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PROCEDURE TRANSMITTAL 

SUBJECT: WIOA INDIVIDUAL EMPLOYMENT PLAN (IEP) 
Requirement 

Procedure/Guidance 
No.:  

APPLIES TO: One-Stop Operators and Career Centers Effective Date:  
 

 
Revised Date:  
none 

 

 

 

Expiration Date:   

Indefinite 

REFERENCE: WIOA Sec. 134(c)(2)(A)(xii)(II) 

WIOA Law §129(c)(1)(B) & 134(b)(2)(A)(xii)(II)  

20 CFR §678.430 & §681.420  

I.  PURPOSE 

 
The purpose of this procedural transmittal is to provide guidance on developing an Individual 
Employment Plan (IEP) for Workforce Innovation and Opportunity Act (WIOA) Adult and 
Dislocated Workers that will be used as a guide in assisting the participants in reaching 
employment goals. 

 
II. BACKGROUND 

 
The IEP is an individualized career service, under WIOA that is developed jointly by the 
participant and career advisor when determined appropriate. The plan is an ongoing strategy to 
identify employment goals, achievement of objectives, and an appropriate combination of 
services for the participant to achieve the employment goals.  This includes providing 
information on eligible providers of training services and career pathways to attain career 
objectives. 

 
III. PROCEDURES  

 
A. Completion of the Objective Assessment Summary (OAS) 

 
When the Wagner Peyser (WP) registration has been completed the OAS must be 
completed for all participants to be used as a guide when assisting the participants in 
creating employment goals. When the WP participant has been deemed eligible to receive 
WIOA services, the Career Advisor will review the participant’s OAS for their strengths, 
weaknesses, barriers to employment, aptitude ability, education and employment history. 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=3a905a266cd9dd2d2ddc27af5f21b033&term_occur=999&term_src=Title:20:Chapter:V:Part:680:Subpart:A:680.170
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The completion of the OAS should serve as the baseline from which short- and long-term 
specific employment goals are established. A printout of the Employ Miami-Dade 
(EMD)/Employ Miami (EM) OAS signed by the participant and staff must be kept in their 
permanent case file, Section II. 

 
B. Conducting Assessments 

 
Assessment is a systematic approach to gathering information about the job seeker’s 

strengths and assets, needs and challenges, interests and goals. This information, in turn, 

guides the development of the job seeker’s IEP and all other case management activities. 

As such, assessment is considered the foundation of effective case management. Career 

Advisors must understand and use the various assessments available, be able to interpret 

the results of multiple assessments, and translate the information obtained through the 

assessment process into a plan of action.  

 

A wide range of assessment tools are available to Career Advisors, from informal interviews 

to standardized, nationally recognized tests:  

 Initial assessments (i.e., intake questionnaires)  

 Interviews (i.e., unstructured and structured)  

 Mental and physical ability tests (i.e., Learning Needs Screening Tool)  

 Aptitude/abilities assessments (i.e., O*NET Ability Profiler)  

 Interest measures (i.e., O*NET Interest Profiler, My Next Move)  

 Personality inventories (i.e., Myers-Briggs Type Indicator)  

 Occupation-specific assessments (i.e., ProveIt!)  

 

The following guidelines outline the foundation for conducting productive, high-quality 

assessments: 

 Use a comprehensive and exploratory approach that involves both informal 

and formal assessments.  

 Make assessment an ongoing process, allowing multiple opportunities to 

reassess progress and barriers.  

 Use assessment tools that are known to produce valid and reliable results.  

 Conduct a variety of tests to understand what is being assessed and for what 

purpose.  

 Administer assessment instruments properly and under conditions that do not 

adversely affect performance.  

 

Formal assessments should be given in a quiet environment. Administering assessments in 
places with high traffic or other distractions can affect the job seeker’s score and thus alter 
the reliability of the assessment. The Career Advisor should clearly explain the purpose of 
each assessment and how to complete it. 
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C. Developing the Individual Employment Plan (IEP)  
 

After the career advisor analyzes the results of multiple assessments and determines the 
participant’s strengths, interests, abilities, and potential areas for further development, the 
Career Advisor and the job seeker will collaborate to develop an Individual Employment 
Plan (IEP).  
 
The initial IEP shall be completed within 30 days of the initial individualized service.  The 
IEP shall be updated to reflect when changes in activities take place, which alter the original 
plan of services. 
 
