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The following information constitutes the Policies and Procedures for the Department of
Wor kforce Servi ce s dnvoicilyWw®dess Waler khi &/yoming Career
Readiness Certification (CRC) initiative.

1001 [Wyomingds Career Readiness Certifi

The Wyoming Career Readiness Certification initiative was launched July 9, 2008, for
the purpose of promoting workforce development through career credentialing.

The Wyoming Career Readiness Certificate is awarded to those who have taken and
achieved minimum scores on the Applied Mathematics, Locating Information and
Reading for Information modules of WorkKeys®, a cognitive assessment developed by
American College Testing (ACT), Inc.

Job seekers can use the credential to demonstrate their confirmed workplace readiness
to potential employers upon application for a specific position.

Employers can find the right candidate for the job by looking at which skills the
certificate holder possesses, comparing those to the skills needed to perform jobs at
their company, and identifying areas in which the applicant will need training.

10.02 | WorkKeys®

The Career Readiness Certificates utilizes the WorkKeys® assessment system
developed by the respected researchers at ACT, Inc. in lowa City, lowa - best known for
its widely accepted college entrance examination.

WorkKeys® assessments measure essential workplace skills and provide a useful score
that employers may use to apply objectivity among both job seekers coming into new
positions and incumbent candidates for making promotional decisions. The scores also
allow educators and employers to target training when skill gaps are identified by the
assessment process.

10.03 | Website

Information regarding the Wyoming Career Readiness Certification Initiative may be
located at http://www.wyomingworkforce.org/crc/.
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10.04 | WorkKeys® Modules

The three areas of focus in the WorkKeys® assessment are Applied Mathematics,
Locating Information and Reading for Information.

Applied Mathematics (AM):
This module requires the examinee to solve basic math problems (high school math
skills required) that could surface in the course of the everyday activities of many jobs.

Locating Information (LI):

This module requires the examinee to interpret charts and graphs of varying levels of
complexity/difficulty and to apply their interpretations in order to answer questions about
the information that is being represented on the charts/graphs.

Reading for Information (RI):

This module requires the examinee to read through memos, instructional manuals,
employee handbooks, emails, etc. in order to glean important information from the
materials and then answer test questions based on that information.

To obtain the Wyoming Career Readiness Certificate, the individual needs to pass with
sufficient scores the Applied Mathematics, Locating Information and the Reading for
Information modules of the WorkKeys® assessments.

10.05 | WorkKeys® Achievement Levels

The three levels of achievement, from highest to lowest, are gold, silver and bronze.

Gold: To earn a Gold Wyoming Career Readiness Certificate, the examinee must earn
a level score of at least a 5 on all three assessments in the battery: RI, LI, and AM. A
Gold certificate denotes that the holder is eligible for about 85% of the jobs that have
been profiled by ACT.

Silver: To earn a Silver Wyoming Career Readiness Certificate, the examinee must
earn a level score of at least a four (4) on all three assessments in the battery: RI, LI,
and AM. A Silver certificate denotes that the holder is eligible for about 50% of the jobs
that have been profiled by ACT.

Bronze: To earn a Bronze Wyoming Career Readiness Certificate, the examinee must
earn a level score of at least a three (3) on all three assessments in the battery: RI, LI,
and AM. A Bronze certificate denotes that the holder is eligible for about 30% of the jobs
that have been profiled by ACT.
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For example: A person who scores a four (4) on Applied Mathematics (AM), a five (5)
on Locating Information (LI) and a three (3) on Reading for Information (RI), would
receive a bronze certificate, because the lowest score is a three (3). The lowest score
dictates certificate level; 3 = Bronze, 4 = Silver, 5 = Gold.

20.00 [l ADMINISTERING THE ASSESSMENT

21.00 | Proctors

All proctors must complete ACT WorkKeys® Internet Version Test Administrator training
prior to administering the assessment. Sites included under the Department of
Wor kf or ce Ser vi c eleén ganted raecéss 0 administer either the
internet version or the paper-pencil version of WorkKeys®, or both.

Test administrator training is available online at no charge to individuals who are new to
administering the assessments or those who would like to refresh their skills. The
training includes directions for high stakes testing, internet version training modules,
and a pre-recorded webcast demonstrating the internet version testing process.

The internet version training provides a method to practice using the system at no
charge.

Proctors can receive training at their own pace and access the modules as often as
needed.

Use the following URL to access the WorkKeys® Test Administrator training site:
http://www.act.org/workkeys/reference/training.html

Username: Admin Password: Training

If you have questions or concerns while going through the WorkKeys® training modules,
please contact the ACT, Inc® WorkKeys® trainer:

Mary Lewis
ACT WorkKeys®
101 ACT Dirive
PO Box 168
lowa City, IA 52243-0168
Phone: 1-800-WORKKEY (967-5539)
Fax: 319-337-1585
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22.00 | Examineed Personal Info

Please ensure that the examinee provides his/her accurate mailing address when
prompted to do so during the registration process. This will help ensure that any
Wyoming Career Readiness Certificate the examinee may earn is sent to the correct
address.

IMPORTANT: If the person is re-taking a module or taking modules on different days,
please make sure the following five pieces of personally identifying information are
entered exactly the same each time, to avoid any potential information conflicts:

first name
last name
examinee ID
month of birth
day of birth

= =4 =4 -4 -9

For example: If a person registers fort he f i r st round of testing
registers the second time he tests asxiatédMi c hae
with each ot her i heref@,Tfa bigher-teveb(R@ weresearned as a

result of the re-take but ACT did not recognize that fact, DWS would be unaware, and

thus unable to issue a new CRC.

