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References:
BWT PI 07-07 issued August 20, 2007 



U.S. Department of Labor (USDOL) Training and Employment Guidance Letter (TEGL) 17-05 and Change 1



Employment Service Manual: BWT PI 07-35, and subsequent changes

Michigan Department of Labor & Economic Growth (DLEG)

Office of Workforce Development (OWD)

Policy Issuance (PI) No. 04-03, Index:  IV
Background:
ACT, Inc. (formerly American College Testing) introduced the National Career Readiness Certificate (NCRC) in October 2006, in response to requests from states for a common, reliable, and portable career readiness certificate.  The NCRC indicates that an individual has demonstrated predetermined skill levels on three core WorkKeys assessments:  Applied Mathematics, Locating Information, and Reading for Information.  WorkKeys assessments measure “real world” foundational skills that are critical to job success.  The NCRC offers individuals, employers, and educators a universal standard, certifying the attainment of three workplace skills valuable in a majority of the jobs in today’s labor market.
Based on recommendations from the Council for Labor & Economic Growth (CLEG), the State of Michigan is adopting a MI NCRC based on the NCRC described above, endorsed by the Governor.  The MI NCRC will also include optional Employability Skills Training described later in this policy issuance.  Adopting the MI NCRC, will provide Michigan with the ability to quantify the skills of its workforce, attract new businesses, identify skill gaps and provide the opportunity for remediation, provide employers with validated certification of applicant skill levels, and provide individuals with recognized verification of their ability to demonstrate valuable workplace skills.  The MI NCRC will also provide case managers and participants with additional information to make informed decisions about training programs and job occupations.



This policy establishes guidelines MWAs are required to follow in the implementation and administration of the MI NCRC, local outreach to employers and the public, data reporting, and evaluation.



Additionally, this policy distributes funding to be used for:

· Administration of the MI NCRC and related operations; and

· Employer engagement, outreach, and communication activities related to the MI NCRC. 
Policy:

Enabling workers to acquire the skills necessary to succeed in today’s 21st Century knowledge economy is central to Michigan’s strategy for economic transformation and is the foundation for the Governor’s No Worker Left Behind (NWLB) Initiative.  The NWLB Initiative aligns all federal and state workforce dollars used for worker training into a unified workforce development strategy.

In accordance with this policy issuance, the required worker skills assessment standard shall consist of the three core WorkKeys assessments that make up the MI NCRC: Applied Mathematics, Locating Information, and Reading for Information.  During PY 2009, MWAs are required to provide all the three core WorkKeys assessments to participants who are receiving services through existing funding streams.  MWAs are encouraged to provide WorkKeys assessments to members of the general public as resources allow, to aid in the creation of a statewide worker skills assessment standard and recognition of the MI NCRC as the credential.  General public testing criteria will be re-evaluated by DELEG/BWT prior to PY 2010.   

In cases where participants are deemed to not have the skills necessary to successfully earn a MI NCRC, there must be clear and objective evidence, such as a professionally diagnosed learning disability, or pre-WorkKeys low-level skills assessments, to justify the use of alternative worker skills assessment strategies and tools.
As necessary, MRS counselors will jointly determine with each MRS customer whether the completion of the core WorkKeys assessments is an appropriate activity.  Decisions will be made on a case-by-case basis, taking into consideration the customer’s needs, interests, abilities, and goals.


Scoring/Certificate 



WorkKeys assessments are scored by ACT using pre-set levels.  Results are provided as both Levels and Scale Scores.  A Scale Score Interpretation Guide can be found at http://www.act.org/workkeys/pdf/scale_score_interp_guide.pdf.  Scale score information is also contained in the USDOL TEGL 17-05, and Change 1, which can be found at http://wdr.doleta.gov/directives/corr_list.cfm. 



Individuals scoring at least a level three in each of the three core areas will be awarded a Bronze level MI NCRC.



Individuals scoring at least a level four in each of the three core areas will be awarded a Silver level MI NCRC.



Individuals scoring at least a level five in each of the three core areas will be awarded a Gold level MI NCRC.



Individuals scoring at least a level six in each of the three core areas will be awarded a Platinum level MI NCRC.


Following scoring, ACT will provide MI NCRCs for distribution to participants that have earned one of the four recognized certificate levels.

Orientation Information

MWAs must include basic information regarding WorkKeys and the MI NCRC during NWLB orientations.  

Areas that must be addressed in the orientation include: 

· The value of the MI NCRC, as described in the background of this policy and outlined in the employer engagement and outreach tools attached to this policy issuance; 

· The process required to obtain a MI NCRC, including a description of the three WorkKeys assessments and the scores required to receive a certificate;  

· Information about remediation, as appropriate; and

· Information on Employability Skills Training and the Employability Skills Completion of Training Certificate (both described later in this policy).