Before creating, the IEP in EMD/EM the Career Advisor must ensure the following has been 
completed: 

 The OAS has been completed. 

 The WP participant must have been deemed eligible to receive WIOA 
services. 

 The WIOA Participation has been completed. 

 Participant should have completed career exploration and identified clear and 
specific employment goals. 

 The participant’s current skills should have been assessed through Basic 
Skills testing, review of credentials and an analysis of work history. 

 Activity 205 for the IEP must be opened at the initiation of the Plan. The 
service start date should match the IEP creation date. 

 

The IEP is an agreement between the participant and Career Advisor about how the job 

seeker will progress on the way to meeting his or her goals.  IEPs are most effective when 

tailored to the specific needs of the job seeker, referenced often, and updated regularly to 

chart and reflect any changes. The Career Advisor will work with participants to develop the 

IEP that set specific, measurable, obtainable goals and provide reasonable timeframes. The 

Career advisor should use the content from the IEP as a roadmap to help the job seeker 

achieve employment. When planning a course of action for an IEP, the career advisor 

should consider the following:  

 The job seeker’s vision. Based on the job seeker’s current situation, his or her 

vision is where he or she would like to be after the education, training, or 

other services are received.  

 Next steps. These are the actions the job seeker needs to take at any point in 

the program or service strategy. This part of the IEP is dynamic and requires 

updating as the steps are being completed. 

 Milestones. Milestones denote when a step in the IEP is complete or an 

objective has been achieved. They should be specific, measurable, and 

attainable within a designated timeframe.  

The career advisor should use information gathered during the assessment to understand 
the job seeker’s current situation and how this affects his or her short and long-term plans. 
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Short-term plans including goals, objectives, services, and milestones that are set for the 
period when services are rendered should be included in the IEP. 
 
Labor market information (LMI) is another key resource for developing an IEP. LMI includes 
important information on the local job market, such as short-term job openings and wages, 
high-growth or in-demand occupations and industries, employment trends, and projections 
of future supply and demand in the labor market. LMI can be used to direct the participant 
toward careers in occupations or industries that are predicted to have relatively high 
demands for labor. Career Advisors review current positions in the participant’s commuting 
area to ensure a sufficient number of job openings; and that they connect the available 
openings to occupations for participant. If the participant does not have the work history to 
match the available occupations, the Career Advisor refers the participant for more in-depth 
assessments. 
 
The IEP must document and describe the following: 

 The participant’s employment goals 

 The appropriate achievement objectives 

 The determination of the need for training services: 
o Occupational Skills Training (OST) 
o On-the-Job Training (OJT) 
o Customized Training (CT) 
o Incumbent Working Training (IWT) 
o Transitional Jobs (TJ) 
o Pre-Apprenticeship  
o Paid Work Experience (PWE) 

 The appropriate combination of services for the participant to achieve the 
employment objectives 
 

The following must be documented in detail in the IEP for training services: 

 The participant had an interview, evaluation, and/or assessment, including career 
planning, have been determined to be in need of training services, 

 Unlikely or unable to obtain or retain employment that leads to economic self-
sufficiency, 

 In need of training services to obtain or retain employment that leads to economic 
self-sufficiency, and 

 Have the skills and qualifications to successfully complete the program. 
 

The following must be answered in detail in the IEP for all Workbased Training: 

 Does the participant need to learn skills for the desired position, or have those skills 
already been acquired? 

 Does the participant have a need for training? 

 What is the best way for the participant to obtain the skills needed (i.e., OJT or 
occupational skills training) 

 Can the position be obtained at this company without Workbased Training? 

 Is the participant likely to succeed in training? 
 

 
NOTE: When documenting the need for all training services an explanation of what, when, 

where, and how must be included.  The more details that are added the clearer the 
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roadmap will be in providing the appropriate services to the participant in reaching 
their employment goals. 

 
A printout of the EMD/EM Career Plan signed by the participant and staff must be kept in 
their permanent case file, Section II. 
 
Career Advisors should follow this IEP model when collaborating with the participant 
during the IEP process. 
 
 

 
 
 

D. Navigation 
 

i. Creating Objective Assessment Summary (OAS) 
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Under Staff Profiles click on the Case Management Tab, Chose the Plan Tab, click on 

Create Objective Assessment Summary:  

 

 
 

 
1. General information about the participant, program enrolled, and plan dates, 

Employment History and Education, comes from the Registration and Background 
information. Update as needed. 
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2. Information about Employment History must be reviewed and up-dated if necessary.

