
DELTA WORKFORCE INVESTMENT AREA

INSTRUCTIONS

INDIVIDUAL SERVICE STRATEGY

Completing the ISS should be done one-on-one with the youth.  The case manager, with the participant’s input should complete 1-17.
1.
Last Name:



Enter the participant’s last name

2.
First Name:



Enter the participant’s first name


Middle Initial:


Enter the participant’s initial of middle 






name

3.
Social Security #:


Enter the last 4 digits of participant’s 






social security number

4.
Date of Participation:

Enter the date the participant received 






his/her first WIA Service.

5.
Date of Birth:


Enter the participant’s date of birth

6.
Gender:



Put a check in the box by male if the 






participant is male.  If the participant is a 





female, put a checkmark in the box by 






female.

7.
Education History:

Enter the name, location, and dates of 






the most recent school the participant 






attended.  Also circle the highest grade 






completed.


College Attended:


Enter the name, location and dates of 






any college/vocational school attended. 






Also circle the years completed, major, 






and degree.  Also enter 
the long term 






educational goal.

Check all of the following boxes that are relevant to the participant: 

In School Youth:


Put a checkmark by In School youth if 





the participant is currently attending 





secondary school.


Out of School Youth:

Put a checkmark by Out of School youth 






if the participant is not attending







secondary school.

Received High School

Check if participant has graduated from  Diploma:



high school.

Received Cert. of 
 
Attendance/ Certificate
Check if participant received either.  This
of Completion:                         person might have a learning disability.

Received GED:
Check if participant has received a General education Diploma.

Has desire to receive

Check if the participant desires to CRC/GED/CRC/Vocational
receive one or more.  If the Technical De-  Technical Degree/College/
participant does not desire to receive    University Degree


any of the these, I would question their 





motive for being in the program.

8.       WIA Partner/Other 

Check all that apply to the participant.  Enter Program Participation:  
the name of the agency that is the 






partner for all items checked.  For 






example, for all in school youth, the 





school they are attending is a partner 





agency as you have an MOU with your 





schools.  

            
Also check and enter the name of all other programs into which the participant might be enrolled.

9.

Employment History:

Has the participant ever been employed?  





Check yes or no.

Current/Former Employer:
If the participant is employed at Intake, circle current and enter the name and address of the employer.  Also, enter the worksite supervisor’s name and telephone number. The date of hire should be entered.


If the participant is not employed at Intake, but has worked in the past, circle former and enter the name and address of any former employer.  Also, enter the worksite supervisor’s name and telephone number. The dates of employment should be entered.

10.
Assessment/Education    
Put a check mark by yes or no if the in-
Levels:



school youth is on track to graduate by 






the end of the program year.  If the 







answer is no, the in-school youth is not 






eligible to be in the program. 

Enter the TABE scale score, grade level, and test date for each area for out-of –school youth. In the comments enter the TABE level and form.

11.
Assessment of Work

Place a checkmark by yes or no in all

Readiness Skills:


applicable places.   Enter the date the 






pre-test was administered.  Interpret the 






results with your participant and how the 





results will drive this plan with your







participant. Is the result a deficiency or 






proficiency/good skills; how does that 






impact what activities the participant 






should be enrolled/involved in; use the 






result as a justification 
to indicate the 






type of educational activities into 







which the youth will be enrolled.  For 






example if the individual has good basic 






skills but lacks positive work habits, 






interviewing skills, employment portfolio,






then what service activity will you enroll 






the participant in to fix such deficiencies, 





etc?  This justifies the service(s) he/she 






will be receiving per the ISS; and 







there is a direct link between the 







participant’s need and service 







activities in the plan. 
12.
Assessment of Interests/
Circle whether and interest or aptitude

Aptitudes/Occupational

assessment was administered, the date
Skills:



administered, the name
of the 







assessment, and a brief summary of the 






results.  Do the same for the 








occupational skills assessment.  These 






assessments may have been 








administered by the school or other 






entity.







This is one of the critical pieces; here 






and for any 
assessment, I will suggest 






that the case manager interprets the 






results of the assessment.  What does 






the result mean; what occupational 






training, services, etc. does the 







assessment result suggest; does it show 






for example this youth has the aptitude, 






interest, skills, occupational orientation, 






etc. to, for example, go in the healthcare 






field?  If so, what are some possible 






career ladder occupational 








opportunities? For example, maybe 







she/he can start out being a C N A, and 






then go onto phlebotomy, next to LPN 






and possibly to RN, etc?  Each of the 






steps can be written as a short and or 






long term goal.






For assessments go to MDES.com-Job 






Seeker Services—Job Hunting Tips—






Acinet’s Career Resource Library. 

13.
Challenges to Education/
Check all that apply.  Make sure that in 

Employment:


the plan each identified challenge is 






addressed by either WIA or another 






program.  Let this be reflected in the 






planned activities. 

14.
Supportive Services

Check all that apply as you tell the 


Needed:



participant about them.

15.
Short-Term Goals:

What does the participant plan to do in 

The next 12 months?  Short-Term goals should be checked.  Long-Term goals should be stated after discussion with the youth and should reflect assessment results, interest inventory results, and other activities. 

16.     Services to be provided

Check the program elements that your

          Based on the Youth’s             program will provide to help the youth Objective Assessment
         achieve the goals marked in 15.  Check

          and ISS:



all services that apply,
17.
List the steps necessary
Explanation of Service Mix:  Use this 

to increase 
assessment/
section to give an overall summary of the 
educational levels and

participant’s plan, explanation of service 

reach goals of participation.
mix, goals, objectives, etc.  For example, 






they should summarize what the 







assessment results shows for 







occupational skills training and indicate 






that based on the assessment results, 






the participant will participate in certain 






activities or service mix to help him/her 






achieve the occupational or educational 






goal(s) that are established or 







recommended for the participant.  This 






gives and serves as a summary blueprint 






for the participant’s overall 








stay/participation in the program, the 






activities they will engage in and how 






services/activities are direct results of 






their needs as derived from the various 






assessments, interest inventory, etc. 

18.
Participant Commitment
After reading each statement aloud, the  

and Statement of


participant must place the 



Understanding:


checkmark by each of the statements 






that pertain to him/her.  






The name of the participant’s case 







manager or main contact person should 






be listed.  All incentives the participant 






is eligible to receive must be circled on 






the day this ISS is explained and 







completed by both the case manager and 





youth.


After going over the complete ISS with the participant, the participant and case manger should sign and date the statement of understanding.

19.
Case Notes:


At a minimum, case notes should be 





made monthly for in school participants.  





For out-of-school participants. Case 





notes should be made bi-weekly (two 





times a month). Notes should be 






sufficient to jog your memory in the 





future should someone call your office for 




a reference or other information. 
As new situations arise, remember to revise your ISS----it is a “work in progress”. 
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