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IR I  Tool 6: Initial Assessment

This initial assessment tool provides a guide to the areas you may wish to cover when first
assessing the needs of the beneficiary you are supporting. We highly recommend that
these topics are covered conversationally whilst making notes and that the advisor
fills in the tool after the appointment. You should be able to cover the full content of the
initial assessment in a 15-minute conversation.

At the end you will be able to assess how close the beneficiary is to the job market, as well
as the amount of support they will need. You should also be able to develop a list of clear
actions to address the areas of support needed.

The form also allows you to collect information on their job goals, previous experience,
specific barriers, and their current skillset.




1. Applying for work skills

A - Job ready

(0-4 weeks)

B - Nearly ready (approximate

time frame: 4-8 weeks)
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C - Require direction

8-12 weeks)

(approximate time frame:

D - Requires
in-depth intervention
(approximate timeframe

Beneficiary has a clear

Beneficiary has some ideas of

Beneficiary has unclear or

12+ weeks)

Beneficiary has no

two good references.

identify potential references.

Job goal and realistic job goal. job go‘al,. but thesg could be. unrealistic job goals. job goal.
unrealistic or require expanding.
Beneficiary understands - Beneficiary struggles to Beneficiary doesn’t have
. . . Beneficiary needs to develop . . . . anyone who could act
Selling their strengths, selling heir selli . d identify selling points, P b
Points points and able to utilise their selling points an even with support from as a referee because
confidence on how to use them. . of lack of recent work
them. an advisor .
experience
Beneficiary has an Beneficiary has a good CV but Beneficiary CV is not up to Beneficiary doesn’t
cv up-to-date and role - o date or only contains basic
o needs tailoring to specific roles. . - have a CV.
specific CV(s). information.
Job Beneficiary is confident Beneficiary should be able
. conducting online and to build confidence with Beneficiary has very basic Beneficiary has no job
searching o . : . . ; 4 . ) .
kil offline job searches independent job searching with job searching skills. searching skills.
skills outside of supervision. some assistance.
S - Beneficiary only uses
Awareness Be'neflc.lary 's alreadly Beneﬂaarx should be able to open job market and lacks Beneficiary not currently
. using hidden and open use both hidden and open job .
of job . . . . confidence to approach able to access open or
job market for job market for job search with some i } .
market . employers for hidden hidden job market.
search. assistance. o
opportunities.
S Beneficiary needs some -
A . Beneficiary is aware of . Beneficiary lacks awareness -
ppropriate iate behaviour i assistance to develop a good f iate behaviour i Beneficiary has
behaviour appropriate behaviour in awareness of appropriate of appropriate behaviour in inappropriate views
the workplace. L the workplace. ’
behaviour in the workplace.
Beneficiary doesn’t have
- . - Beneficiary doesn't references or anyone
References Beneficiary can provide Beneficiary needs support to have easily identifiable who act as a referee

references.

because of lack of
recent work experience.




2. Attitude and Motivation

A - Job ready

(0-4 weeks)

B - Nearly ready
(approximate time
frame: 4-8 weeks)

C - Require direction
(approximate time
frame: 8-12 weeks)
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D - Requires
in-depth intervention
(approximate timeframe

Positive outlook (demonstrates a
‘can do’ attitude and engages
positively in conversation with
advisor, only recently unemployed,
good verbal communication skills
and body language).

Confidence

Beneficiary lacks
positive outlook.

Beneficiary is lacking
self-confidence.

12+ weeks)

Beneficiary has severe
confidence issues.

Motivated (arrives on time and
happy to attend appointments,
open to suggestions from the
Motivation |advisor and willing to travel and/or
consider alternative career choices,
communicates a desire for financial
independence).

Beneficiary is quite
motivated but requires
some coaching.

Beneficiary lacks
motivation and may
require a Better
Off Calculation

to appreciate the
opportunities
available.

Beneficiary is completely
unmotivated and closed
to the benefits of
employment.
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3. Skills and Experience

D - Requires In-depth

C - Require direction Intervention: Acute

A - Job Ready (Approximate time frame:

B - Nearly ready (Approximate

(0-4 weeks)

time frame: 4-8 weeks)

Barriers (Approximate

8-12 weeks .
) time frame 12+ weeks)
- Beneficiary needs new Beneficiary needs - .
Beneficiary already nclary . yneses Beneficiary has basic
. qualifications for job goal such numerous qualifications for .
eps _os has appropriate ) . e skills needs (e.g., low
Qualifications L . as construction card, Food job goal or qualifications .
qualifications for job . . . literacy/ numeracy/
Safety but these are relatively that will take considerable X
goal. . . ICT skills)
obtainable (short course etc.) time to complete.
Beneficiary has
recent, relevant work .. Beneficiary has been Hasn’t worked in
Employment ) Beneficiary has been
. experience and has been unemployed for more than 10+ years — no
history unemployed for 6 — 12 months. .
unemployed for less a year. current skills.
than 6 months.
Beneficiary has fair verbal and -
- . - . Beneficiary has poor verbal L
- Beneficiary has strong written communication skills, but . - Beneficiary is not a
Communication . . and written communication .
. verbal and written these could be improved (e.g., . . . native speaker and
skills I . . ! . skills and requires skills
communication skills. going on a confident speaking <UBbOrt has some ESOL needs
course). pport.
Beneficiary doesn't have
Beneficiary has access Beneficiary can access suitable job interview
Self- o . o . : Personal care needs
. to appropriate interview appropriate interview clothes for clothes available and attention
presentation | o for chosen role. chosen role with some advice. needs financial support to '
access these.
- . Beneficiary has internet access
Beneficiary has internet . .. -
. . and an email account but can Beneficiary lacks Beneficiary has no
IT Skills access and has an email . . . . . .
only access these intermittently confidence using email. ICT skills.
account. . ,
(e.g., at the Library/ ICT Café)




IR I  Tool 6: Initial Assessment J

4, Practicalities - Does the beneficiary 5. Additional barriers - Does the beneficiary face any
have access to the following? additional barriers that may require support from an
external agency?

Yes No Yes [\ [

Working mobile

phone number Severe ESOL/basic needs (pre-entry)

Bank account Has a criminal record (not spent/spent)
Identification Has health issues
Childcare Currently has a drug/alcohol dependency

Currently homeless

If you have identified an additional barrier from the list above,
it is likely this individual may need more than 28 weeks support.
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Summary

Job goal

First choice:

Second choice:

Third choice:

What is your ideal salary?

Previous role

Most recent role:

Date role ended:

Key skills
Skill 1:

Skill 2:

Skill 3:

Skill 4:

Skill 5:

Barriers

Barrier 1:

Barrier 2:

Barrier 3:

Barrier 4:

Barrier 5:
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