It would also be beneficial to ask for a phone number during registration where the
examinee can be reached in the event of a certificate being returned as undeliverable to
the Department of Workforce Services (DWS).

30.00 [ WORKKEYS®SCORE RELEASE FORM

The WorkKeys® Score Release form is required for any WorkKeys® testing done under
the license of the Wyoming Department of Education (for example, during the statewide
ACT testing window), if the student is interested in receiving a Career Readiness
Certificate (CRC). The release form is only needed if the assessment will involve a data
transfer of WorkKeys® scores between the Departments of Education and Workforce
Services.

If a data transfer between the Department of Education and the Department of

Workforce Services will be involved, the WorkKeys® Score Release form step is crucial

and must be completed (except for the scores) before the assessment begins. Be sure

that the examinee legibly fills out all applicable sections of the form. This form is the

aut horization for the Department of Worskforce
from the Department of Education and issue t h e i ndividual 6s Car ece
Certificate.

Page6 of 27
Created 016/10/2011



The testing site should follow the instructions on the form for submission. The
WorkKeys® Score Release form is attached in Appendix A.

40.00 ACCOUNT NUMBER AND REALM NUMBER

The State of Wy oatdountgndinsber @and ghte comect testing site realm

number assigned under the St at e of Wy 0 mi atgpuns nuncbarsrusi bee r

utilized for the WorkKeys® assessment to ensure that all examinees appear on the

Department of Wor kf or ces uSeceive anye\sydming €aseeri n g

Readiness Certificate issued without delay.

Additionally, with the correct information supplied in this step, the number of CRC
recipients can be accurately totaled and statistical information maintained by DWS for
the marketing and success of the program.

The accuracy of the information provided in this step is extremely important. All
assessments performed for the purpose of the examinee receiving a Wyoming Career
Readiness Certificate must be completed using:

1. The State of Wyomingds cansdt omer number

2. The specific realm number assigned for each testing site

ACT uses the customer number and realm number for each site to invoice the Wyoming
Department of Wor kf orce Ser vi ces @ssebsments dome undet
our license at each of our satellite testing locations (thefic hi | i Eachfi @esiol id
established with its own realm number for testing.

If a testing site does not utilizet he St at e o dorretVygustomenmyrdber and
their assigned realm number, then the testing site itself is invoiced by ACT. The
Uniform Resource Locator (URL) provided upon the establishment of the testing site
under the DWS customer number contains the testing site® unique realm number. The
last portion of the URL is the testing site® specific realm number. When the correct URL
is used, the expenses resulting from administering the assessments will automatically
be invoiced to the Wyoming Department of Workforce Services. It is very important to
enter the URL into the browser (when registering examinees AND when administering
the assessments) exactly as it was provided to the testing site by ACT, Inc®.

Forthe Depart ment of Wo r WMSpACT,dnc®Testomdr nuenlsed and a
list of realm numbers, please refer to Appendix B.

50.00 [l WorkKeys® CAREER READINESS CERTIFICATION FEES

51.00 | Assessment Fees
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The division of the assessment fees is as follows:

ACT WorkKeys® Applied Mathematics Testing Fee $5.50
ACT WorkKeys® Locating Information Testing Fee $5.50
ACT WorkKeys® Reading for Information Testing Fee $5.50
ACT WorkKeys® Electronic Log File Fee $2.75
Proctoro6s Applied Mat hemat i c|/ $10.00
Proctords Locati*ng I nformat. $10.00
Proctords Reading* for I nforn $10.00
DWS Certificate Printing & Mailing Fee $2.75

TOTAL.: $52.00

The ACT WorkKeys® Applied Mathematics, Locating Information and Reading for

Information Testing Fees are invoiced directly to the Department of Workforce Services

by ACT when the testing site utilizeaswlthe he St
correct realm number for testing. The Department of Workforce Services will be

invoiced by ACT and will pay the $5.50 testing fee for each module directly to ACT.

The ACT WorkKeys® Electronic Log File Fee is also invoiced directly to the Department

of Workforce Services by ACT when the testin
account number and the correct realm number for testing. The Department of Workforce

Services will pay the $2.75 electronic log file fee directly to ACT.

The proctor fees for the Applied Mathematics, Locating Information, and Reading for
Information are $10.00 for each module provided. For example, if a testing site only
administers one of the three modules to an individual, then the testing site should only
invoice the Department of Workforce Services for $10.00, not the full $30.00 proctor fee
for that individual (see Section 70.00, Documentation, regarding invoice requirements).

*For assessments administered at Wyoming High schools, the Wyoming
Department of Education has chosen to waive the ten dollar ($10) proctor fee for
each module or thirty dollars ($30) for all three modules, making the total cost of
the three modules twenty-two dollars ($22) for those who are assessed at the
high schools.

The $2.75 DWS Certificate Printing and Mailing Fee is maintained by the Department of
Wor kf orce Services t o c oneueredintthk grintiaggpeecessy 6 s e x p e

52.00 | Re-Testing Fees

If the examinee decides to re-take a module (i.e. Applied Mathematics) of the
WorkKeys® assessment to either complete successfully or attempt a more desirable
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score, then the individual is responsible for paying all fees associated with the re-
testing.

