Guide to Completion and Review of

Employment First Service Plan


The Employment First Service Plan
· Is the participant’s road map as they move toward self-sufficiency.
· Is required for all participants who are mandatory to participate in Employment First.
· Is required for all participants who are exempt from Employment First due to incapacity or domestic violence.
· Is developed following completion of the Employment First Assessment tool, as well as any additional assessment processes that are required for the individual.

· Is developed by the participant with involvement from the Employment First Contracted Case Manager, the DHHS Case Manager, if appropriate, as well as other individuals whom the participant believes will support them in their efforts.

· May require completion of more than one Service Plan, if the participant is working toward more than one Outcome at the same time.
· At least one Service Plan should include an Outcome that is based on employment that leads to self-sufficiency.
· Is a fluid document, to be continually reviewed and rewritten as strategies are completed, needs are met, and individual/family situations change.
· Should build upon each other, all moving to the ultimate outcome of Self-Sufficiency.
· Should not include Employment First requirements applicable to all participants, i.e. Excused Absences, Good Cause, Holidays, etc.

Completing the Form


Name:    Name of the participant

MC#:    N-FOCUS Master Case Number




Date:    The date the form is completed  
             and signed.


Outcome Statements
· Identify what life will look like when the outcome is attained.
· Based on results of assessment, may not be directly related to Employment.

· Describe the change that will occur as a result of involvement with Employment First.

· Should be visual so that the person can picture what attainment will look like.

· Are SMART:
· Specific - state behaviorally and clearly
· Measurable - a way to know it has been achieved
· Achievable - something that can be accomplished
· Realistic - makes sense for the individual
· Time period related – by when
Questions to ask when writing an Outcome:
· Why is the participant in Employment First?
· Does Outcome relate to the reason for not being self-sufficient?

· Is it SMART

· What will life look like when Outcome is achieved?

· What does the individual want life to look like?

· How will we (participant, Contractor, and DHHS) know when self-sufficiency is achieved?

· Do you hear the individual’s voice, choice and preference in the Outcome?

· Can you picture the Outcome when you read the statement?


Needs to Achieve Outcome
· Are based on the specific Outcome
· Are barriers to achieving the Outcome
· Are not Services
· Do not include basic needs of food, clothing and shelter which must be met before working on an Outcome.  Basic needs do not require an Outcome in order to be addressed.
· Must be addressed by the Case Manager and/or DHHS staff.
Questions to ask when addressing Needs:

· Is the need directly related to the outcome?
· What is in the way of the Outcome being achieved?
· Why isn’t life already that way?
· What are the barriers to this outcome?
· What does the individual say when asked, “What do you need?”
· Can the need be bought or paid for? (If yes, it is a service, not a need.)
· Are there different ways to meet this need or address this need?  (If only one option, it is probably a service, not a need.)

Strategies to Meet Needs (Tasks)
· Are directly related to identified Needs.

· Need to identify:

· What is going to be done.

· Who is going to do it.

· Should use the individual’s strengths.
· Should use individual preferences as to development and methods of completing strategies.

· Should be practical, logical, realistic

· Should have manageable steps for the participant (not too big or too small)

· Should be specific to the individual and their family.  

· Should be based on personal strengths, culture and traditions, values, interests and hobbies, preferences, and talents.

· Should be sustainable after self-sufficiency is achieved.

· Should be limited to 2 or 3 strategies at any one time.

Questions to ask when developing Strategies:

· Is the strategy specific and functional?
· Does it use the individual’s strengths and interests?
· What has gotten them through difficult times in the past?
· Who do they go to for support?
· How big of steps can they handle at one time?
· Does it alleviate a need related to the Outcome.

Strategy Start Date
· When the participant is to begin working on the strategy.

Component
· For strategies that will meet Employment First Participation

· Are approved Work Activities for Employment First

Strategy Completion Date
· When the participant anticipates completing the Strategy


Number of hours
· Core Hours/Non-Core/Non-Countable

· For each category, enter the number of hours per week that apply

Verifications
· Include what verification of participation is required


Supportive Services Needed to Complete Outcome
· Services needed, and available to support participation in Strategies
· Does not need to include every supportive service which can be provided to them at present, and in the future

Signatures
· All individuals attending the meeting should sign the plan.
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