Vocational Unit Meeting
At least two full-time IPS specialists and a team leader comprise the employment unit. (New IPS programs or rural IPS programs may need to start with a smaller team such as one full-time IPS specialist and a supervisor who carries a caseload of 10-12 people.) They have weekly client-based group supervision following the IPS supported employment model in which strategies are identified, and job leads are shared. Supervisors allow time for in-depth, solution-focused discussions about helping clients achieve their job or career goals. The IPS supervisor models a strengths-based perspective and suggests strategies based upon IPS practice principles.
Sample IPS Meeting Agenda 

I.   Celebrations (5-10 minutes) Each IPS specialist shares one positive event from the past                          	week.
II.  Review of agreed upon tasks from last week’s meeting. Did IPS specialists carry out tasks and how did they go (or why weren’t they able to complete tasks? (5 minutes)
III. Client discussions (30-40 minutes—some discussions will be longer than others)
· Discuss individuals who are starting new jobs—what supports would be helpful?
· Discuss individuals who have been job searching for four or more months. Can the team help with job leads so the person does not give up on IPS? What has the IPS specialist done for the job search so far?
· Discuss workers whose jobs are in jeopardy—brainstorm ideas to help. 
· Discuss other individual situations as proposed by the IPS specialists or supervisor.
IV. Employer relationships (15 minutes)
· Each IPS specialist discusses an employer relationship and asks for ideas to move the relationship forward.
· IPS specialists describe notable employer contacts from the last week and share job leads.
V. Administrative issues (5 minutes)
· Coverage for IPS specialists who will be out of the office
· Field mentoring planning
VI Monthly/Quarterly Outcomes Discussion (15 minutes)
· Look at data for the current month and last two quarter to hypothesize reasons for changes in rate of employment, number of job starts, and caseload sizes. 
· What is within our control? What can we do to improve outcomes? And what can we celebrate?
· Are we ready set new goals?
Tips for IPS Supervisors

When hearing about client situations, try not to reply with “OK.” Instead, ask questions to learn more so that you and the rest of the team can provide suggestions. Then help the specialist select an action step for one of the suggestions that they can try during the coming week. Below are examples of questions you can ask for different situations.

Questions for individual and group supervision—Engagement
· Where do you plan to meet them? How did you choose that location? Where does the person like to spend time?
· If you don’t feel comfortable meeting in the person’s home, can you pick them up and meet in a public place?
· Could the cost of meeting you (gas, bus passes) be challenging for the person?
· What does the person like to talk about? Could you spend a little time on that at each meeting?
· If the person is working, job supports may feel like too much. How have you made job supports convenient to the person? Could you meet near their workplace at lunch or give them a ride to work once a week?
· If the IPS specialist is having difficult contacting the person: What have you tried? Do you have permission (up-to-date release of information) to contact family members or support people? Is the person attending mental health treatment appointments? Have you asked the mental health team for help contacting the person?
· Do you have any ideas about what may be getting in the person’s way of meeting with you? What does the mental health treatment team think?
· How long have you been providing outreach attempts?

Questions for individual and group supervision—Career exploration
· What types of jobs/careers interest the person? How did they learn about those?
· What businesses can the person visit for informational interviewing? How will you (IS specialist) help? 
· Can the job seeker shadow workers for an hour or so?
· Will you visit any academic institutions or job training programs? Will you speak to an advisor or instructor? Will you take a tour? What do you hope to achieve by the visit?
· Does the person have a VR counselor? Have you talked to that person about job/career ideas?
· What about family members or other support people in the person’s life? Have you met to learn their ideas about jobs/careers the person may enjoy?
· You visited the hospital billing department to learn about medical billing. What other businesses hire medical billers, and will you visit one of those?
Questions for individual and group supervision—Supported education
· What do you know about the person’s academic abilities? How can you learn more?
· Does the student think they can tolerate a full-time school program? Are they willing to start small and increase school involvement gradually?
· What does the student’s family or support people think about school? Will they help the student?
· How well is the person able to concentrate? 
· Does the person have any outstanding loans from school? Have they used FAFSA in the past?
· How well does the person organize their time now? Will they need help setting aside time to study, to prepare for tests, to complete assignments?
· Do you know anything about the person’s study skills? Do they need help learning active study skills?
· What resources are available to help pay for school/training?
· Does the student need help to attend school/class/training regularly?
· For high school students: Are you able to attend IEP, 508, or transition planning meetings? How do they learn best? In what classes does the student do well, or struggle? Does the person want a summer job? How are their grades currently? Will you be able to help them make plans for after school graduation--additional training or school (most need to do this their junior year)? How is the student doing socially? Would an alternative high school help the student remain in school—and how do their parents or guardians feel about that? How is their attendance? What helps with attendance? What helps with concentration? Are they completing homework assignments?
Questions for individual and group supervision – Employer relationships
· When was your last visit to this employer? (IPS specialists visit employers every six to eight weeks to maintain relationships.)
· What stage is your relationship with this employer? (Is the IPS specialist ahead of the employer?  Is IPS specialist focused on job openings when the employer is still unsure about working with the IPS program?)
· How do you think the employer views their relationship with you (IPS specialist)?
· What will be your next step with this employer?  When will you do it?
· Let’s review some of the employers you have not visited for a while.  Which relationships need help?  What could be the next step?  When will you do that?
· What does this employer look for in job candidates?  (Does the IPS specialist answer with general ideas such as “good customer service skills” and “reliability” or do they know more specific information?  Do you suspect they ask employers about their practice for hiring people with legal backgrounds?  If so, discourage this approach.)
· Why did you select that employer to visit?  (Is the business a good match for someone on the caseload, or was the IPS specialist trying to fulfill their quota for number of employer contacts?)
· What was the purpose of that visit?
· How frequently do you send/take thank-you notes? (IPS specialists write thank-you notes for each 20-minute meeting to learn about employers.  They also help job seekers write notes after job interviews.)
Questions for individual and group supervision – Job supports
· What will the person’s job duties be? 
· What are their strengths in relationship to working this job?
· What have you learned about their previous work experiences?  How will that determine the types of job supports that you offer now?
· What has been their most successful job and why? 
· Describe the new position.  What is the work schedule?  What are the physical demands of the job?  How much social interaction is required? 
· What do they think they will enjoy most about this job?  Least?
· How will they get to work? Do they have a backup plan?
· Why do you think that this job is the right job for the person?
· Are they currently experiencing any symptoms?  How might those affect the job?
· Does the person have problems with drugs or alcohol? Will they need help with budgeting?  Other supports?  How is the person managing substance use disorder?  How did they manage the substance use disorder when working in the past? 
· What supports do they have for working?  Family supports?  Friends?  How will they be involved in the job support plan?
· What supports have helped on previous jobs?
· How do they feel about disclosure (sharing personal information) with the employer?  Will you provide employer supports and when?
· How often are you meeting with the worker in person?  Why did the two of you decide upon that schedule?  How does that correlate with how the job is going?
· Do they need help reporting benefits?  What is the plan for reporting benefits?
· What are the person’s goals for this job?  What do they want to get out of working?
· What job supports has the mental health team suggested?
· What job supports does the worker prefer?
· What are the person’s long-term career goals?
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