 
3. Infornation about Education and Basic Skills, review and up-date as needed. 
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4. Complete these Assessments. 
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5. Record Results of Tests and Assessments. 
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7. Printing the OAS: A completed OAS must be printed, signed and dated by the 

participant and Career Advisor, the original must be maintained in the case file and a 
copy provided to the participant. If this process is being conducted via an upload into 
EMD/EM then the email signature confirmation will suffice. 
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ii. Creating the Individual Employment Plan (IEP) 
 

The IEP can be found under Staff profiles > Case Management profile > Plan > 
Create Individual Employment Plan/Service Strategy. 
 
When you click the Create Individual Employment Plan/Individual Service Strategy 
button, four tabs will appear Plan, Goals, Objectives and Services. Completion of 
each tab is required to complete the IEP. 
 
1. The Plan Tab contains general information about the participant, program they 

are enrolled in and plan dates.   Identifying Information: This section contains 
display-only information, including Plan ID Number, State ID, User ID, Name, 
Created By, Create On, Last Edited By, and Edited On fields. 

 

 
 
The Currently Participating tab: Displays the programs in which this participant is 
currently participating, along with application and participation dates. 
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Plan Information: From this screen, staff can enter or select information as follows: 
Complete required fields marked with a red asterisk (*). 

 Enter the Plan Start Date in the field provided, using a MM/DD/YYYY format 
(i.e. 12/10/2003). 

 You can also click on the calendar icon to select a date, or click the Today 
link to enter today's date. 

 Select the LWDB- Region 23 (CareerSource South Florida) and Office 
Location from the drop-down menu. 

 If you are viewing the information for a previously-created IEP, you will not be 
able to edit the "Plan start" date, LWDB, or office location. 

 Leave plan closed date blank. 

 Click the “When printing plan do you want to print services?” check box if you 
want to print the list of services provided with the IEP plan. 

 

 
 

 Click the Next button to save and continue. 
 
The Goal Tab allows you to establish or edit goals for an IEP. The primary goal for 
Adult/Dislocated Worker participants is unsubsidized employment. ALL 
Adult/Dislocated Workers must have a short and long term identified employment 
goal. 
 
General Information: This section lists the Username, Name, and Plan Start Date for 
the individual you are assisting. 
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Goal Information - This section allows you to enter information about the goal. 
Complete required fields marked with a red asterisk (*).  Select a LWDB- Region 23 
(CareerSource South Florida) and Office (Career Center that is managing the IEP). If 
the participant is co-enrolled in a non-WIOA program staff should also select the co-
enrolled program. 
 
Select a Type of Goal: Employment for Adult/Dislocated Workers  

 Enter the “Term of the Goal”: Long term, short term or intermediate. 

 Enter a “Description of the Goal”: The description of the goal would include 
details of the type of employment. 

 Enter the “Date Established” using the MM/DD/YYYY format. 

 Enter the “Estimated Completion Date” using the MM/DD/YYYY format; the 
date must be equal to or greater than the “Date Established” field entry. 

 Make sure the “Completion Status” is Open (because you are creating the 
goal). 

 Enter additional information (STEPS) in the Goal Details (STEPS) textbox 
provided. (e.g. Client is interested in the food service industry. Client likes 
cooking and really wants to work in the food industry).  

 Write Steps in the Details Box. Steps are required for every Objective as they 
relate to the participant. Remember WHO, WHAT, WHEN and WHERE in 
creating steps. 

 Click the Save button. 
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 Click the Next button to save and continue. 
 
After you save the goal, the Goals screen will refresh with the added goal. Proceed 
to the Objectives tab by clicking NEXT or by clicking the Objectives tab. 
 
2. The Goal Tab allows you to establish or edit goals for an IEP. The primary goal 

for Adult/Dislocated Worker participant is unsubsidized employment and 
employment goals must be identified. 

 

 General Information: This section lists the Username, Name, and Plan Start 
Date for the individual you are assisting. 

 

 
 
 

 Goal Information - This section allows you to enter information about the goal. 

 Complete required fields marked with a red asterisk (*). 

 Select a LWDB- Region 23 (CareerSource South Florida) and Career center 
that is managing the IEP. If the participant is co-enrolled in a non-WIOA 
program staff should also select the co-enrolled program. 

