
 
 

WIA TITLE I-B PROGRAM MANAGEMENT POLICIES AND PROCEDURES 
 

MEMORANDUM #00-07      
 
To:   All WIA Title I-B Youth Program Subrecipients 
 
Subject:  Youth Skills (Transitional) 
 
Effective Date: July 1, 2000 
 
              
 
The United States Department of Labor is replacing the youth competencies system 
with youth skills outcomes.  These outcomes are related to one of the Department's 
core indicators of younger youth program performance.  We have received limited 
guidance to date on the structure and form of these outcomes.  Within the context of 
this guidance, the following policies and procedures apply. 
 
1. The three skills areas for which there are younger youth (14-18 years of age on 

the date of registration) outcomes are: 
 
 a. basic skills, 
 b. work readiness skills, 
 c. occupational skills. 
 
2. Per the Department's TEGL 3-99, until the Workforce Development Council 

approves a younger youth skills system, the youth competency system 
developed by the local Private Industry Council may be used with the basic skills 
competency corresponding to the basic skills outcome, the pre-employment/work 
maturity skills outcome corresponding to the work readiness skills outcome, and 
the job specific skills competency corresponding to the occupational skills 
outcome. 

 
3. Every registered younger youth must have at least one outcome goal established 

per program year (July 1-June 30) as reported on the Youth Skills Outcome Form 
with the first goal being set on the date of registration. 

 
4. No more than three outcome goals may be established per program year for a 

given younger youth as reported on the Youth Skills Outcome Form.  The goals 
established may be in any combination of the three categories (e.g., three basic 
skills outcome goals, one in each category, two basic skills and one work 
readiness, etc.). 



 
5. If a given younger youth is basic skills deficient (that is, scoring at or below 8.9 in 

reading or mathematics), s/he must have a basic skills outcome goal established.  
In such instances, up to two additional outcome goals may, but need not be, 
established within the same program year.  Given that summer youth 
opportunities must be tied to academic learning, every younger youth enrolled 
during the months of May through August, 2000 must have a basic skills goal. 

 
6. Any goal set must be achieved within one year of the date of being set as 

reported on the Youth Skills Outcome Form to count positively in the 
performance indicators.  If a goal is not met within one year of being set will 
count negatively in the performance indicators. 

 
7. The one year period may be extended in instances such as hospitalization or 

institutionalization of the younger youth as reported on the Youth Skills Outcome 
Form.  In such instances, the extension will be for the period of hospitalization or 
institutionalization. 

 
8. Attainment of a given younger youth skills outcome goal is to be reported using 

the Youth Skills Outcome Form as the goal is achieved at any time during the 
course of program participation. 

 
9. Since our Workforce Development Council has not yet established a younger 

youth skills system, Private Industry of Snohomish County Policy 471- Summer 
Youth Competencies will govern the procedures for attainment of youth goals in 
basic and work readiness skills with the following revisions: 

 
A. Section 2., Assessment, shall be revised to read: 

 
"All summer programs conduct an assessment of skills and needs.  The 
assessment assesses general need for basic and work readiness skills.  
The primary instrument to be used for documentation of the assessment 
of skills is the Youth Intake Assessment. 
 
Basic skills is pre-assessed from standard test scores provided by the 
school or administered by the program.  School test scores must be from 
the recent school year.  Suitable test include, but are not limited to:  The 
Comprehensive Test of Basic Skills, TABE, CASAS. 
 
Subsequent pre and post testing must be based upon clearly defined 
criteria, be objective, consistent and accurate through field testing.  Interim 
or progress testing may be provided as indicated.  There should be 
methods to train and prepare staff. 
 
For work readiness, participants complete the pre-employment/work 
maturity pre-assessment to determine entering benchmark level as 



documented on the Pre-Employment Competency Assessment Checklist.  
Participants must demonstrate at least one benchmark level improvement 
in each of the five pre-employment competencies where improvement is 
possible.  Participants must also obtain a satisfactory worksite supervisor 
evaluation based on the attached benchmarks.  The majority of youth will 
progress sequentially through the levels for satisfactory completion of the 
instructional activity or satisfactory supervisor evaluation. 
 
For classroom basic skills, pre and post assessment shall be specific to 
program design.  For workbased basic skills, supervisor evaluation and 
satisfactory job ratings showing that the participant has demonstrated an 
array of skills in a specific job task or work duty may be used.  Initial skill 
level and final attainment shall be measured and documented." 

 
B. Section 3., Individual Service Strategy, shall be changed to read: 

 
"Information from the assessment shall be used as a basis to assess 
services to the participant on an Individual Service Strategy.  All 
participants shall be assigned to basic skills services." 

 
C. In Section 4., Training Curriculum, paragraph 1, the words, "by the 

Private Industry Council and augmented" shall be struck. 
 

D. Section 7., Application Process shall be struck and replaced with the 
following: 

 
"7.  Summary Documentation 
 
Documentation of attainment of the basic skills outcome must be 
maintained in the participant file.  Documentation of attainment of the work 
readiness competency must be provided through maintenance of the 
completed Pre-Employment Competency Checklist and supervisor 
evaluation in the participant file.  All competencies attained must be 
consistent with the assessed needs and service strategy as documented 
in the Youth Intake Assessment and Individual Service Strategy forms.  
Only fully developed competency systems can be authorized.  The 
attainment of any younger youth skills outcome goal must be documented 
and is subject to audit." 

 
 
