The total cost for re-testing in one module would be $21.00, divided as follows:

ACT Applied Mathematics Testing Fee $5.50
ACT Electronic Log File Fee $2.75
Proctoros Applied Mda $10.00
DWS Certificate Printing & Mailing Fee $2.75

TOTAL $21.00

If the examinee is re-taking two modules at the same time, the price would be thirty-six
dollars and fifty cents ($36.50). If the examinee is re-taking all three modules, the cost
is the full fifty two dollars ($52.00) or the standard fee.

60.00 [ PAYMENT AND INVOICING METHODS

The two invoicing procedures listed below assume that the individual is taking all three
modules of the WorkKeys® assessment required to obtain the Career Readiness
Certificate at one time: Reading for Information, Locating Information, and Applied
Mathematics.

If the individual is taking less than three modules of the WorkKeys® assessment at a
time, then the testing site will have to apply the applicable fees listed in Section 50.00,
WorkKeys® Career Readiness Certification Fees of this &VorkKeys®Wyoming Career
Readiness Certification Testing Site Policies & Procedures Handbookd .

61.00 | If the Examinee Personally Pays the Assessment Fee

The testing site collects the payment (cash, check or credit card, depending on the local
fiscal policies of the testing site) from the examinee.

The testing site will retain the proctor fees.
The Department of Workforce Services is invoiced by ACT for the testing.

The Department of Workforce Services will invoice the testing site on a monthly basis
for the test, log file, and printing fees for each examinee.

If the Examinee uses a Wyoming Department of Workforce Services

62.00 WorkKeys® Assessment Fee Waiver Form

The WorkKeys® Assessment Fee Waiver form/flow chart is attached as Appendix C.
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Due to different funding sources for the Career Readiness Certification initiative, three
(3) different procedures exist for submitting invoices using the WorkKeys® Assessment
Fee Waiver form, listed below in Sections 62.01 and 62.02 for third party testing sites.
For DWS Workforce Center testing sites, instructions are contained in Section 62.03.

The Workforce SpecialisttWIA Case Manager with the Department of Workforce
Services provides the completed WorkKeys® Assessment Fee Waiver form to the

examinee. The waiver form must have the Case Manager/Workforce Specialistd s

original signature to be considered a valid form of payment.

NOTE: DWS policy allows for clients to be granted a fee waiver on the WorkKeys®
assessment one time only, unless they are a WIA participant (WIA participants
are granted fee waiver for a pre-test and again for a post-test for a total of 2
assessments in each of the three modules.), or unless special permission is
established.

The two (2) different procedures for invoicing the Department of Workforce Services are
based on the DWS Case Manager/Workforce Specialist6 s compl et i on
section provided on the WorkKeys® Assessment Fee Waiver form:

Check one of following that describes the client:

1. Does not qualify for WIA/VR funding or have sufficient means to provide payment.
2. Employer is test-driving WorkKeys® (limit one applicant per company)

Name of Company:

E-mail Address:

3. Department of Workforce Services Employee
4. WIA Participant

The Department of Workforce Services Case Manager/Workforce Specialist shall make
acasenoteint he c | i e Wydning dt Worlethabtime individual was provided a
WorkKeys® Assessment Fee Waiver form.

The Case Manager with the Department of Workforce Services provides the original
signed WorkKeys® Assessment Fee Waiver to the examinee to be presented to the
testing site administrator as payment at the time of the assessment.

Invoice Procedure #1 for the WorkKeys® Assessment Fee Waiver Form i

62.01 Box 1, 2,or3

If boxes, 1, 2 or 3 are marked on the WorkKeys® Assessment Fee Waiver form under
the€Check one of the following,that descri

a. The funding used is general funds of the State.
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b. The Department of Workforce Services is invoiced by ACT for the testing.

c. The testing site sends an original invoice (see Section 70.00,
Documentation, regarding invoice requirements) for the $10.00 proctor fee
for each module of the assessment, with the original waiver form attached,
to the following address:

Department of Workforce Services
Attn: Fiscal Division

122 W. 25" Street, 2E

Cheyenne, WY 82002

d. Thisis a $30.00 fee if the individual is taking the three modules required to
obtain the Career Readiness Certificate (Applied Mathematics, Locating
Information and Reading for Information).

If the individual is taking less than the three modules, the testing site will
need to adjust the $30.00 fee based on the applicable fees listed in
Section 50.00, WorkKeys® Career Readiness Certification Fees.

62.02 Invoice Procedure #2 for the WorkKeys® Assessment Fee Waiver Form i

Box 4

If box 4 is marked on the Workkeys®As s e s s me n't Fee Waiver
one of the following that describes the

a. The funding used is federal funding provided under the Federal
Workforce Investment Act (WIA). WIA was designed to "increase the
employment, retention and earnings of participants, and increase
occupational skill attainment by participants, and as a result, improve the
quality of the workforce, reduce welfare dependency, and enhance the
productivity and competitiveness oft he Nati on. 0

In Wyoming, the Federal Workforce Investment Act (WIA) program is
administered by the Wyoming Department of Workforce Services (DWS).