 Select a Type of Goal: Employment for Adult/Dislocated Workers.  
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 Enter the Term of the Goal: Long term, short term or intermediate. 

 Enter a Description of the Goal: The description of the goal would include 
details of the type of employment or education. 

 Enter the Date Established using the MM/DD/YYYY format. 

 Enter the Estimated Completion Date using the MM/DD/YYYY format.  This 
date must be equal to or greater than the Date Established field entry. 

 Make sure the Completion Status is Open (because you are creating the 
goal). 

 Enter additional information in the Goal Details (Comments) textbox provided. 
(e.g. Client is interested in the food service industry. Client likes cooking and 
really wants to work in the food industry). 

 Click the Save button. 

 
 
After you save the goal, the Goals screen will refresh with the added goal. Proceed 
to the Objectives tab by clicking “Next” or by clicking the Objectives tab. 
 
3. The Objectives Tab allows for the objectives associated with an IEP to be added. 

Creating a New Objective. 
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General Information - This section lists the User Name and Name of the 
individual you are currently assisting. 

 

 
 
Objective Information – If the participant has objectives that are not included in the 
pre-defined objectives list, you can create a free-form objective by clicking the Add 
new objective link. 

 
Please note that the established date cannot be earlier than the current date. 

 Complete required fields marked with a red asterisk (*). 

 Select the associated Goal: Employment or Educational. 

 Enter the Objective Date Established. 

 Select the Region and Career Center that is managing the IEP. 

 Select Program Affiliation: Workforce Innovation and Opportunity Act (WIOA) 
Program. 

 Type the specific Objective. 

 Type the Date the objective was established using the MM/DD/YYYY format. 
You may also click the calendar icon to select the date. 

 Type the Review Date using the MM/DD/YYYY format. You may also click the 
calendar icon to select the date. This date must be equal to or greater than the 
Date Established field entry. 

 Click Save when you are finished. 
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Note: The suitability for ITA Training should be documented in the Case Note section 
entitled “Suitability for Training”. The objectives required for ITA: 

 Research LMI & Occupations 

 Research Training Providers & Programs 

 Submit ITA Approval Documents 

 Attend Occupational Training 

 Click next. 
 

4. The Service Tab displays all services provided for the participant, including 
Universal (WP), WIOA and Generic. All services provided should relate back to 
the Objectives and Goals in the IEP. 

 
General Information - This section displays the User Name and Name of the 
individual you are currently assisting. 

 

 
 

 IEP Services - This section lists the services associated with the IEP. 
Information displayed includes the App # - program, Service/Activity code, 
Begin Date, End Date, Provider, and the Staff who recorded the service. Click 
finish. 

  
5. Results: A completed IEP will populate, this is an agreement between both the 

participant and the Career Advisor and becomes a living document that can be 
modified as needed. Goals, Objectives and Services must be updated throughout 
the participant’s active participation while receiving WIOA services. This 
document becomes the road map to helping the participant reach their goal. 
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6. Printing the IEP: A completed IEP must be printed, signed and dated by the 

participant and Career Advisor, the original must be maintained in the case file 
and a copy provided to the participant. If this process is being conducted via an 
upload into EMD/EM then the email signature confirmation will suffice. 

 
 

iii. Working with Existing Plans 
 
1. If a participant’s IEP record exists in the EMD/EM system, the screen that 

displays is shown below: 
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2. Click the Edit link to review or modify the existing record. 

 Review or modify an existing goal by accessing the Goal Tab. Enter the 
modification and/or objectives on the screen that displays and click “Save” to 
save changes. 

 Review or modify an existing objective. 

 Review services provided to the participant. 

 Click Save to save all changes. 

 Click Print to print the modified IEP. 
 
Note: The objectives and services should be closed as they occur. 
 

iv. Closing the IEP 
 
1. When the participant is no longer receiving WIOA services the IEP should be 

closed at that time.  The Objectives will be closed first, followed by the 
associated Goal(s) and then the Plan itself. 

 
To close the IEP, perform the following tasks. 

 Before closing an IEP all Services, Objectives and Goals associated with the 
Plan must be closed. A warning message appears if the Services, Objectives 
and Goals have not been closed. 

 Enter a date to close the IEP in the Plan closed field. Click the calendar icon 
to select the date or enter a date using the MM/DD/YYYY format. 

 Click the Save button to save entered information. 
 