Remediation

MWAs must administer the core WorkKeys assessments to participants who they determine have the skills necessary to successfully earn a MI NCRC.  MWAs may use their discretion in determining whether remediation through the administration of a pre-assessment is appropriate prior to administering the three core WorkKeys assessments. However, if an individual fails to earn at least a Bronze level certificate and wishes to re-take any of the three core assessments or wishes to improve any of their scores, locally designed remediation shall be made available.  Such remediation does not necessarily qualify as remedial training under Trade Adjustment Assistance (TAA).

Examples of appropriate remediation tools to measure participants’ readiness to successfully earn a MI NCRC or improve their assessment scores include: the WorkKeys Readiness Assessment (paper/pencil), KeyTrain, Worldwide Interactive Network (WIN), Plato, and Comprehensive Adult Student Assessment System (CASAS).  However, the only training and remediation tools endorsed by ACT (identified as Level I publishers’ courses that meet ACT’s standards for quality) are KeyTrain and WIN.


Employability Skills Training and Certificate

A key component of CLEG’s recommendation to adopt the MI NCRC was the establishment of standards for Employability Skills Training.  Employability skills are transferable core skills, often referred to as “soft skills,” which represent essential functional and enabling knowledge and attitudes required in today’s workplace.  They include skills such as communicating effectively, teamwork, computer literacy, and critical thinking. Such skills are consistently requested and valued by today’s employers, and are often key factors considered during the hiring process.   

MWAs must offer to all participants provided the three core WorkKeys assessments Employability Skills Training, which align with the employability skill standards, listed below.  Successful completion of all 12 skills standards listed below, are required for the MI NCRC Employability Skills Completion of Training Certificate.  The format of the training is left to the discretion of the MWA, as long as it aligns with and includes all of the standards outlined below.   For example, training may include role-playing that addresses common workplace conflicts and how they should be handled; video clips demonstrating particular skills; group discussions, etc.  

Jobs, Education, and Training (JET) customers' participation in such remediation may be considered Job Skills Training Directly Related to Employment (non-core) or Education Directly Related to Employment (non-core).  If such remediation is embedded as a minor element of a JET participant's Vocational Educational Training (VET) program, and is deemed to be necessary by the VET program provider, the remediation may be counted as Vocational Education Training (core).  

Employability Skills Training Completion of Training Certificate 

· Individuals, who complete employability skills’ training that complies with state standards, will receive a completion of training certificate from the MWA in addition to the MI NCRC.  In order to establish a state standard the, employability skills completion of training certificate shall follow the specifications in attached Certificate –NCRC PDF. file.  

Employability Skill Standards:

Critical Thinking/Problem Solving

· Know who to ask or where to go to solve workplace problems.

· Follow step by step written instructions.

Oral Communications

· Know how to communicate appropriately with supervisors and coworkers.

· Use appropriate language and terminology for the workplace.

· Articulate thoughts and ideas clearly and effectively.

Written Communications

· Read and process workplace information.

· Write basic notes, memos, letters, and reports clearly and effectively.

Teamwork/Collaboration

· Build collaborative relationships with colleagues and customers.

· Be able to work with diverse teams.

· Take personal responsibility for influencing and accomplishing group goals.

Manage Conflict/Negotiation Skills

· Demonstrate objectivity in assessing other viewpoints by considering all sides of an issue.

· Show respectful behavior during workplace conflicts.

· Know how to compromise with others.
Information Technology Applications

· Demonstrate the use of the Internet as an electronic research tool.

· Select and use appropriate technology to accomplish a given task (printers, copiers, scanners).

Professionalism/Work Ethic

· Demonstrate personal accountability, effective work habits, e.g. punctuality, working productively with others, appropriate hygiene and dress, and time and workload management.

· Demonstrate health and safety practices and drug-free behavior in the workplace setting.

· Obtain a reliable transportation option.

Diversity

· Learn from and work with individuals from diverse cultures, races, gender, religions, lifestyles, and viewpoints.

Creativity/Innovation

· Look for continuous improvement in the workplace.

· Communicate new ideas to others.

· Integrate knowledge across different disciplines.

Lifelong Learning/Self Direction

· Be prepared to continuously acquire new knowledge and skills.

· Know where and how to learn new job skills.

· Be able to learn from one’s mistakes.

· Take initiative in the workplace.

Ethics/Social Responsibility

· Demonstrate integrity and ethical behavior.

· Act responsibly with the interests of the larger community in mind.

· Possess awareness of the importance of workplace policies and procedures.

Customer Service

· Provide for customer needs and expectations in a helpful and courteous manner.