Eligible clients, in consultation with their case manager, can purchase
testing services under WIA. To begin this process, the DWS Case
Manager will fill out a WorkKeys® Assessment Fee Waiver form and
check box 4, indicating that the client is a WIA participant and sending the
form with the client to present to the testing site as payment for the
assessment.

b. The Department of Workforce Services is invoiced by ACT for the testing.
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c. Upon completion of the assessment, the testing site sends an original
invoice (see Section 70.00, Documentation, regarding invoice
requirements) for the $5.50 ACT WorkKeys® Testing Fee for each module
of the assessment administered, the $10.00 Proctor Fee for each module
of the assessment administered, the $2.75 ACT Electronic Log File Fee,
and the $2.75 DWS Certificate Printing & Mailing Fee, with the original
waiver form attached, to the address of the Workforce Center listed on
the WorkKeys® Assessment Fee Waiver form.

d. This is a $52.00 fee if the individual is taking the three modules required
to obtain the Career Readiness Certificate (Applied Mathematics,
Locating Information and Reading for Information).

If the individual is taking less than the three modules, the testing site will
need to adjust the $52.00 fee based on the applicable fees listed in
Section 50.00, WorkKeys® Career Readiness Certification Fees.

e. The Department of Workforce Services Workforce Center will create a
WIA voucher to pay the testing site for the assessments. The provider on
the voucher will be the assessment center where the testing took place.
The case manager will then attach the original WorkKeys® Assessment
Fee Waiver Form to the WIA voucher as backup documentation.

63.00 | Incorrect Realm or Account Number for Testing

Ifatesti ng site does not use the State of Wyomincg¢
has been invoiced by ACT for the testing fees, then the Department of Workforce

Services will reimburse the testing site the $5.50 for each module testing fee, the $2.75

Electronic Log File Fee and the $10.00 for each module proctor fee. The Department of

Workforce Services will maintain the $2.75 DWS Certificate Printing and Mailing fee.

In addition to the required documentation listed in Section 70.00, Documentation, of this
WorkKeys®/Wyoming Career Readiness Certification Testing Site Policies &
Procedures Handbook, the Department of Workforce Services will need the following
additional documentation in order to manually enter the individuald6 s 1 nf dantortheat i o n
DWS testing database, send the individual their Career Readiness Certificate, and pay

the invoice:

1. A statement from the college indicating that the
individual should have been tested for the ACT
WorkKeys®/WY Career Readiness Certificate under the
Department of Wor kf or ce Servicesd testing r
were erroneously tested under the testing sited s
separately maintained realm.
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2. The i ndiWoikkeys3 Registration Confirmation
form (see Appendix D)

3. The i ndiWoikkeysd Officel Skill Report (see
Appendix E)

64.00 | Paper/Pencil Assessment Procedures

The testing site staff shall designate one to four days per month when they will carry out
all paper/-pencil-based WorkKeys® assessments. The testing site administrator must
order the paper/pencil supplies for the assessment at least three (3) weeks prior to the
date they plan to carry out the pencil/paper testing.

The ACT WorkKeys® Assessments and Materials Order Form for Pencil/Paper testing
for Government/Education sites is attached as Appendix F.

1. Pencil/Paper Testing Site Codes: When a testing site orders paper/pencil
materials for the first time under the DWS/ACT contract from ACT, in Step 4
(on page 5) of the ACT WorkKeys® order form under the Site Information section,
the testing site musti n d i &@& ei rEhetkha@x in response to the question:

AiHave you eWakkey’mdeeedal s before?o

By i ndi c aAdT wid theim BsSign,a site code to the testing site which will
reflect its position under the DWS umbrella network of sites. The testing site
administrator must then use the newly assigned paper/pencil site code that ACT
will issue each subsequent time materials are ordered for the paper/pencil based
testing under the Wyoming DWS/ACT contract. The newly assigned paper/pencil
site code will be listed on the packing slip which the testing site will receive with
the testing material shipment when it arrives at the testing site.

*IMPORTANT NOTE: Some testing sites may have administered WorkKeys® for
other purposes before entering into this partnership with the Wyoming
Department of Workforce Services. Sites that had previously administered the
paper/pencil-based version of the assessment may have a site code that is
associated with that older license. Please do not use an old site code. Follow the
instructions above to have ACT issue you a new site code that is associated with
testing provided under the statewide license of the Wyoming Department of
Workforce Services.

2. 6Bi | | T o6: Tlhhnef oorBmaltli othod i nf or ma formahould
be completed as follows:

Name: Angie Buchanan

Title: Chief Financial Officer

Institution/Business: | WY Dept. of Workforce Services
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Street Address: 122 W. 25" Street, Herschler Bldg 2E
City: Cheyenne
State/Zip: WY/82002
Phone: 307-777-6152
Fax: 307-777-5857
[ angie.buchanan@wyo.gov

E-mail:
70.00 fiDOCUMENTATION

The Department of Workforce Services requires the testing site to submit an itemized
invoice indicating:

V the examineed first and last name,

V the date the assessment was taken, and

V the module or modules of the assessment taken (i.e., Applied Mathematics,
Locating Information, Reading for Information)

The original WorkKeys® Assessment Fee Waiver form must be submitted with the
original invoice, if applicable.

80.00 [ CERTIFICATES

The Department of Workforce Services will receive the scores automatically from ACT

through an electronic log file on a weekly basis. As the department receives the scores,

the certificates are printed and mailed to the examineed s h ome addluriegthe | i st e
registration process online (Refer to Section 22.00, Examinee6 s Addr ess) .

