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PURPOSE: This guidance describes the purpose and components of the required Individual 
Employment Plan (“IEP”) and Individual Service Strategies (“ISS”)in accordance with the 
Workforce Innovation and Opportunity Act (“WIOA”). 

 
DEFINITIONS:  
 
IEP: A document that shall identifies a set of achievement objectives and a mix of services 
necessary for an individual to reach one or more employment goals. It is  developed from a 
combination of assessments, career planning, and workforce information.  
 

• IEP is  unique to adult, dislocated workers, and employment service programs.  
•  An IEP  can be developed from  a single in-depth interview, evaluation, or assessment or 

the culmination of multiple interviews, evaluations, and assessments.  
• The content of the IEP  should be a roadmap describing the agreed-upon plan of action an 

individual will take to reach their career objectives. 
 
ISS: A document that develops service strategies for youth. It shall identify career pathways that 
include education and employment goals (including, in appropriate circumstances, non-
traditional employment), appropriate achievement objectives, and appropriate services for the 
participant taking into account the assessment conducted, except that a new service strategy for a 
participant is not required if the provider carrying out such a program determined it is 
appropriate to use a recent service strategy developed for the participant under another education 
or training program.  
 
Career Planning: The term "career planning" means the provision of a client-centered 
approach in the delivery of services, designed to: 
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• Prepare and coordinate comprehensive employment plans (such as service 

strategies, individual employment plans, training plans, etc.) for individuals to 
ensure access to necessary workforce investment activities, using where 
feasible, computer-based technologies; and 

• Provide job, education, and career counseling, as appropriate, during a program 
participation and after job placement.  

 

PROCEDURAL GUIDANCE: As a foundational tool, the IEP not only identifies employment 
goals and objectives but also guides the development and documentation of a tailored strategy 
for career seekers to achieve those goals. It is a comprehensive document that plays a pivotal role 
in charting the course for each career seeker's journey toward meaningful employment. The 
IEP/ISS is completed prior to enrollment of career training services.  

An IEP/ISS is composed of several different elements: 

A. Labor Market Information (LMI) 
• Local and country-wide labor trends, job openings, projected growth sectors, etc.  
• As a part of the IEP/ISS, staff can use O*Net Online to provide the information needed 

for the LMI section under the IEP. See Attachment A: Using O*Net Online for LMI and 
Attachment B: Using Kentucky Center for Statistics (KYSTATS) for LMI.   

B. Industry Sectors 
• The IEP should tailor its strategies to align with specific sectors as outline in state plan 

and local/regional plans. By understanding industry-specific requirements and 
expectations, participants are better equipped for success. 

C. Career Seeker Strengths 
• What do the career seekers identify as their strengths? This section allows career seekers 

to identify any strengths that they want the Kentucky Career Center to know, as well as to 
allow them to participate in the process of creating the IEP. 

D. Goals and Challenges 
• A crucial component of the IEP is to clearly define the customer's career goals, revealing 

a concrete direction the career seekers want to follow.  
E. Stressors and Challenges 

• Similar to the registration, the IEP should also list any potential stressors and challenges a 
customer may face both personally and professionally. By addressing these concerns, the 
Kentucky Career Center can create a supportive environment for career seekers' journeys, 
stay informed on how to help, and tailor services for career seekers.  

This IEP shall identify the following: 

• The career seeker’s career goals. 
• Any barriers to employment faced by the career seeker.  
• The career seeker must lack the marketable credentials needed for self-sufficient and 

sustainable employment in the local area. The documented lack of a suitable credential 
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and/or skills must be entered into the client's IEP or Need to Training Criteria section.  
 

The IEP or ISS should be reviewed at least every 90 days to evaluate the progress in meeting the 
achievement objectives outlined in the plan and must be updated to reflect any changes. Updates 
to the IEP or ISS and case notes should be used as instruments to record the progress of the IEP or 
ISS and any changes to the plan. For WIOA youth, the ISS must also contain a follow-up strategy 
after the individual's achievement objectives have been met. 

• Eligibility to receive an individual employment plan for adult and dislocated workers: An IEP 
is an individualized career service that may be provided to any individual who has received a 
full Workforce Innovation Opportunity Act (WIOA) Title I eligibility determination. An 
individual employment plan is developed jointly by the individual and staff and must include 
the following: 
1. Identification of career goal(s), 
2. Appropriate achievement objectives to reach the identified goal(s), 
3. Appropriate combination of services for the individual to achieve the career goal(s), 
4. Information on eligible providers of work/internship experience or training services and 
5. Career pathways to attain career objective(s). 

• Individual service strategy requirement for youth programs – An ISS is similar to an IEP but 
is an activity unique to WIOA youth-funded programs. Development of an ISS is required for 
an individual as a condition of eligibility for WIOA youth programs. An ISS must be 
completed to receive services under any WIOA youth-funded program element and must be 
developed based on needs identified in an objective assessment. An ISS must include: 
1. A direct link to one or more of the 14 program elements, 
2. Identification of career pathways that include education and career goals, 
3. Career planning and 
4. Prescribed achievement objectives and service strategy. 
 