· Demonstrate customer service skills in an appropriate setting by listening, suggesting solutions, and communicating the ideas at hand.
MWAs are required to submit to DELEG for approval an outline of its proposed Employability Skills Training within 60 days of the issuance of this policy.

Testing Sites

All MWA’s full service center(s) must provide the three core WorkKeys assessments that make up the MI NCRC either at the service center or through referrals to existing or new partner agencies, such as intermediate school districts, community colleges, or other community based organizations.  When determining where the assessments will be offered, MWAs should take into account demonstrated need and convenient access for customers.  It is expected that testing sites will be located in areas with sufficient population density.  Additional factors to be considered when determining testing sites include:

· Accessibility for people with disabilities.

· Public transit routes.

· Commuting patterns for jobs.

· Conventional wisdom in the region regarding acceptable travel distance for services.

· Proximity of ancillary services.

· Parking.
The three core WorkKeys assessments may be administered via either or both of the following formats:

· WorkKeys Internet Based Assessment System
· WorkKeys Paper Based System Assessments (Express or Standard Scoring)

MWAs have the flexibility to determine which of the testing format(s) to offer within their service delivery area.

If an MWA determines that providing the three core WorkKeys assessments at each full one stop service center (or via referral) will cause a significant hardship, the MWA may seek to delay offering the assessments at each full one-stop service center (or via referral).  DELEG/BWT will handle requests to delay the implementation of the MI NCRC at each full one stop service center (or via referral) on a case-by-case basis.  Such requests should clearly state why testing cannot be offered at each full one stop service center (or via referral), and provide a timeline on when implementation will occur at each full service center (or via referral).  At a minimum, even if an MWA seeks to delay offering the core WorkKeys assessments at all full one-stop service centers (or via referral), testing must be offered at a minimum of one location within the MWAs service delivery area.

MWAs administering the core WorkKeys assessment must register as an official “RegiSTAR Agency.”  Procedures and costs associated with registering as a “RegiSTAR Agency” along with associated cost for the core WorkKeys assessments and the MI NCRC certificates are included in Attachment B.  ACT will work directly with the MWAs to finalize the registration process, and discuss minimum testing facility and proctor standards.  It takes approximately two weeks to set up an MWA including each of its one-stop service center locations as a RegiSTAR Agency.  Once an MWA is set up as a “RegiSTAR Agency,” ACT will deliver MI NCRC certificates to the MWA administrative office on a weekly basis.  Each MWA will be responsible for distributing certificates to individual service centers.  MWAs referring participants to partner agencies will need to work with the partner agency to ensure participant scores and certificates are recorded and transferred.

WorkKeys Solutions Providers (WSPs)

Michigan Works! Agencies (MWAs) that are also WorkKeys Solutions Providers (WSPs), and in that capacity providing services for a fee to their area employers, will be required to work with ACT and DELEG staff to establish the necessary procedures to assure that the Michigan National Career Readiness Certificate (MI NCRC) testing results funded by DELEG are reported to DELEG.  In this connection, WSPs will be able to continue with business as normal as it relates to their corporate outreach activity while establishing a RegiStar reporting portal specifically for the purpose of assuring that 

MI NCRC funded testing results are available to DELEG.
Employer Engagement and Outreach

To ensure the success of MI NCRCs, the value of a nationally recognized career readiness certificate must be realized throughout the workforce system.  Establishing a clear and common understanding for both employers and job seekers is critical to accomplishing this goal.  In order to stimulate support throughout the workforce system it is necessary to prepare materials for employers, prospective applicants, and other interested parties.  

DELEG/BWT has developed outreach materials for all 25 MWAs, to use which are included as digital file attachments to this policy issuance.  Materials are to be locally reproduced by MWAs, including:

1. Filename “NCRC Fact Sheet-7-1-09” – Michigan National Career Readiness Certificate Fact Sheet

2. File Name “NCRC-Brochure-Template-7-1-09” - Michigan National Career Readiness Certificate Employer Brochure

3. File Name “MI-NCRC-FAQ-7-1-09” – Michigan National Career Readiness Certificate Fact Sheet

4. File Name “Certificate-NCRC-7-1-09” – Employability Skills Completion of Training Certificate

MWAs may also develop and customize supplemental outreach materials, so long as they align with the materials included in this policy issuance. Through the use of the attached outreach materials, each MWA will be responsible for creating and maintaining relationships with local employers, and other relevant partners for the purpose of marketing to and educating employers about the benefits of the MI NCRC.

MWAs must include information regarding the MI NCRC on their agency website.  Information should include, but is not limited to:

•The value of the MI NCRC to employers and jobseeker (see Employer   

  Engagement and Outreach material); and
• Where and when the three core WorkKeys assessments that make up the      
                                    MI NCRC are offered within the MWA’s service delivery area.
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