90.00 [JlCONTACT INFORMATION

The foll owing Depart me n temployees ¥houldkbie ccontacted Ser vi ¢
regarding the Wyoming WorkKeys® Career Readiness Certification (CRC) Initiative:

Amelia Kelso Tobi Wickham
Career Readiness Program Manager Employment/Training Administrator
Phone: (307) 256-0649 Phone: (307) 777-8960
Fax: (307) 742-4464 Fax: (307) 777-5857
amelia.kelso@wyo.gov tobi.wickham@wyo.gov
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100.00 [ DEFINITIONS

In this document, these terms are defined as follows:

Account/Customer Number 7 The Wyoming Depart ment of Wo r

account or customernumber i s considered the Oparent site
account/customer number is the highest level of identification with the realm number
considered the o6child sited as the second | ev

ACT, Inc. - American College Testing, Incorporated.

CRC/WY CRC i The Wyoming Career Readiness Certificate issued by the Wyoming
Department of Workforce Services. The Career Readiness Certificate is obtained upon
successful completion of the Applied Mathematics, Locating Information and Reading
for Information modules of the WorkKeys® assessment.

DWS/WY DWS - The Wyoming Department of Workforce Services is a state agency
within the executive branch of the Wyoming State government.

Examinee - The individual taking the WorkKeys® assessment.

Testing Site Administrator - The individual who has completed the ACT proctor
training and is authorized to administer the WorkKeys® assessment.

Testing Site i The place, scene or point where the testing site administrator presides
over the examinee during the assessment.

Module i An educational unit which covers a single subject or topic.

Realm Numberi The testing siteds domain number whic
site | ocati on. The real m numberthe Wgomingonsi de
Depart ment of Wor kf orce Servicesbdé account or
siteod.

WorkKeys® ACT , |l nc. s vocational ability assessme
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Release form used for all high school students testing under the umbrella of the
Wyoming Department of Education.

WorkKeys® Score Release Form

WorkKeys A(:T®

—

l, , grant my permission for the Wyoming
Department of Education to release my scores on the WorkKeys® assessment to the
Wyoming Department of Workforce Services for the purpose of issuing me a statewide
Wyoming Career Readiness Certificate and tracking/storing Career Readiness
Certification statistics over time throughout the state.

Student 6s Printed Name

Studentbés Signature Date

Parent/ Guardi ands Prisunderage1®yame (i f student

Parent/ Guardi ands Signature (if student Date

Printed Name of High School Representative verifying accuracy of reported scores

Signature of High School Representative verifying accuracy of reported scores Date

Applied Mathematics Score Locating Information Score Reading for Information Score
Mailing Address* Studenté6s Phon
City State Zip Code

*Will be used solely for delivering the career readiness certificate to the examinee i please write legibly.

Please fax this form to: 1-307-742-4464

Appendix AT WorkKeys Score Release Form for Wyoming Dept. of Edanati
Last Updatedn 6/10/2011



The WyomingDepart ment of Woceustdmermaaant Buembevd rc espa rvwtmACT i5:113583897.
The realm o rchildsite6 number s for eachreasdgdldws:ng site | ocati on

