INDUCTION CHECKLIST

Key:
(V) Verbal description

(D) Document in folder

(P drive) Documents saved on Vocational shared drive

	Areas to be prioritised in the first 2 weeks of induction:


	1. Vocational Services:

· Introduction to Vocational Services Summary (P)

· Aim/structure of the service (D)

2. Role of the Employment Specialist.

· Aims of the ES Role (D)
· Self assessment of ES competencies/areas for development
· IPS Fidelity (D)

· Targets (V)
· Performance Plan for ES (D)
· Funding for the Post/funder expectations

· Referral mechanisms (V)
· Good practice articles (D)

· What makes a good ES – research article/CNWL Literature review (D)
· Linking in with the CPA process/working in partnership with Care Co-ordinators and other treating professionals. (D)
· Case Management Skills (Planning, Co-ordination, keeping the programme on track, communicating with and working with all relevant parties, problem-solving, goal setting, re-framing, promoting confidence in the user, motivating the user, working effectively with employers). (D)
· Working with the clinical team to support individuals to achieve their vocational goal and manage any risk issues.
· Getting the clinical team on board with IPS
· Work effectively as a vocational team – locally and trust wide.

· CNWL approach to Employer Engagement

· Working in partnership with the UEP
3. Administration of IPS:

· JADE reports.
· JADE Entries

· IPS Forms

4. Professional Supervision/Field Mentoring/HR:

· What to expect from supervision/field mentoring/what is expected from ES.

· Role of local line manager and professional supervisor

· Professional development opportunities within Vocational Services

4.     HR Issues etc:
· Protocols around taking any annual, sick or study leave.

· Use of petty cash

· Business cards

· Use of laptop

· Service leaflets / recovery booklet




5. Introduction to Vocational Services:
· Induction into CNWL - summary for ES  (D)
· History of the UEP (D, P)

· Vocational Services Strategies (P)
· How the IPS model fits with a Recovery Approach to service delivery/Trust’s ImRoc Plans ie Recovery College, Peer Support Roles, Introduction of Wellness and Recovery Action Plans  (V)
· CPA Process / culture change within teams (D)

· Centre for Mental Health IPS Centre of Excellence Programme
· Funding of post (expectations of external funders if there is one) (V)
· Organisational Chart/fit within Service Lines (D)
· Annual Reports (P)
· Use of PR Tools – leaflets, posters, recovery booklet/stories, monitoring reports (V, P)
· Information for clinical staff on the IPS Model (P)
· List of key documents and where they are on the P Drive (D)

· Team approach to IPS delivery (D)

· Role of OTs and ES (P)

6. Staff Development:

· Effective use of Staff Supervision (V)
· Difference between local line management and professional supervision provided by vocational services (D,V)
· Getting help when cases become ‘stuck’ (V)
· Field mentoring to ensure we achieve best practice in job development and other key IPS skills (V)
· Frequency of staff supervision meetings (V)
· Effective use of the Appraisal/KSF process (V, P)
· 5 Day Metropolitan University IPS Course/other training and development opportunities (P)
· Training/Trust wide ES Meetings (V)
7. Fidelity to the IPS Model:
· Philosophy under-pinning IPS services/raising expectations

· 8 Principals of the IPS Model (D)

· IPS Case Management Flow Chart (D)
· What does good fidelity mean for ES (V, P)
· What would not be good fidelity eg encouraging volunteering rather than competitive employment etc (V)
· What does good fidelity mean for the clinical team
· Fidelity Scale (P)
· Planning your fidelity review (P)
· How do Fidelity Reviews work (V, P, D)
· Fidelity Action Plans (P)
8. UEP Model:

· How does it fit with IPS fidelity/structure of vocational services (V)
· How does the UEP work (V)
· UEP Paperwork/Referral process (P)
· Good practice in establishing and managing work placements (D)
· Good practice in working in partnership with the UEP team and managing placements/return to paid work collaboratively. (P)
· Service forms (Copies on P drive)
· Setting up work placements within the Trust and other organisations. (D)
· Using Cascaid (V)
· Linking with other Employment Specialists (V)
· Team approach to IPS delivery (local and Trust wide) (D)
· Supporting service users to manage personal information in relation to their return to work (D)
· Supported Employment Handbook (D)
· Basic details on benefits (D)
· Supporting service users to access benefits advice/permitted work (V)
9. Monitoring and Evaluation of the Service:
· Aims of the monitoring and evaluation/relevant paperwork/reporting structures (D) 
· Monthly and Annual Reports (V, P)
· Vocational Key Performance Indicators (D)
· Monitoring Reports for CNWL Trust Board and other internal stakeholders (D)
· Use of recovery stories (D)
· Service User Satisfaction (V)
· JADE database user guide (D)
· Good practice in writing up JADE notes (P)
10. Visits within CNWL:

