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                My Personal Goal and Service Plan



EDUCATIONAL ATTAINMENT
Name:









Date: 
My goal is to complete:

____ GED/ High School Diploma

____ Short Term Training (Continuing Education) for _________________________________________
____ Diploma/Degree (1-4 year training programs) for _________________________________________
Actions I will take to achieve my goal:
	GED/AHSD
At:
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Orientation
	
	
	
	

	Attend Class/Lab
	
	
	
	

	Take Tests
	
	
	
	

	Monthly Contact w/ Career Coach
	
	
	
	

	Career Assessments
	
	
	
	

	Plan Next Steps in Education
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Short Term Training

At: 
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Labor Market Info./Assessments
	
	
	
	

	Register
	
	
	
	

	Attend Class
	
	
	
	

	Take Tests/Certifications
	
	
	
	

	Monthly Contact w/ Career Coach
	
	
	
	

	Create/Update Resume
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Diploma/Degree Programs

At:
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Labor Market Info./Assessments
	
	
	
	

	FAFSA Completion: Year 1  2  3  4
	
	
	
	

	Register each Semester
	
	
	
	

	Attend Class
	
	
	
	

	Maintain Grades (provide copies)
	
	
	
	

	Monthly Contact w/ Career Coach
	
	
	
	

	Create Update/Resume
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Possible barriers to my goal:



Solutions to those barriers:
1) 






1)
2) 






2)
3) 






3)
4)  






4)
Strengths and Accomplishments:
1) 






4)
2) 






5)
3)    






6)

Notes:
	DATE
	NOTES/UPDATES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


This Service Plan was developed between me and my Career Coach. I understand that my ultimate goal is to complete my education and enter employment. I agree that I will maintain at least monthly contact with my Career Coach and attend scheduled activities that will assist in my completion. Together, we will review my plan and update it as needed along the way.
________________________________________

________________________________________
Participant Signature/Date




Staff Signature/Date
NOTE: Staff are to record results from assessments in case notes and on the Personal Strengths and Skills Growth Inventory and are to use results to assist you in guiding youth to successful goal completion.
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EMPLOYMENT/WORK EXPERIENCE
Name:










Date:
My goal is to:

____ Enter Employment
____ Complete a Work Experience at _______________________________________

____ Job Shadow at _____________________________________________________

Actions I will take to achieve my goal:
	Enter Employment 

	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Labor Market Info./Assessment
	
	
	
	

	Review of Work Readiness Skills
	
	
	
	

	Create Update/Resume
	
	
	
	

	Job Search
	
	
	
	

	Monthly Contact w/ Career Coach
	
	
	
	

	Career Ladders/Retention
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Work Experience

*Key: Y-Paid/Unpaid Work Exp in WF+
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Review of Work Readiness Skills
	
	
	
	

	Research/discuss work sites
	
	
	
	

	Work as Scheduled
	
	
	
	

	Monthly Contact w/ Career Coach
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Job Shadow

*Key: Y-Paid/Unpaid Work Exp in WF+
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	Review Career Interests
	
	
	
	

	Research/discuss work sites
	
	
	
	

	Attend as Scheduled
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Possible barriers to my goal:



Solutions to those barriers:
1)







1)

2)







2)

3)







3)

4) 







4)
Strengths and Accomplishments:
1)







4)

2)







5)

3)   






6)

Notes:
	DATE
	NOTES/UPDATES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


This Service Plan was developed between me and my Career Coach. I understand that my ultimate goal is to complete my education and enter employment. I agree that I will maintain at least monthly contact with my Career Coach and attend scheduled activities that will assist in my completion. Together, we will review my plan and update it as needed along the way.

________________________________________

________________________________________

Participant Signature/Date




Staff Signature/Date

NOTE: Staff are to record results from assessments in case notes and on the Personal Strengths and Skills Growth Inventory and are to use results to assist you in guiding youth to successful goal completion.

	


	My Personal Goal and Service Plan

Staff Guidance



“My Personal Goal and Service Plan” is used to document the goal and plan of a participant while enrolled in WIA. Every enrolled participant is to have an active Service Plan in either education and/or employment to maintain enrollment. It is expected that staff review and update service plans as necessary at least every six months or when the goal/plan changes which is to be documented under the notes section of the plan. 
Assessments of the participant are to be used to assist staff in completing the Service Plan. Results are to be recorded in WF+ and on the “My Personal Strengths and Skills Growth Inventory”.

Additional spaces have been provided to allow room for additional action steps under the goal and under the notes section. Examples of other action steps you may want to record include: obtaining Career Readiness Certification; attend tutoring; increase reading/math score for literacy/numeracy; attend special scheduled activity specific to youth’s goal; HRD classes; etc.
Multiple Service Plans may be necessary if for example a youth attends multiple short-term training programs. A single Service Plan may be used if for example a youth is enrolled and works towards their GED and moves into additional training.

The Employment and Education Service Plan can be used in conjunction when appropriate.

The Generic/Personal Improvement Plan is optional and can be used when of benefit to the participant to assist them in completing a personal goal or overcoming a personal barrier.

Completing the Service Plan:

Once a goal is identified, it is to be checked on the Service Plan.

Area of training is to be added along with the training provider.

The Responsible Party should be identified as who will be responsible for completing the action steps. This could be an individual’s responsibility to multiple parties to include the Career Coach and/or a partner agency.

The projected start and end dates provide youth with a timeframe of when to complete the action steps. If a projected end date has expired without the action being completed; the plan needs to be updated.

Barriers identified that are addressed through WIA supportive services (as funding allows) should be included on the Service Plan. An example barrier may be tuition expense with a solution as PELL/WIA; childcare fees with a solution as DSS and/or WIA; etc.

The Notes section provides space to add additional actions and to document each review (at least every six months). 

The Service Plan can be completed electronically and printed for the file or hand written.
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GENERIC/PERSONAL IMPROVEMENT
Name:










Date:

My goal is to:

1)

2)

Actions I will take to achieve my goal:
	Goal #1
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Goal #2
	Responsible Party
	Projected Start Date
	Projected Completion Date
	Actual Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Possible barriers to my goal:



Solutions to those barriers:
1)







1)

2)







2)

3)







3)

4) 







4)
Strengths and Accomplishments:
1)







4)

2)







5)

3)   






6)

Notes:
	DATE
	NOTES/UPDATES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


This Personal Plan was developed between me and my Career Coach. I understand that my ultimate goal is to complete my education and enter employment. I agree that I will maintain at least monthly contact with my Career Coach and attend scheduled activities that will assist in my completion. Together, we will review my plan and update it as needed along the way.

________________________________________

________________________________________

Participant Signature/Date




Staff Signature/Date