Site Name to Use When Ordering Materials | Site Name/Location Realm #
1 | AftonWorkforceCenter WY Dept of Workforce Services - Afton Workforce Center 171630148
2 | CasperCollACTPrctringCntr Casper College Academic Testing Center - Casper (WY DWS) 74825636
3 | CntrlwyomingCollRiverton Central Wyoming College - Riverton (WY DWS) 74825638
4 | Cody Workforce Center WY Dept of Workforce Services - Cody Workforce Center 171655433
5 | CWC Dubois Outreach Central Wyoming College - Dubois Outreach (WY DWS) 99786137
6 | CWC Jackson Outreach Central Wyoming College - Jackson Outreach (WY DWS) 99761980
7 | CWC Lander Outreach Central Wyoming College - Lander Outreach (WY DWS) 99761986
8 | CWC Thermopolis Outreach Central Wyoming College - Thermopolis Outreach (WY DWS) 99761992
9 | DouglasWorkforceCenter WY Dept of Workforce Services - Douglas Workforce Center 171590317
10 | EstrnWymngColGlInrckOtrch Eastern Wyoming College Glenrock Outreach (WY DWS) 74832870
11 | EstrnWymngColGrnsyOtrch Eastern Wyoming College Guernsey Outreach (WY DWS) 74832848
12 | EstrnWymngCollDglsMnCmps Eastern Wyoming College - Douglas Main Campus (WY DWS) 74832826
13 | EstrnWymngCollHulttOtrch Eastern Wyoming College - Hulett Outreach (WY DWS) 74832829
14 | EstrnWymngCollLuskOtrch Eastern Wyoming College Lusk Outreach (WY DWS) 74832843
15 | EstrnWymngCollMrcrftOtrch Eastern Wyoming College Moorcroft Outreach (WY DWS) 74832836
16 | EstrnWymngCollSndncOtrch Eastern Wyoming College Sundance Outreach (WY DWS) 74832834
17 | EstrnWymngCollTrngtn Eastern Wyoming College - Torrington Main Campus (WY DWS) 74832821
18 | EstrnWymngCollUptnOtrch Eastern Wyoming College Upton Outreach (WY DWS) 74832839
19 | EstrnWymngColNwcstlOtrch Eastern Wyoming College Newcastle Outreach (WY DWS) 74832841
20 | EstrnWymngColWhtlndOtrch Eastern Wyoming College Wheatland Outreach (WY DWS) 74832855
21 | KellywalshHghSchoolCasper Kelly Walsh High School - Casper (WY DWS) 74832926
22 | LaramieCntyComColChynne Laramie County Comm. College - Cheyenne (WY DWS) 74832877
23 | LrmieCntyComColChynneWAFB Laramie County Comm. College - Cheyenne WAFB (WY DWS) 74832883
24 | LrmieCntyComColLaramie Laramie County Comm. College - Laramie (WY DWS) 74832886
25 | LrmieCntyComColPineBluffs Laramie County Comm. College - Pine Bluffs (WY DWS) 74832891
26 | McMurryTrainingCenter Mcmurry Training Center 192470273
27 | NatronaCoSchoolsTLC Transitions Teaching and Learning Center 186820851
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28 | NewcastleWorkforceCenter WY Dept of Workforce Services - Newcastle Workforce Center 211812374
29 | NrthwstCollegeCodyCntr Northwest College - Cody Center (WY DWS) 74832808
30 | NrthwstCollegeWorlandCntr Northwest College - Worland Center (WY DWS) 74832813
31 | NrthwstCollPowellMainCmps Northwest College - Powell Main Campus (WY DWS) 74825640
32 | NWCCD ITEC Gillette Coll NWCCD ITEC Gillette College (WY DWS) 74820516
33 | NWCCD ITEC Sheridan Coll NWCCD ITEC Sheridan College (WY DWS) 74825632
34 | PlumbersPipefittersUn192 Cheyenne Local Plumbers and Pipefitters Local Union 192 192470147
35 | RegionalJuvenileDetnCntr Regional Juvenile Detention Center - Casper (WY DWS) 86916823
36 | Sheridan Workforce Center WY Dept of Workforce Services - Sheridan Workforce Center 166133433
37 | Wind River Tribal CC Wind River Tribal Community College (WY DWS) 86916821
38 | Worland Workforce Center WY Dept of Workforce Services - Worland Workforce Center 192520992
39 | WstrnWYCCRckSprngsMain Western WY Comm. College - Rock Springs - Main (WY DWS) 74832893
40 | WWCCAftnStrVIlyBOCESOtrch WWCC Afton/Star Valley BOCES Outreach (WY DWS) 74832896
41 | WWCCBIigPineyBOCESOtrch WWCC Big Piney BOCES Outreach (WY DWS) 74832901
42 | WWCCBridgerVlyBOCESOtrch WWCC Bridger Valley BOCES Outreach (WY DWS) 74832924
43 | WWCCCkvilleBOCESOtrch WWCC Cokeville BOCES Outreach (WY DWS) 74832904
44 | WWCCEvanstonOutreach WWCC Evanston Outreach (WY DWS) 74832910
45 | WWCCGreenRiverOutreach WWCC Green River Outreach (WY DWS) 74832912
46 | WWCCKemmererBOCESOtrch WWCC Kemmerer BOCES Outreach (WY DWS) 74832914
47 | WWCCMdcnBowEIKMtBOCESOtrh WWCC Medicine Bow/Elk Mountain BOCES Outreach (WY DWS) 74832916
48 | WWCCPinedaleBOCESOtrch WWCC Pinedale BOCES Outreach (WY DWS) 74832918
49 [ WWCCRwInsBOCESOtrchCCHEC WWCC Rawlins Outreach - CCHEC (WY DWS) 74832920
50 | WWCCSrtgEncmpntBOCESOtrch WWCC Saratoga/Encampment BOCES Outreach (WY DWS) 74832922
51 | WYDptCrtsWYHnrCsrvtnBtCmp WY Dept of Corrections - WY Honor Conservation/Boot Camp (WY DWS) | 74832930
52 | WYDptofCrctnsWYHnrFarm WY Dept of Corrections - WY Honor Farm (WY DWS) 74832935
53 | WYDptofCrctnsWYStPntntry WY Dept of Corrections - WY Sate Penitentiary (WY DWS) 74832940
54 | WYDptofCrctnsWYWmnsCntr WY Dept of Corrections - WY Women's Center (WY DWS) 74832928
55 | WYMediumSecuritylnst WY Dept of Corrections - WY Medium Security Institution Torrington 221229480
56 | WyomingDeptofWrkfrcSrvcs Wyoming Department of Workforce Services - Cheyenne Office 74780915

If your site is not listed here, contact Amelia Kelso at amelia.kelso@wyo.gov if you need to confirm your realm number.
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WYOMING DEPARTMENT OF WORKFORCE SERVICES
WORKKEYS® ASSESSMENT FEE WAIVER FORM

Name:

Street Address:

City, State, Zip Code:

Assessment Center/College:

Modules Approved for Waiver Applied Mathematics Locating Information
(please check all modules approved for - -

reimbursement)
Reading for Information

Check one of following that describes the client:
1. Does not qualify for WIA/VR funding or have sufficient means to provide payment.

2. Employer is test-driving WorkKeys® (limit one applicant per company)

Name of Company:

E-mail Address:

3. Department of Workforce Services Employee
4. WIA Participant

Instructions to the Testing Site Administrator:
If boxes 1, 2 or 3 are marked above, please submit this original waiver form with an invoice for the applicable fees,
referencing the client, to the following address:
Department of Workforce Services
Attn: Fiscal Division
122 W. 25" Street, 2 East
Cheyenne, WY 82002
If box 4 is marked above, please submit this original waiver form with an invoice for the applicable fees, referencing the
client, to the Workforce Center address listed below.

