
 

Preparation for Employment Checklist 

For more information or questions, please contact: 

Mike Donegan, Employment Service Program Manager 

 mdonegan@desc.org 

 

Step 1: 

During the Intake and Case Management Engagement process, discuss with the new consumer 

their: interests, skills and possible employment goals.  Inform them of the employment resources 

and opportunities available to them within the organization.  Discuss the benefits of participating 

in planned structured activities throughout the week and how these can help prepare for success 

in other goals they may have. 

Step 2: (not a requirement but an opportunity) 

Refer the consumer to one of the employment support groups below.  Those who shows up for these 

groups are demonstrating great motivation.  Ideally, they are following through with meetings with the 

Employment Specialist demonstrating that they are in the “action” stage of change. 

  □ Peer Employment Support Group – (Clients in all stages of choosing, getting and   

   keeping a job are invited to this.) Wall Street every Tue. 2-3 & 12-1 Friday @216  

  □ Job Club at the Wall Street  Office (This group is by invitation only and is   

   for those who are involved in active job search with the employment   

   team) 

Step 3: Things you can help consumers attain before being referred (if the client doesn't have these 

it will slow down the process and our goal is to respond quickly to their interest in getting a job): 

Needed for Division of Vocational Rehabilitation (DVR) referral (items in italics needed for 

most job applications even if DVR is not involved): 

   □ Copy of State ID card or Driver's Licenses 

□ Copy of Social Security card 

□ Voice mail or a phone with voice mail  

□ An Email address 

□ Current Goal Planner, Resident Service Plan, or Goal and 

 Service Plan – have work included as a treatment domain 

□ Documentation of Disability 

□ Copy of DD214, proof of military service / discharge status (for referral to Veterans 

 Employment Specialist) 

Step 4:  Things to consider with the consumers before and while referral is in process: 

□ Develop list of activities or interests that they have 

□ Issues related to hygiene that may affect their securing employment 

□ Identify Long-term employment goal 

□ Discuss steps needed to reach long-term goal 

□ Encourage them to volunteer in community (this may be their primary    

  reference when applying for work) 

□ References (names, addresses, and phone numbers of people who can speak about  

   their qualifications for the job; consider yourself as a reference as well and  

   discuss importance  of references with the consumer) 

□ Money management classes, moving forward with phases to become own payee  

 (once the consumer goes to work, their paychecks are not given to payee) 

□ Assure the consumer that staff will assist them so they will not lose their benefits  



 

Preparation for Employment Checklist 

For more information or questions, please contact: 

Mike Donegan, Employment Service Program Manager 

 mdonegan@desc.org 

    

Step 5.  Things to consider and work on while the consumer is working with the Employment  

   team (or on their own to return to work:  

           □   Plan to work closely and communicate regularly with the Employment Specialist.    

  Supported Employment is not a referral process as much as it is a team approach to  

  helping people return to work. 

 □   Include the Employment Specialist in the Housing Service Planning or Goal and Service  

  Planning process 

 □ Be aware that ambivalence is a natural aspect of change and is common when one moves  

  from their comfort zone to a any new activity, like work. 

 □ Consumer will come out financially better off if they work and the Employment Specialist  

  has had specialized training to help individuals understand the results of work on their  

  situation.  There is a lot of misinformation about this. 

 □ We do not have a job bank nor do we support people getting jobs in sheltered work situations 

   but we help people Choose, Get, and Keep real jobs in the community. 

 □   People do not have to be clean and sober to work with us but there are not a lot of Harm  

  Reduction Employers in the community and many do drug screening.  The possibility of 

  a job can be a strong motivator for treatment compliance and decreasing substance  

  usage. 

 □ Research has shown that the primary difference between programs that have successful  

  employment outcomes and those that don’t, is the beliefs by staff in all areas of the  

  program that the people they serve can work. 

 □ Reminisce with consumers about their best job, their last job, their favorite jobs, etc. Talk  

  about what they liked and didn’t like and how it could have been better. We are often  

  surprised to learn about some of the work experiences people have had.  Sometimes it  

  changes the way we perceive them. By discussing these areas at different stages of  

  treatment we are delivering the message that we believe they can make positive changes 

  and letting them know we will help. 

 □  Keep in mind Stages of Change (i.e. Pre-Contemplative; Contemplation; Preparation; and 

  Maintenance)  Using Motivational Interviewing techniques, the goal is to help the  

  Consumer to move to the next stage. 

 

 □   Help us combat the subtle prejudice of low expectations for our clients.  

  

 

 

 

Pay particular attention to planning and following through with activities like groups and appointments.  

Ask the consumer to be on time and/or call when they can't make it. (“90% of success is showing up”). 

 

*Note*  If the consumer  is on ABD and goes to work, they will be taken off ABD by DSHS unless 

there has been a specific treatment plan involving employment put in place.  Please talk with our 

employment staff if this is their situation.  We have had a number of cases where the employment 

staff’s documentation has been cited as the primary reason for the person qualifying for SSI. 