 
REFERENCES: 

• TEGL 19-16, Attachment II 
• 20 CFR 681.320(3), 681.420(2) 
•  20 CFR 680.210(b) 
•  20 CFR 678.430(b)(2) 
• Workforce and Innovation Opportunity Act of 2014, Pub.L. 113-128, Title I and II,   

Sections 3, 129, and 134.   
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Attachment A: Using O*Net Online For LMI 

As part of creating an IEP, staff will need to provide customized LMI to career seekers during 
their one-on-one IEP session. LMI is a collection of data that provides statistical insights into the 
economic conditions of a specific region. It encompasses a range of information, including job 
openings, the number of individuals seeking specific positions, and earnings information for 
federally coded job titles. Using LMI, you will provide participants with information about what 
they should expect from the job they will apply for. 

Staff use LMI to answer key questions related to a career seeker search, including the following:  

• How much can I expect to earn in a specific job? 
• How many openings are available for a specific job in my local area? 
• What kind of training is necessary to secure that job? 
• Will the profession I'm considering experience future growth or obsolescence in the coming 

years? 
• What kind of tools would I be expected to use at this job? 
• Are there any other jobs that might be similar to the jobs I'm applying to? 

 

O*Net Online is a comprehensive LMI database that provides a wealth of information about 
various occupations across the country, including wages, work requirements, and more. O*Net 
Online is also free to any career seeker who wishes to use the resource. Follow the steps below in 
order to gather and record LMI data from O*Net Online: 
 

1. Go to O*Netonline.org on your web browser. 
2. Type in the career seeker's desired occupation. 
3. Find and click the entry that matches. 
4. Review the page with the career seeker. 
5. Find 'Wages & Employment Trends' (see example below). 
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Figure 1. Example of Wages and Employment Trends Screen 

1. Type in the career seeker zip code into 'Local Wages' and press 'Go' 
2. You will see the wages screen for local and state wages (see example below) 

 
Figure 2. Example of Local Wages Screen 

3. Write down the average annual and hourly wages in the location in which the career 
seekers reside (see: West Kentucky nonmetropolitan area) 
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      4. Go back to the Wages and Employment Trends screen, find State Trends, click Select a 
State, Click Kentucky, and Press' Go.' You will see the screen below: 

 

 
1. Review the projected annual job openings in Kentucky (in this example, 460) and 

projected growth by percentage (in this example, 11%). 
2. When you are back in the IEP with the participant, click IEP on the Active Workforce 

Case, go to LMI, press Edit, and click 'Yes' to 'Reviewed the current LMI?". 
3. An example comment under the LMI header in the 'IEP' tab could look something 

like the following: 
"Dental Assistants; Lexington-Fayette area avg. Annually 41,420, avg. July 
19.92, projected. Growth annually of 460 is projected. growth percentage 11%" 

4. Additionally, if applicable, you will click 'Yes' to "Does the LMI indicate marketable 
skills?" and "Based on the current labor market." If you press 'No,' you will be asked 
to explain.  

TIP: As a requirement for the completion of the IEP, you are required to record the LMI pulled 
from O*Net Online in the comments section that reads, "Have you assisted the Citizen in 
reviewing the current LMI?" Please record the average annual wages, average hourly wages, the 
projected growth of a position in percentage, and the projected annual number of openings in the 
comment section.  
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Attachment B: Using KYSTATS For Labor Market Information  

The Kentucky Center for Statistics (KYSTATS) collects and links data to evaluate education and 
workforce efforts in the Commonwealth and compiles its findings into user-friendly dashboards. 
The Occupational Outlook Dashboard and the Kentucky Future Skills Report are great resources 
for career seekers. The Occupational Outlook Dashboard shows long-term occupational 
projections for Kentucky and its Local Workforce Areas. The Kentucky Future Skills Report 
allows users to explore medium-term (five-year) demand by occupation, as well as the historic 
supply of credentialed workers. The instructions for accessing both dashboards are below.  

 

Follow the steps below to view Occupational Outlook data from KYSTATS:  

1. Go to https://kystats.ky.gov/ on your web browser.  
 

 

  

https://kystats.ky.gov/
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2. Click "Labor Market Information" at the top.  

 

 
 
 

3. Click "Future Demand (Employment Projections)."  
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4. Click "Occupational Outlook." 

 

 
 
 
 

5. Select a Workforce Area or Kentucky.  
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6. Click "Full Occupation Listing."  

 

 
 
 

7. Enter the desired occupation into the keyword field. 
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8. Print and share the results with the career seeker.  

Follow the steps below to view Occupational Profiles from KYSTATS: 

9. Go to https://kystats.ky.gov/ on your web browser.  
 

 

 

10. Click "Labor Market Information" at the top.  
 

 
 

  

https://kystats.ky.gov/
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11. Click "Future Demand (Employment Projections)." 
 

 
 

12. Click "Kentucky Future Skills Report."  
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13. Click "Occupational Profiles.  

 

 

 

14. Select a Specific Occupation.  
a. Select a region, if applicable.  

 

 
 
 
 

15. Print and share the results with the career seeker.  


