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Introduction 
This document was created to help case managers with completing the Comprehensive 
Objective Assessment (OAS), which is required when enrolling participants in SkillUP. Please 
use this as a guide as you navigate through the assessment. Please keep in mind, not all 
aspects of this assessment will apply to every participant enrolled. 

The purpose of the OAS is to thoroughly assess the participant and their situation. Each box 
should be used as a summary of what is selected above it. These should be detailed. The 
exception to this would only be the Overall Note. This section should highlight the participant’s 
situation and the plan in which we have created to assist.   

There should not be any blanks in this assessment. If there is a section that does not apply, 
please note “Not at this time”, “None at this time”, “Not applicable at this time” or something 
similar. 

*Please keep in mind, confidential information should not be shared in this assessment. Please maintain hard 
files of confidential information if necessary. 
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Where to go and how to get there 

Start by selecting “Plan” under the Case Management Profile Tab 

 
Next, scroll to the middle of the screen under “Objective Assessment Summary.” Here, select “Create Objective 
Assessment Summary”. 

 
The next screen will take you to the “General” tab. 
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General  
Enter the program, select the application ID, the region, the office location and enter the assessment create date. Please 
note the office location should ALWAYS be “FSD Partner ____________”. As you scroll you will be able to edit contact 
information and add an alternative contact. At the bottom, enter an overall note explaining the participant’s situation 
overall.  

Please note: if you do not have the exact information regarding LMI as listed below, please use related information that 
your entity policy requires. 
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Overall Note Example: 

Client is interested in employment as a CMT; however, currently lacks the skills, education, and credentials to do so. 
Client needs training to obtain these requirements for employment. They are currently enrolled at State Fair Community 
College to attend beginning on 10/17/2023 and plans to graduate from SFCC 12/2023 with their certificate to be a CMT. 
The client currently possesses the knowledge and skills to complete the following tasks: Provide health care, first aid, 
immunizations, or assistance in convalescence or rehabilitation in locations such as schools, hospitals, or industry, 
Monitor, record, and report symptoms or changes in patients' condition, Psychology knowledge, medicine and dentistry 
knowledge, and more; but is however unable to act as a CMT until credential is obtained from SFCC.  The client has the 
basic skills to successfully complete CMT training and maintain employment as a CMT. They have the interest and 
aptitude to be successful in the field as verified with the Get My Future Interest Assessment results; they scored highest 
in Social, Enterprising and Conventional, both Social and Conventional are in alignment with being a CMT. Client is in 
need of training to increase their skills and education level from some college to s certificate to obtain employment as a 
CMT. Obtaining employment as an CMT would allow for self-sufficiency and allow the client to become free from public 
assistance. The client is seeking financial assistance to pay for training and training related costs as they do not have the 
financial ability to pay for training and training related costs. 

 

After finishing this information, select “Next”. The next screen will take you to the “Expectation” tab.  
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Expectation 
In this section, you will enter information relating to Program Expectations and Employment Expectations. It is important 
to note this should be as detailed as possible. Please make sure to select all applicable options throughout this portion of 
the enrollment.  

  
 

Note Example: 

Client is interested in employment as a CMT; however, currently lacks the skills, education, and credentials to do so. 
Client needs training to obtain these requirements for employment. They are currently enrolled at State Fair Community 
College to attend beginning on 10/17/2023. They plan to graduate from SFCC in 12/2023 with their certificate to be a 
CMT. The client has the basic skills to successfully complete CMT training and maintain employment as a CMT. They have 
the interest and aptitude to be successful in the field as verified with the Get My Future Interest Assessment results. The 
client is seeking financial assistance to pay for training and training related costs as they do not have the financial ability 
to pay for training and training related costs. 

