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Ideas on how to use the employment plan

ASK, OBSERVE, ASK OTHERS

First, try asking people who can read or under-

stand words or sign to complete the employ-

ment planning activities on their own or with

help. 

Second, observe people who do not read or

understand words or sign very well and act as

their advocate (or choose someone else) in

completing the employment planning activities.

Third, ask others who know the person well (like

a friend or relative or service coordinator) to

help complete the employment planning

Individual Employment Planning
Guidebook
The employment guide was written so that people with developmental disabilities

and their advocates or parents can become more involved in writing their own

employment plan. Here are some ideas to think about in using it:

n Provide it to the person 4-6 weeks before the supported employment planning 

meeting.

n It could also be placed on a tape for those who cannot read.

n An audiotape of the individual or parent ideas for the meeting could be made 

for those who are nervous about speaking to a group.

n Include time to review the guide during the planning meeting.

What this guidebook is all about
There are many more chances for people with developmental disabilities

to earn money from a job than there used to be. Lots of people can work if

they have the training they need to get a job and the help they need to keep it.

This guidebook will help you think about a lot of the things you will need

to have written into your Individual Employment Plan to make sure that it works

for you.

You can complete the planning guide 
or checklist in this section online:

Click in the text box next to the 
question and type in your answer; 
OR
Click in the box in front of a 
statement or question.

The completed guide or checklist can 
be printed out. You can also save or
update your answers; you MUST save
the file to your computer to save or
update. Go to the last page of this

 section for complete directions.

How to Use the 
Guides and Checklists
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Some words and terms you should know
Follow-along: This is what happens after a person is placed on a job. If you

need something to help you keep your job, there will be someone who can help

you. This is called follow-along.

Job coach: This is the person who will help you get used to your new job.

That means helping you learn how to do the job in the way that is best for you.

Placement: When a person starts to work at a new job. It happens by matching

what the employer needs with what you have to offer as a worker. 

If there are other words or terms that you want to ask someone about, just write

them down:

Word or term What it means

Some things to think about
There are some things that you should think

about before you write your Individual

Employment Plan:

1. What kinds of support will you need to keep a

job? For example, will you need help in writing

checks or help with how to get along with other

workers?

2. Will you need transportation to get to a job?

Or do you know how to take a bus on your

own?

3. How will working change where you live? 

Will you have to eat meals at a different time

from others who live with you?

4. How will the money that you earn change any

benefits that you get? 

5. What will you do after work? How will you

spend your free time?

6. What about your friends? Will you still be able

to see them?

You may not know the answers to all of these

questions right now, but you need to think

about them. These are the kinds of questions

you need to ask those people who help you

write your employment plan.
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If you have other questions about working, then

write them below and talk about them when you

have your individual employment plan meeting.

Things about you 
Where do you live now?

c at home  c group home c on my own c with a roommate

c   other:               

Where do you want to live in the future?

c at home c on my own c with a roommate

c other:

What kinds of work do you do now?

What kind of work do you want to do in the future?

What type of benefits do you receive, like SSI or Medicaid?

What do you do for fun?

How do you get around the community?



A checklist for future work
needs
Here is a list of things which will help you start

thinking about the kind of job you might like to

find.

What kinds of jobs are there in your community?

Do you want to work:

c  on your own (individual placement); or

c  with others (work teams)

How long can you work?

c  4-6 hours c  7-8 hours

Do you have any problems with walking? 

c  yes c  no

Do you get to work on time?

c  yes c  no

Do you have medical insurance?

c  yes c  no

How do you get to and from a job?

c  van   c  take bus   c  taxi    c  parent

c  walk   c  ride bike

Are there times when you could not work?

c  evenings   c  weekends

c  other: 
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Knowing the things that you can do at
work and the things that you need help
with...
Take a few moments to think about the things that you know how to do at

work and the things that you need help with and then write them down. Get

someone to help you with this, if you need it.