· OT Employment Lead for the borough (V)
· Employment Specialists in the borough (V)
· Rash Patel, UEP  Co-ordinator/Dpty VSM (V)
· Lynne Miller, Voc Services Manager (V)
11. Good Practice in getting and keeping employment on your teams agenda:
· Participation in clinical meetings/CPAs  (V)
· Collaboration with clinical staff – good practice examples (V)
· What to do if some CC do not refer to the ES (V)
· Use of weekly clinical team update reports regarding service user progress/input needed from clinical staff. (V)
· Partnership between O/Ts and ES (P)
· Vocational Interest Tool for CC (P)
· PR tools – posters, leaflets, recovery stories (P)
· How to get CC to think about access to employment for all their clients, not just the ones you share.  (V)
· Ensuring your team has an awareness of/effective partnerships with local agencies. (V)
· Setting up vocational surgeries with external providers using partnership agreements (P)
· Good practice in establishing work placement (D)
· Good practice in Job Seeking (D)
· Good practice in managing personal information (D)
· Good practice in vocational assessment (D)
· Good practice in carrying out labour market research. (D)
12. Direct marketing of IPS services to service users:

· PR Tools (V)
· Employment Workshops (P)
· Sign-posting surgeries for service users you cant take on due to capacity (V)

13. Good practice in vocational assessment:

· How effective vocational assessments fits within the IPS model – refer to the Good Practice Guidelines (P)
· Proforma (D)
· Examples of vocational assessments (P)
14. Job Development/Supporting Job Development:

· The importance of Job Development within IPS (V)
· 3 Cups of Tea approach (P)
· Research article describing the IPS approach to Employer relationships building (P)
· Developing a pitch for direct access to jobs/work trials/work placements. (P)
· Existing relationships with local employers (V)
· Useful job seeking websites (P)
· Use to active job seeking plans (P)
· Local job clubs (V, P)
15. Effective in Work Support Plans:

· Why In Work Support Plans within IPS services are a key fidelity issue. (V)
· Examples of In Work Support Plans (P)

· Who needs to be involved in supporting service users (V)

16. Job Retention:
· Case Management process for Job Retention Process (P)
· Job Retention Forms (P)
· Working with Employers (P)
· Relevant Legislation (P)

· Good Practice articles (P)
· Good Practice Booklet (P)
· Job Retention Network (V)
17. Policies & Legislation
· Relevant legislation and Trust practices (D)
· Acts (V)
18. Meetings:
· Local borough meetings (V)
· Trust wide Peer Support Meetings/Development Days (V)
· External meetings in the borough (V)
19. External Relationships/Visits:

· JCP (V)
· Training Providers/Local Colleges (V)
· Work Programme and Work Choice Providers (V)
· Vocational flow charts for your borough (P drive)
· Lead contacts for local agencies (V)
· Local User Groups (V)
· Local commissioners/senior mangers (V)
20. Other useful resources/websites:

www.choiceandmedication.org/cnwl - information for service users on medication.

	CHECKLIST:
	DATE COMPLETED

	Spend a 2-3 days shadowing one or two ES
	

	Discussions with other ES around good practice mechanisms to how to employment on the team’s agenda
	

	Observe 2 Vocational Assessments and review written action plans
	

	Observe cold calls around establishing work trial/work placement opportunities
	

	Participate in field mentoring exercises with supervisor or experienced ES around building skills in vocational assessment.
	

	Participate in field mentoring exercises with supervisor or experienced ES around building effective job development skills to access the hidden labour market.
	

	Observe an In Work Support Plan being developed with a service user
	

	Visit/participate in a Job Club in one of the boroughs
	

	JADE Training
	

	Visits to all external vocational services completed
	

	Identify internal clinical meetings that you need to attend
	

	Visit the UEP Team
	

	Identify who the major employers are in your area via discussions with colleagues, walk around your patch, visits with DEA.
	

	Make links with JCP Field Account Managers, who lead on employer engagement.  Ask to be added to their mailing list and be informed of recruitment drives.
	

	Find out about links with your local Chamber of Commerce
	

	Ensure you have a named contact at your local DWP provider. E.g. Work Choice provider
	

	Implement a referral system within the team.
	

	Ensure systems in place for monitoring and evaluation
	

	Visit your local library with a view to exploring whether you can meet clients there for job seeking sessions.
	

	Meet with care co-ordinators to promote the service and initiate the referral process.
	

	Help CC go through their caseload to identify service users they can refer to you or external providers
	

	Complete all internal visits
	

	Complete all external visits
	


UEP Specific Induction:

	Meet with key people in the recruitment team
	

	Build clear understanding of protocols around work placements
	

	Familiarise self with list of placement types and contacts in the trust.
	

	Familiarise self with process for establishing fixed term contracts.
	

	
	

	
	


