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TIER III COMPETENCY LEARNING PLAN
	PARTICIPANT NAME
	DATE OF BIRTH
	PROVIDER

	
	
	


INSTRUCTIONS

1) Complete cover page (first review only).

2) The facilitator and participant should meet individually to discuss each competency. The facilitator should describe how the competencies were developed by employers, why the competencies are important to career and school success, and how each will be incorporated into the program.  

3) The facilitator should observe the participant’s competencies. Much of the assessment will be done through observation and demonstration throughout the duration of the program.

4) The facilitator scores the participant’s level of functioning (see key below) for each competency standard and enters the score in the appropriate review box. 

5) The facilitator subtotals the scores in each section and then completes the summary section on the last page. The tier progression section should be completed at the end of the program.
COMPETENCIES ASSESSMENT KEY

	JUST BEGINNING

1 point
	NEEDS DEVELOPMENT

2 points
	COMPETENT

3 points

	Has no knowledge of the skill, objective or behavior indicated. Demonstrates only minimal level of aptitude in the competencies required for this tier level.
	Beginning to display knowledge of the skill, objective or behavior indicated. Demonstrates a moderate level of aptitude in the competencies required for this tier level.
	Consistently displays the skill, objective or behavior indicated. Demonstrates high level of aptitude in the competencies required for this tier level.


COMPETENCIES
	TIER III: BASIC SKILLS *
	PRE-TEST
	POST-TEST

	Reading
	Score
	
	

	CASAS Scale Score of at least 246 required to be competent in Tier III
	Date
	
	

	

	Math
	Score
	
	

	CASAS Scale Score of at least 240 required to be competent in Tier III
	Date
	
	


* Note: If participant pre-tests at or above target scores for Tier III basic skills competency, no post-test is needed in that basic skill area.
	TIER III: JOB SEEKING SKILLS
	1ST REVIEW
	2ND REVIEW

	Able to create a professional style resume that can be used during a real job search.

· Portfolio Item: Resume
	
	

	Able to create a professional style cover letter that can be used during a real job search.

· Portfolio Item: Cover Letter
	
	

	Able to complete a job application with no mistakes, good penmanship and no missing information.

· Portfolio Item: Completed Job Application
	
	

	Able to demonstrate appropriate interviewing techniques as evidenced by participation in interviewing exercises.
· Portfolio Item: Mock Interview Critique/Evaluation

· Portfolio Item: Interviewing Sample Questions
	
	

	Demonstrates appropriate work attire through appearance during programming and on the worksite.

· Portfolio Item: Dress for Success Outfit Photo
	
	

	JOB SEEKING SKILL SUBTOTAL
	
	


	TIER III: CUSTOMER SERVICE
	1ST REVIEW
	2ND REVIEW

	Demonstrates excellent communication skills, including eye contact and speaking slowly and articulately.
	
	

	Demonstrates appropriate internal and external customer service.
	
	

	Able to deal calmly with “difficult” or upset customers.
	
	

	Demonstrates the ability to help solve customer problems.
	
	

	Can make appropriate decisions about which problems to handle and when to escalate a problem to a manager.
	
	

	CUSTOMER SERVICE SUBTOTAL
	
	


	TIER III: INTERPERSONAL AND COMMUNICATION SKILLS
	1ST REVIEW
	2ND REVIEW

	Demonstrates ability to work without direct supervision.
	
	

	Displays responsible personal and work behaviors.
	
	

	Develops and maintains productive group relations.
	
	

	Able to work well with people from culturally diverse backgrounds.
	
	

	Demonstrates the ability to speak professionally and so others can understand.
	
	

	Able to actively listen and offer critical observations of what was heard.
	
	

	Uses language appropriate to the work environment.
	
	

	Asks questions and seeks clarification on tasks.
	
	

	INTERPERSONAL AND COMMUNICATION SKILLS SUBTOTAL
	
	


	TIER III: PERSONAL QUALITIES
	1ST REVIEW
	2ND REVIEW

	Understands and can describe workplace culture and can adapt to it accordingly.
	
	

	Has addressed barriers to employment (transportation, child care, etc.).
	
	

	Consistently shows up for work on time.
	
	

	Demonstrates flexibility and adaptability in both one-on-one and group situations.
	
	

	Demonstrates self-management, dependability and positive attitude towards work.
	
	

	Able to accept criticism, responds appropriately and addresses suggested changes in a timely manner.
	
	

	PERSONAL QUALITIES SUBTOTAL
	
	


SUMMARY

Enter the values for each competency pre-test/first review and post-test/second review. Calculate points gained.
	TIER III: BASIC SKILLS
	PRE-TEST
	POST-TEST
	POINTS GAIN

	a) Reading
	
	
	

	b) Math
	
	
	

	TIER III: OTHER COMPETENCIES *
	1ST REVIEW
	2ND REVIEW
	POINTS GAIN

	c) Job Seeking
	
	
	

	d) Customer Service
	
	
	

	e) Interpersonal and Communication Skills
	
	
	

	f) Personal Qualities
	
	
	

	TOTAL (Add together c through f)
	
	
	

	
	
	
	


* Maximum possible score is 72 points.
TIER PROGRESSION

To progress to the next tier, the participant must have met the tier targets in reading, math and overall competency score. Enter the final scores in the table below to determine progression.

	TIER III OVERALL 
	FINAL SCORE
	TIER TARGET
	YES/NO

	Reading
	
	Score 246 or higher?
	

	Math
	
	Score 240 or higher?
	

	Other Competency Score
	
	Score 61 or higher?
	

	DOES PARTICIPANT MEET ALL CRITERIA TO PROGRESS TO THE NEXT TIER?
	


SIGNATURES
Enter the date completed for each review. Both the participant and facilitator must sign below after reviewing the competency learning plan results.
	1ST REVIEW
	DATE COMPLETED:
	

	
	
	
	
	

	
	Participant Signature
	
	Facilitator Signature
	


	2ND REVIEW
	DATE COMPLETED:
	

	
	
	
	
	

	
	Participant Signature
	
	Facilitator Signature
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