percent of all job seekers receiving 
staff assisted services must receive preliminary assessment.  The preliminary assessment helps 
identify basic educational skills, occupational skills, work history, basic work skills/employment 
competencies and work interests.  Depending upon locally established policy and procedures, it 
may include standardized testing, assessment instruments, and identification of customer 
barriers and needs.     
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Secondary Assessment: 
Secondary assessment goes beyond preliminary assessment in collecting more information 
about the job seeker.  
 
Formal or objective assessment is a category of secondary assessment that may be required 
when the job seeker’s skills are deficient for the employment goal.  Formal assessments come 
in a wide variety of tests designed for longer term job counseling and career development.  
 
One hundred percent (100%) of all WIA-enrolled job seekers must receive secondary level 
assessment. 

• All WIA-enrolled Adults and Dislocated Workers with education levels less than an 
AA degree who are entering training must be assessed using CASAS.   

• All WIA-enrolled Out of School Youth must be assessed using CASAS.  
 

If job seekers have been CASAS tested within the previous 12 months and have not been 
in school during that time, those CASAS scores can be used without additional testing.  If 
job seekers have COMPASS scores from college level testing within a 24 month period 
and have not attended school during that time, those COMPASS scores can also be used.  
 
Job seekers who are current college students at the time they are enrolled in WIA do 
not need to be CASAS tested. 

Employer-focused assessments are those required by the employer to screen, test and hire 
employees to meet critical job skill needs. These assessments are encouraged when 
appropriate. 
 
 
Required Procedures: 

1. Providers must ensure full disclosure to persons undergoing an assessment of its 
purpose, its benefit to the job seeker (how the information will be used to deliver better 
service to that customer), and of the confidentiality of the results. 

2. Assessments should be objective and without adverse impact on protected groups.   

3. 100% of staff will be trained in using and interpreting formal assessments. Assessments 
must be interpreted for the customer by appropriately trained staff. 

4. There must be reasonable accommodation for persons with disabilities who wish to be 
assessed by the procedure or process. 

5. CASAS remains the required assessment tool for the Literacy and Numeracy 
Performance Measure for Youth and for all job seekers who require a basic academic 
skills assessment.   



4 

Periodic consultation among the one-stop partners will determine how well the WorkSource 
system identifies job seekers with barriers, especially disabilities. The consultations should help 
with the collaboration essential between the Division of Vocational Rehabilitation and other 
service providers in improving assistance to customers with barriers.  
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