Name of DWS Representative:

Title:

Workforce Center:

Address:

City, State, Zip:

DWS Representative
Signature:

Date (waiver expires 90 days from this date).

Instructions to DWS Representative:
1. Keep a copy of this form on file at the Workforce Center and make a case note that a waiver was provided.

2. Provide the original form to the client to be submitted to the testing site administrator.
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WorkKeys Waiver Form Flowchart
Last Updated 6/10/2011
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ACT: WorkKeys Online Registration System

Confirmation of WorkKeys Registration Submitted
Please print this page and take it with you to the testing site.

Name: Amelia E McLaughlin

The User ID assigned to you: SYSWK343 - You will need your User ID in order to test.

You registered for the following ~ Applied Mathematics
WorkKeys test(s): Locating Information
Reading for Information

Your test site: WorkKeys at Iccc3
1400 E College Dr

Cheyenne
WY
82009

You must contact the site to schedule a day and time for testing.
The contact person

for this test site: Mary Ellen Tast

Telephone Number: 3077781146

Bring with you to the testing site:
1. this confirmation page showing User ID

2. photo ID
3. basic four-function calculator if taking Applied Mathematics test
4. credit card (if paying for this test yourself)

https://actapps.act.org/wkreg/confirmation.do?action=go
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Official
Skill Report

WorkKeys

ACT

CBT53132- 005003 - 1
WorkKeys ®
Summary

Report for: AMELIA E MCLAUGHLIN
Test Site: WorkKeys at lccc3

Report Date: 04/18/2008

Applied Mathematics (Levels range from 3 to 7) Level: 6 Scale Score: 83 Test Date: 04/18/2008

This person scored at Level 6. Individuals with Level 6 skills can set up and solve problems containing
extraneous information or information presented out of logical order and involving multiple-step calculations
on a mixture of whole numbers, fractions, decimals, or percentages.

Locating Information (Levels range from 3 to 6) Level: 5 Scale Score: 84  Test Date: 04/18/2008

This person scored at Level 5. Individuals with Level 5 skills can correctly use complicated workplace
graphics, such as complex forms and tables, multivariable graphs, and detailed diagrams, to compare trends
and main points, and/or summarize information within a single graphic or across more than one graphic
representing related information.

Reading for Information (Levels range from 3 to 7) Level: 6 Scale Score: 84  Test Date: 04/18/2008

This person scored at Level 6. Individuals with Level 6 skills can understand reading materials with a
substantial amount of detail about a topic, such as excerpts from straightforward regulatory and legal
documents, a memo outlining procedures to be followed in the case of injuries, or a rental agreement. They
can correctly apply complex instructions from such reading materials.

We hope you find this WorkKeys information useful. If you have questions about these scores or about the
WorkKeys system or skills, please contact WorkKeys (96), ACT, 2201 North Dodge Street, P. O. Box 168,
Iowa City, 1A 52243.

LS=Level Scores:
Use for selection, promotion, or other individual high-stakes purposes. For more information on Level Scores
go to: http://www.act.org/workkeys/pdf/forms/interp.pdf

SS=Scale Scores:

Use to show growth over time and provide group comparisons in outcome measurement. Not intended for
selection and hiring. Scale Score range: 50-90. For more information on Scale Scores go to:
http://www.act.org/workkeys/pdf/scale_score_interp_guide.pdf

If you have completed three assessments, Applied Mathematics, Reading for Information and Locating
Information, and received at least a level score of 3 for each test, you may qualify for a National Career
Readiness Certificate. Go to www.MyWorkKeys.com to access your scores. An individual can obtain a
certificate, and share testing information with potential employers at this site.
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WorkKeys

Assessments and
Materials Order Form

For Education and Government-Funded Programs
Effective August 16, 2010

Use this order form if you are with:
B An education institution or adult education entity testing your own students

B A government-funded entity testing clients using government funds to pay for the
WorkKeys” assessments

Any organization licensed to resell WorkKeys must use the Assessments and Materials Order
Form for WorkKeys Solutions Providers (WSP). Employers testing their employees or job
applicants must use the Assessments and Materials Order Form for Businesses.

Instructions
Please read this section carefully for information about the ordering process.

B WorkKeys orders must be received at ACT at least three weeks before your scheduled
test date.

B Your materials will be shipped without charge (except for rush shipping) and will arrive
approximately one week before your test date.

B You will be invoiced for the number of assessments scored.

B All assessment materials (used and unused) must be returned to ACT immediately after
each testing session. Your site pays for the return shipping of these materials.

B Order CDs and/or DVDs for the number of testing rooms you expect to use at any one
time. You may have up to 25 examinees in each testing room.

B Make sure you order the appropriate number and type of answer folders for your
assessments. The Listening, Writing, and Business Writing tests require different answer
documents that include a multiple-choice section. (Order one answer document per
examinee.)

B |f you are testing individuals for a second time, indicate your quantities in the Retesting
column to ensure a different form of the test will be shipped.

B Alternative formats needed for examinees testing with accommodations are available for
WorkKeys assessments. Contact WorkKeys Customer Services at 319/337-1550 for more
information.

W After you have completed this order form, fax or mail pages 2-5 to ACT using the contact
information on page 5.

B Call ACT WorkKeys Customer Services at 319/337-1550 if you have questions.