Things that you know Things that you need

how to do at work help with at work

(like use a drill or clean (like using the soft

the office) drink machine)



Will you need help in:

c  finding a job

c  learning a job

c   keeping a job

Do you have any problems with lifting?

c  yes c  no

Do you have any special physical needs?

c  yes c  no

If yes, what are they:

Do you get social security benefits?

c  yes c  no

If yes, how much per month? 

Do you need any special training?

c  money management c  taking the bus

c  other: 

What kinds of things do you do for fun at home,

in the neighborhood, community?

You may not know the answers to all of these

questions right now, but you need to think about

them. These are also the kinds of questions you

need to ask those people who help you write

your individual employment plan.

Getting ready for your Individual
Employment Planning meeting
Here are some things to do before the meeting:

n Review what you have written in this workbook.

n Remember to write down any questions you want to ask.

n Ask who else will attend the meeting and make sure that no one is left out.

n If you want help from someone else during the meeting, then ask for it.

Here are some things to do at the meeting:

n Show people this workbook and talk about the kinds of work you want to do 

and the kinds of support that will help you keep your job.

n Be positive.

n Ask questions.

n Take notes or bring a tape recorder.

n Remind people that it’s their job to help you get the kind of work that will be 

best for you.

n Ask for another meeting if you do not agree with the things that are written in 

your Individual Employment Plan.

A checklist for your meeting

Here is a list of things you need to talk about when you meet to write out your

employment plan. Just check them off as you talk about them: 

Work places

n What kinds of jobs are there for you?

n Will you work on your own (individual placement) or with others (work team)?

The kinds of help that you need

n Help in finding a job, learning the job, keeping the job? 
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Work strengths and needs

n How long can you work (2 hours, 8 hours)?

n How hard can you work (lifting,walking)?

n Any special physical needs?

Other work strengths and needs

n Do you get to work on time?

n Get along with others?

Money

n What about insurance, benefits, taxes, SSI/SSDI?

Special work needs

n Draft registration, social security number, driver’s license, bus pass?

Home and work

n How will you get to and from your job?

n Is your work schedule right for you and the people you live with?

n Are you moving soon?

Other training you might need

n Taking the bus, taking care of money, cooking, cleaning?

n Sex education?

Doing things with other people

n Will there be chances for you to have fun with people at work, with family or 

with friends?

Things for fun

n What kinds of things will you do for fun at home, in the neighborhood, 

community?

n Anything else that you want to talk about.

Your Worker’s Handbook
There are things that you should know about

where you work. If you fill out the list below, it

will help you remember these things:

About the job

Name of the place where you work:

Address: 

Phone: 

What is your job: 

Name of your supervisor: 

What time do you start work? 

What time are your coffee breaks?

When is lunch time? 

What time is work over?
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Work Rules

Is it okay to smoke? c  yes c  no

Other special rules?

Your Pay

How much do you get paid?

Do you get paid by the 

c  hour     c  item     c  day     c  week?

When do you get paid?

Your Benefits

Do you get paid holidays?        c  yes c  no

If yes, when are they?

Do you get vacation days?       c  yes c  no

If yes, how many days per month?

Do you get paid sick leave?     c  yes c  no

If yes, how many days per month? 

Is there medical insurance?      c  yes c  no

If yes, who pays for it? 

Is there paid dental insurance? c  yes c  no

If yes, who pays for it? 

Other things you should know

Am I a union member? c  yes c  no

Can I get training and career planning? c  yes c  no

What do you do if you get hurt?

What do you do if there is a fire?

Who do you go to if you have a problem?

What does it take to get a raise? 

What does it take to get fired?

What is the grievance procedure?



To save your responses, make sure you have saved this file to your computer:

  1. Click on "Save or Update My Responses" 

  2. You can also click the “Save” icon on the tool bar, or “Save a Copy...”
       in the file menu, to save a copy of this file with your name included.  

  3. When you close this file, be sure you click “OK”  when you are asked if 
       you want to save.    

 
To clear all responses and start over, click “Clear Responses”. 

How to Save or Update Your Responses
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