A Tracking Form for Employer
Relationship Building:

Allows IPS specialists to save
information as they job develop in
the community

Saves time because it is possible to
dictate information

Stores information in a spreadsheet
so team members can see where
colleagues have relationships

Helps IPS specialists remember when
to follow up with managers and
business owners
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The following slides will show
what is in the form that IPS
specialists will complete.

(Sample answers have been
inserted.)

Red asterisks indicate that a
guestion must be answered.
Others may be skipped.
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IPS Works

Employer Tracking Form - Capture your job develcpment activities in real-time!

**Do not include or collect any health information on this form=*

* Required

Who contacted the employer? *
(® Staff member: Sarah

() Staff member: Chrisje
() Staff member: Tanya

() Jobseeker (1st employer contact)
Job Development Date *

MM DD YYYY

02 14 y 2017

Name of business (address, phone) *

Burgermeester|
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Job seeker of interest *

For HIPAA compliance only first 2 letters of job seeker's last and first name may be used as an
identifier.

PLOR

Business contact *
Name, title, email

JAN

Type of Business *
Clerical or Office Work
Construction
Custodial

Education
Entertainment

Factory

Food Services
Healthcare
Information Technology
Retail Sales

Security

Warehouse IPS Employment Center, The Rockville

Institute
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Who did you contact? *
(O Manager with hiring authority

(O Employee

How did you make contact? *
() In-person

(® Phone

() Email

() Text

Stage of contact? *

1st meeting

2nd meeting

Return visit

Application submission or follow up
Interview

Advocacy

O O OO0OO0OO0O0

Reengagement

IPS Employment Center, The Rockville
Meeting summary Institute




Meeting summary

Manager explained that they will open in three weeks and she is looking for high
energy people who are very friendly. Ideally, every employee will be trained in
each area, but she can make exceptions, for example, if someone is unable to
operate a cash register. Previous experience is not necessary-what is most
important is someone who will be on time and is committed to doing a great job!

Next steps

No next step

1st meeting

2nd meeting

Return visit

Application submission or follow up
Interview

Advocacy

Reengagement

OO O0OO0O0O®OO0O0O0

Postpone next visit

Next steps summary

Help Andre complete an application tomorrow. Return on Thursday to talk about
his skills and ask for a meeting with him|

IPS Employment Center, The Rockville
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Next steps date



Return visit

Application submission or follow up
Interview

Advocacy

Reengagement

Postpone next visit

Next steps summary

Help Andre complete an application tomorrow. Return on Thursday to talk about
his skills and ask for a meeting with him.

Next steps date

MM DD YYYY Time

02 y16 1 2017 10:00 am -~

BACK SUBMIT

Never submit passwords through Google Forms.




IPS Works

This contact has been recorded

€ Previous responses

Edit your response
Submit another response

This form was created using Google Forms. Create your own

Google Forms

IPS Employment Center, The Rockville
Institute



12 responses

View all responses

Summary

Who contacted the employer?

Staff member: Sarah 9 75%
Staff member: Chrisje 2 16.7%
0
1

‘ Staff member: Tanya 0%

Jobseeker (1st employer contact) 8.3%

Job Development Date

Jan 2017 | 24 30(3) 31(3)

Feb2017 | 1 2 3(2) 14

Name of business (address, phone)
Bob Evans LKWD

Deagans

State Farm Insurance LKWD

Eyewear Essentials

Donkervoot

Panera Fairview Park

KLM Bank

Untitled Section

IPS Employment Center, The Rockville
Job seeker of interest Institute



Type of Business

Clerical or Office Work

Construction

Custodial

Education

v Entertainment
Factory

Food Services
Healthcare

Information Technology
Retail Sales

Security

Warehouse

Other

W O O O O O O O O O O a4 N

Who did you contact?

