How to Complete the Assessment/CAP Form
	Background
During CCS
One on One
Following CCS 


	All mandatory information required by DCS is included in the content of the CCS in addition to local career center information for events and services. The content has been set up so that it is presented in the same order as the four topic categories which are included on the assessment/CAP form:
· Job Search

· Upgrade Skills

· Specialized Services

· Community Resources

The facilitator should stop after each topic section for the customer to complete as opposed to waiting until the end of the CCS. This has resulted in more events being checked off for participation.
Step

Action

1

Provide every customer with a copy of the Assessment/CAP form with CCS packet.
2
Ask customer to fill in customer name and date on Assessment/CAP form.

3
Conduct CCS stopping after each topic section for customer to check off items of interest. (Allow approx 2 minutes after each section for completion).

Step

Action

1

Check Assessment/CAP form for completion including name and date.
2

Continue to market workshops as a critical need for job search readiness if assessment is lacking in a career action plan. 
3
Schedule events in MOSES.

4

Document event dates and times on Assessment/CAP form for each topic section. Use notes sections if needed for additional information.
5

Document date & time for REA status review on Assessment/CAP form.

6

Make an office copy of the completed Assessment/CAP form and provide original to customer.

7

Complete customer CAP in MOSES as required.