Fax: 319/337-1467 Ed/Gov Order Form 1
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Site Name

Step 1—Order Assessments

To order assessments, enter the number of examinees testing in the appropriate column.

Foundational Skills Assessments

Fee

Assessment Format (bill:goar: ;g;le of g‘rlsatnTthﬂ':; Q;:tr;t;tgnfgr
Applied Mathematics Booklet; multiple choice $5.50 each
Applied Technology Booklet; muiltiple choice $5.50 each
Locating Information Booklet; multiple choice $5.50 each
Reading for Information | Booklet; multiple choice $5.50 each
Observation DVD; multiple choice $8.00 each
Teamwork DVD; multiple choice $8.00 each
Listening CD; written response $10.50 each
Writing CD; written response $10.50 each
Business Writing Booklet; written response $10.50 each

Assessments in Spanish
Applied Mathematics Booklet; multiple choice $5.50 each
Applied Technology Booklet; multiple choice $5.50 each
Locating Information Booklet; multiple choice $5.50 each
Reading for Information | Booklet; multiple choice $5.50 each
Healthcare Assessments
Applied Mathematics Booklet; multiple choice $5.50 each
Locating Information Booklet; multiple choice $5.50 each
Reading for Information | Booklet; multiple choice $5.50 each

“Prices and items are subject to change without notice.

Ed/Gov Order Form

Fax: 319/337-1467
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Site Name

Step 2—Order Answer Documents

The table below will help you order the appropriate answer documents based on assessments ordered in

(O*NET)

Step 1.
Answer Documents Quantity
Multiple-Choice ONLY Answer Folders
Total number of examinees taking multiple-choice tests ONLY.
Combined Answer Documents
Total number of examinees taking Listening andfor Writing (with or without multiple-choice tests).
Business Writing Answer Documents
Total number of examinees taking Business Writing (with or without multiple-choice tests).
Answer Folders in Spanish
Total number of examinees taking multiple-choice tests in Spanish.
Assessment Preparation Materials
Item Format Cost* Quantity
Booklet; multiple choice with self-score
Readiness Screening Instrument answer folder and Readiness Administrator's | $2.00 per test
Manual
Proficiency Certificate for Teacher Assistants : $20.00
and Instructional Support Inventory Pt pee] o per package
Proficiency Certificate for Teacher Assistants : $5.00
ONLY Y Paper-and-pencil form per certificate
WorkKeys Practice Tests AM
Individual practice tests available for Applied Booklet: multiple choice and self-score AT
Mathematics (AM), Applied Technology (AT), answer’folderp $2.75 per test m
Locating Information (LI), and Reading for
Information (RFI1) RFI
WorkKeys Preparation Packages Booklet; multiple choice and seff-score i
Individual packages available for Applied answer folder. Each test package includes $5.00 per AT
Mathematics (AM), Applied Technology (AT), estimated skill level, answer 1ust|f|cat:ons,. test package T
Locating Information (L1), and Readling for score guide, testing tips, and guide to skill
Information (RF1) levels. Rl
Assessment Support Materials
Item Format/Description Cost* Quantity
Supervisor’s Manual Booklet for planning, security, coordination, No charge
(1 per administrator) and verbal instructions for test administration 9
- . Booklet in English for planning, security,
apg:Isl?sr"n?:t Atgf:cl’r:‘l‘.si't‘riasltlgtwoll;f)anual coordination, and verbal instructions for No charge
9 pe administering assessments in Spanish
Spanish Test Administration Manual BOOKC:@ in Spanicsih foa;) p:anmng, _secufmy‘ o o
in Spanish (1 per administrator) coordination, and verbal instructions for o charge
administering assessments in Spanish
oo Must accompany each shipment of answer
Site Supervisor’s Header oS ans 16 Ba BeaEd No charge
Building Header Use to sort answer documents by building No charge
Group Header Use to sort answer documents by group No charge
Return Envelopes Use to return answer documents No charge
Analysis of thousands of jobs profiled using
WorkKeys skill scales and based on the $100.00
Occupational Profiles Data CD Occupational Information Network database per CD

*Prices and items are subject to change without notice.

Fax: 319/337-1467

Ed/Gov Order Form
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Site Name

Step 4—Provide Customer Information

Thank you for ordering WorkKeys test materials. Please fill out the information below so we can complete
your order as quickly as possible.

Site Information
Have you ordered WorkKeys materials before?
T |

L1 No

1 Yes WorkKeys site code (if known)

Date(s) you expect to test : Materials must arrive at your site by

Shipping and Billing Information

Materials are shipped by UPS Ground (or comparable method) to arrive approximately one week before your
scheduled test date. ACT will invoice you for rush shipping or any items that require payment with this order. Check
your preferred method of shipment:

- UPS Ground (no shipping charge)
2nd Day Shipping (ACT will invoice your site)
Next Day Shipping (ACT will invoice your site)

Ship to: Bill to (complete if different from “Ship to” address):

Name Name,

Daaoie Buchanan

h " nief Einoncial Officer
e eme S\“/\e\\’ja”{%a,g\f o€ Woakkorce. Senvics
Street/Delivery Address T Iffa
City City C/\’\e,u' — J
State/zIP State/ZIP W \{ % 2000

™ 307- 777 - (IS

E-mail E-mail

cd\QJ'\Q_ .\auc\r\cmox@wu‘o. qov

= 307-117-5357

Purchase Order Number:

4 Ed/Gov Order Form Fax: 319/337-1467
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