 

Please note, these examples are only examples of the information that should be in this assessment. Real notes should 
include similar information but may not be as long as those shown above. All notes should be comprehensive answers, as 
this is a comprehensive assessment; notes should describe participants situation in entirety.  
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Complete Note Example: 

State Fair Community College, CMT program; client is enrolled and is set to begin class on 10/17/2023. Client plans to 
graduate from SFCC in 12/2023 with their certificate to be a CMT. The client needs financial assistance to pay for training 
and training related costs. Obtaining this credential will allow the client to obtain employment as a CMT which would 
allow for self-sufficiency and allow the client to become free from public assistance.                                                                                                                                                            
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After finishing this information, select “Next”. The next screen will take you to the “Education” tab.  

 

Education 
In this section, enter information relating to Education History and Basic Skills/Education Factors. It is important to note 
this should be as detailed as possible. Please make sure to select all applicable options throughout this portion of the 
enrollment.  
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REMINDER: There should not be any blanks in this assessment. If there is a section that does not apply, please note “Not 
at this time”, “None at this time”, “Not applicable at this time” or something similar. 
After finishing this information, select “Next”. The next screen will take you to the “Degree” tab.  

 

Degree 
In this section, enter information relating to any “Degrees”, a participant may have.  

 

 

After finishing this information, select “Next”. The next screen will take you to the “Certificate” tab.  
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Certificate 
In this section, enter information relating to any “Certificates”, a participant may have.  

 

 
 

After finishing this information, select “Next”. The next screen will take you to the “Employment” tab.  

 

Employment 
In this section, enter information relating to Occupational Transferable Skills and Employment History. If the participant’s 
Employment History was entered in a different area, for example within the Resume, those will show up here 
automatically.  

 

Summary of Skill Assessment Note Example: 

Client is currently employed at Nursing Home. They have previous experience of being a CNA and Direct Support Staff. 
The client has occupational skills from previous employment including patient care, handing out medications, customer 
and personal service, money handling, time management, sales experience, maintaining clean a work environment, 
meeting deadlines, and dietary needs of patients. The client currently lacks the skills and knowledge to become a CMT at 
this time. Client will need the following skills: Prepare and administer medications as directed by a physician, authorize 
drug refills and provide prescription information to pharmacies, collect blood, tissue, or other laboratory specimens, log 
the specimens, and prepare them for testing and more. 
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After finishing this information, select “Next”. The next screen will take you to the “Household & Income” tab.  

 

Household & Income 
In this section, enter information relating to Household & Income. Please note: if your screen is showing the red 
messages below, you will not be able to enter any information here. If this is the case, just choose Next at the bottom of 
the screen.  

 

 

The next screen will take you to the “Work Readiness” tab.  
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Work Readiness 
In this section, enter information relating to Work Readiness and Workplace Behavior. It is important to note this should 
be as detailed as possible. Please make sure to select all applicable options throughout this portion of the enrollment.  
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After finishing this information, select “Next”. The next screen will take you to the “Barriers” tab.  

Barriers 
In this section, enter information relating to Health & Behavioral Observations, Living Environment, Economic 
Factors/Financial Situation, Vocational/Occupational Factors, Other Assistance Received, Barriers to Employment, and 
Access Assessment. It is important to note this should be as detailed as possible. Please make sure to select all applicable 
options throughout this portion of the enrollment.  
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After finishing all the information on this section, select “Next”. The next screen will take you to the “Criminal 
Background” tab.  

Criminal Background 
In this section, enter information relating to Criminal Background, Arrests, and Convictions. Please note if your screen is 
showing the red messages below, you will not be able to enter any information here. If this is the case, document the 
information in the individual’s paper file and choose Next at the bottom of the screen.  

 

 

The next screen will take you to the “Tests” tab.  
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Tests 
In this section, enter information relating to any Tests the participant took during or for the enrollment. These can 
include the WorkKeys, an Aptitude test, Career Interest or Readiness testing etc. Make sure to summarize the results in 
the comment box as shown below.  

 

After finishing this information, select “Next”. The next screen will take you to the final tab, the “Referrals” tab.  

Referrals 
In this section, enter any referrals that are necessary. Many times, there will not be information to enter on this screen. 

 

 After any referrals are entered you will complete the assessment by selecting “Finish”.  

 

 