Manager with hiring authority
Employee

How did you make contact?
In-person 11  91.7%
Phone 1 8.3%
Email 0 0%
Text 0 0%

IPS Employment Center, The Rockville

Stage of contact? Institute

16.7%
8.3%
0%
0%
0%
0%
50%
0%
0%
0%
0%
0%
25%

12
0

- | 1st meeting

100%

0%

5 417%



QUESTIONS RESPONSES n

12 responses

m INDIVIDUAL Accepting responses .

Who contacted the employer? (2 responses)

@ Staff member: Sarah

@ Staff member: Chrisje

» Staff member: Tanya

@ Jobseeker {1st employer contact)

Job Development Date (7 responses)

v | CIDED

Feb 2017 1 (2 g@l2) 14

IPS Employment Center, The Rockville
Institute



Instructorsarahgwanson@gmel.com v

Comments m

Sarah Swanson Employer Log Form (Responses)
Fie Edt View Inset Formal Data Tools Fom Add-ons Help

gt s womm - 0 - BISA B E-l-H coBWY- A
¢ Timestamp
[ A 8 ¢ 0 £ f 6 " | ! K
'Tlmsslamp .Who contacted the emplo Job Development Date  Name of business (addre: Job seeker of interest  Business contact Type of Business Who did you contact?  How did you make contac Stage of contact? Meating summary Ne
] 113012017 14.16:26 Staff member. Sarah 113112017 Donkervoot Sulo Sjors Auto body Manager with hiring auth In-person 15t meeting Set up appointment to le 2n¢
113112017 10:21:04 Staff member. Chrigie 113112017 KLM Bank YoMa Stacey Bank Manager with hiring authc Phone Advocacy Called manager to ask If« No
11302017 10:42:11 Staff member. Sarah 11302017 State Farm Insurance LK' Sa NI Dick Michaels Clerical or Office Work ~ Manager with hiring auth In-person 1t meeting Asked for ameeting to 1z No
113012017 1045:11 Staff member. Sarah 113112017 Eyewear Essentials  Sanl Alice Peters Clerical or Office Work ~ Manager with hiring authe In-person 15t meeting Alice reports that they wi 2n¢
2121201714:21:53 Staff member. Sarah 2212017 Stroop Waffles PiLo Aleen Construction Manager with hiring auth In-person Interview Attended job Interview with P
2/11201710:52:28 Staff member. Chrigie 2112017 Speige’s Apple Orchard To Fu Jane Spelgelberg Farm Manager with hiring auth In-person Return visit Met with Jane to ask abol Re
113012017 15:13:24 Jobseeker (1st employer 11242017 Panera Falrview Park  Sa Th Bob Food Services Manager with hiring authc In-person 1t meeting Job seexer made first em No
113012017 9:38:22 Staff member. Sarah 11302017 Bob Evans LKWD ChRa Charlene Food Services Manager with hiring auth In-person 1t meeting n
! 113012017 9:40:11 Staff member. Sarah 232017 Bob Evans LKWD ChRa Charlene Food Services Manager with hiring auth In-person 2nd megting Charlene was busier thar 2
' 113012017 941:22 Staff member. Sarah 23/2017 Bob Evans LKWD ChRa Charlene Food Services Manager with hiring auth In-person 2nd meeting Charlene was busier thar 2n¢
! 11302017 10:39.29 Staff member. Sarah 113012017 Deagans ChRa Herb Food Services Manager with hiring auth In-person 2nd megting Herb is looking for waitst No
i 2312017 15:23:11 Staff member. Sarah 21412017 Burgermeester PLOR JAN Food Services Manager with hiring auth In-person 2nd meeting Manager explained that tf Re

IPS Employment Center, The Rockville
Institute




The next set of pictures will show you

how to download the form to your

phone so that it will look and operate

like an app.

Before you do that, you will need to
open an account in gmail if you do not
already have a gmail account.

