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POLICY: Basic Skills Deficient  

Effective Date: 10.24.25 
 

☐NEW 
 Revised 
         

 
Purpose 
This policy establishes the criteria for determining basic skills deficiency within the Northwest 
Oregon Works (NOW) region. Its purpose is to clearly outline expectations for identifying, 
assessing, and documenting basic skills deficiencies when serving youth and adults funded under 
Title I of the Workforce Innovation and Opportunity Act (WIOA).  
  
 
Definition  
Basic Skills Deficiency is defined as: 
 
A youth or adult with English reading, writing, or computing skills at or below the 8th grade 
level on a generally accepted, standardized assessment; or 
 
A youth or adult unable to compute or solve problems, or read, write, or speak English at a level 
necessary to function effectively on the job, within their family, or in society. 
 
All youth and adults seeking services funded under WIOA Title I will be assessed at the point of 
eligibility determination and enrollment. Adults identified as Basic Skills Deficient will also 
receive priority of service under WIOA. 
 
Policy 
 
A reliable, valid, and appropriate assessment must be used to determine Basic Skills Deficiency. 
Staff will select the assessment tool most suitable for the participant’s abilities and career goals. 
Acceptable options include: 
 

• Comprehensive Adult Student Assessment System (CASAS) 
• Test of Adult Basic Education (TABE) 
• Quick Screen Reading Assessment 
• National Career Readiness Certificate (NCRC) less than 3 
• Basic Skills Screening Tool 
• Recent school documentation (e.g., Individualized Education Program (IEP), Individual 

Learning Plan, or records showing performance below the 8th grade level) 
• Other assessments approved by NOW Program Director 

 
Indicators of Basic Skills Deficiency 
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In addition to formal assessments, Basic Skills Deficiency may be determined through staff 
engagement and observation during the enrollment process. Indicators include, but are not 
limited to: 
 
Enrollment in a Title II Adult Education and Family Literacy Act program (including English as a 
Second Language). 
 
Limited English proficiency, as observed through difficulty completing forms, service strategies, 
or participating in group discussions. 
 
Low GPA (at or below “D”) documented within the previous six (6) months. 
 
Qualification for Special Education services or possession of an Individual Education Program 
(IEP). 
 
Inability to achieve a score of 3 or higher on the Initial Skills Review in any category. 
 
Staff make observations of deficient functioning in completing forms, assisting in the 
development of a service strategy, or behaviors in group discussion settings. 
 
Assessment Administration: Conduct the selected assessment at eligibility determination or use 
valid results from within the past six months. Document both pre-test and post-test results in 
iTrac. 
 
Case File Requirements: Place documentation of the assessment (scores, reports, or school 
documentation) uploaded in participant’s file.  
 
Providers can enter a case note describing staff observations when deficiency is identified 
through engagement. 
 
Co-Enrollment: For participants who are co-enrolled across Oregon workforce areas, NOW will 
accept Basic Skills Deficient determination from another local workforce area contractor. 
 
 
REFERENCES 
WIOA Section (3)(5) 
WIOA Regulation Section 680.600 and 681.290 
TEGL 19-16 and TEGL 21-16 