Your answer

IPS Employment Center, The Rockville
InSTitu
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ee000 VZW Wi-Fi ¥ 11:19 AM 94 % 19%

< 'ajkw...l.com’ a 'i v

Sarah Swanson Employer Log Form -
Invitation to edit  Inbox

Annalee Johnson-Kwochk... €&

A tome

Jan 27 Details

This is an email
message (that now

will come from Annalee Johnson-Kwochka has
invited you to edit the following

InstructorSzilrahSwa form:

nson@gmail.com)

was sent to a gmail B Sarah Swanson

inbox. / &x

Employer Log Form

Open in Forms

Google Forms: Create and
analyze surveys.

Google Inc. 1600 Google :

Amphitheatre Parkway,



Now that the form
has been opened,
steps 2 - 4 will add
it to the home
screen of your
phone.

Section 1 of 3 )4

@ Gmail eecco =  11:21 AM *19%

a docs.google.com &

&« ® > i S

Sarah Sansen Employer Lo

QUESTIONS RESPONSES

IPS Works

Employer Tracking Form - Capture your job
development activities in real-time!

**Do not include or collect any health
information on this form**
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Success! The
form is a purple
box with three
dots and lines.
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IPS Works

The next few slides
will demonstrate

how to download the
form to your
computer and open
the form.




After asking for a copy of the form, open your inbox and look
for the menu in the upper right-hand
cornetr.

Google | a | it

Gmail - “ @ [} - % - More ~ 107,825 < >
1 1S ClOSEA NOW, DUT YOU Can CONUNUE ON ana 1aKe e OET IOUT UNITS. P1edse 1eT me KNow 1I 1 can nelp.
COMPOSE People (2)
I have also attached the original letter with instructions for how to take the course.
Inbox (1) Brenda Main
Sarah
Starred Add to circles
Sent Mail 833 -
~ Rockville .
Drafts (29) s Show details
[Imap]/Drafts E'::;,;r:;:“;::m
Sent Messages jeem
Mare — w instructions Sara... '
1.31 GB (8%) of 15 GB used Terms - Privacy
Manage Last account activity: 4 hours ago

m -

Signing in will sign you into

IPS Employment Center, The Rockville
Institute



Click on Drive.

DL VIDIIEY T Ty Yuwuny ouarnwu
. L]
s00gle e # 0 @
imail ~ a (1] - % -
1 18 C1OS€A NOW, DUT yOU Can CONUNUE ON and 1aKe e Otner Iour Unis. FIedase 1€ me KNow 1I 1 ¢an neip.
COMPOSE ) .
I have also attached the original letter with instructions for how to take the course. i
box (1) My Account Search Maps
Sarah
arred
:nt Mail n
~''7% Rockvieinstitute ' ' 4
-afts (29) RS
- Play News
nap)/Drafts Pty e o
:nt Messages So
I W instructions Sara... 4 L
Gmail Drive Calendar
1.31 GB (8%) of 15 GB used Terms - Privacy YA
Manage Last account activit
m Google+ Translate Photos
igning in will sign you into
Hangouts across Google
Learn more More
Revert to the old chat

IPS Employment Center, The Rockville
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Click on the form to open it.

Google Drive ~ Q  Search Drive - # 0 @
ECEE o =0 o
» B myDrive Files NAME A

= Shared with me

@ Recent

Google Photos

* Starred

I8 2014111417131147... W Assignment for Cou... W chrissy Seidler Unit ...

T8 doc0372262014121... W Field assignments #...

Trash

@b Backups

1 GB of 15 GB used

&= Upgrade storage i
= @8 How to get started w... W 1PS Homework Unit ... [ sarah Swanson Emp... Sarah Swanson Emp...

X
G Get Drive for Mac

IPS Employment Center, The Rockville
Institute



hanks!

To Michael Castillo (IPS
specialist), Sanford Pearlman
(IPS specialist), and Jackie
Pogue (IPS trainer) for

developing and sharing the
original version of the form.

And thanks to the IPS teams

who helped test and refine the
form!




