A Tracking Form for Employer
Relationship Building:

Allows IPS specialists to save
information as you job develop in the
community

Saves time because it is possible to
dictate information

Stores information in a spreadsheet
so team members can see where
colleagues have relationships

Helps IPS specialists remember when
to follow up with managers and
business owners




After asking for a copy of the form, open your inbox and look for the menu in the
upper right-hand corner.
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Click on the form.
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IPS Works D

Employer Tracking Form - Capture your job development activities in realtime!

=g not include or collect any health information on this form==

* Required

Who contacted the employer? *

() Staff member: Sarah Red asterisks*
indicate that a
guestion must be
() Staff member: Tanya answered. Others
may be skipped.

() staff member: Chrisje

() Jobseeker (1st employer contact)

Job Development Date *

! 20317

Name of business (address, phone) *

Your answer

IPS Employment Center, The Rockville

NEXT Inw Page 1 of 2




IPS Works

2/3/17

Employer Tracking Form - Capture your job develocpment activities in real-time!

#*[o not include or collect any health information on this ferm=

* Required

Who contacted the employer? *

(@ Staff member: Sarah
() Staff member: Chrisje
() staff member: Tanya

() Jobseeker (1st employer contact)

Job Development Date *

FARA oo e

02 414 y 2017

Name of business (address, phone) *

Burgermeester]

NEXT L

IPS Employment Center, The Rockville
Mever subimit passwaords through Google Flrﬁg'ﬁtute

Page1of 2




Job seeker of interest *

For HIPAA compliance only first 2 letters of job secker's last and first name may be used as an
identifier.

FL OR

Business contact *
Mame, title, email

JAN

Type of Business *
Clerical ar Office Work
Construction

Custodial

Education
Entertainment

Factory

Food Services
Healthcare

Infarmation Technology

Retail Sales
Security

IPS Employment Center, The Rockville
Institute
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Who did you contact? *
() Manager with hiring authority

() Employee

How did you make contact? *
() In-person

(@ Phone

() Email

() Text

Stage of contact? *

1st meeting

2nd meeting

Return visit

Application submission or follow up
Interview

Advocacy

OO CIOROIOING

Reengagement

IPS Employment Center, The Rockville
Meeting summary Institute




Meeting summary

Manager explained that they will open in three weeks and she is looking for high
energy people who are very friendly. Ideally, every employee will be trained in
each area, but she can make exceptions, for example, if someone is unable to
operate a cash register. Previous experience is not necessary-what is most
important is someone who will be on time and is committed to doing a great job!

Next steps

'i:} MNo next step

) 1=t meeting

() 2nd meeting

(® Return visit

() Application submission or follow up
) Interview

() Advocacy

|/ Reengagement

I Postpone next visit

Next steps summary

Help Andre complete an application tomorrow. Return on Thursday to talk about
his skills and ask for a meeting with hirn_|

IPS Employment Center, The Rockville
Institute

Next steps date



() 2nd meeting
Return visit
Application submission or follow up
Interview
Advocacy

Reengagement

Postpone next visit

Next steps summary

Help Andre complete an application temorrow. Return on Thursday to talk about
his skills and ask for a meeting with him.

Next steps date

MM DD Y Time

02 y 16 y 2007 10:00 am ~

BACK SUBMIT

Mever submit passwords through Google Farms.
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IPS Works et D

This contact has been recorded

SEE Drevious responses

Edit vour response

Bubmit another response

This form was created using Googla Forms. Create your own

Google Forms

IPS Employment Center, The Rockville
Institute



12 responses

View all responses

Summary

Who contacted the employer?

Staff member: Sarah 9 Ta%

Staff member: Chrisje 2 16.7%

Staff member: Tanya 0 0%

Jobseeker (1st employer contact) 1 B.3%

Job Development Date

Janm 2017 | 24 3003 31 (3

Feb 2017 [ 1 2 3(2 14

Mame of business (address, phone)
Bob Evans LKWD

Deagans

State Farm Insurance LKWD

Eyewear Essentials

Donkervoot

Panera Fairview Park

KLM Bank

Untitled Section

IPS Employment Center, The Rockville
Job seeker of interest Institute



Type of Business
Clerical or Office Wark
Construction
Custodial
Education
Entertainment

Factory
Food Services

Healthcare

Infarmation Technalogy
Retall Sales

Security

Warehouse

Other

W o S o o o o S & O O 2= Bk

Who did you contact?
Manager with hiring authority
Emploves

How did you make contact?
In-person 11 91.7%
Phone 1 B.3%
Email 0 0%
Text 0 0%

IPS Employment Center, The Rockville

Stage of contact? Institute

16.7%
B.3%
0%
0%
0%
0%
50%
0%
0%
0%
0%
0%
25%

12
1]

en— 15l meeting

100%%

0%

5 41.7%



QUESTIONS RESPONSES

12 responses

SUMMARY INDIVIDUAL Accepting responses .

Who contacted the employer? (2 responses)

@ Staff member: Sarah
@ Staff member: Chrisje
0 Staff membear: Tanya
@ Jobsesker {15t employer contact)

Job Development Date (7 responses)

Feb 2017 1 72 ) 14

IPS Employment Center, The Rockville
Institute
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Sarah Swanson Employer Log Form (Responses)
Fie Edt View lnset Formal Data Tools Form  Add-ons Help

IPS Employment Center, The Rockville

Institute

e suomm w0 - BISA B E-l-l4- ccBEWY- A
Timestamp
A 3 € D E F H H | J K
Timestamp .Whomntact&d the emplo Job Development Date  Name of business (addre: Job seexer of interest  Business contacl Type of Business Who did you contact?  How did you make contac Stage of contact? Meeting summary Ne
1302017 14:16:26 Staff member. Sarah 113172017 Donkervoat Sulo Sjors Auts body Manager with hiring authe In-person 13t meeting Set up appaintment to lez 2m
132017 10:21:04 Staff member. Chrigle 1312017 KLM Bank YoMa Stacey Bank Manager with hiring authe Phane Advocacy Called manager o ask If« Ne
1302017 10:42:11 Staff member. Sarah 1302017 State Farm Insurance LK' 3a Ni Dick Michaels Clerical or Office Work  Manager with Riring auth In-persan 15t meeting Asked for a meeting to 1z Ne
113012017 10:45:11 Staff member. Sarah 32017 Eyewear Essentals — Sanl Alice Peters Clerical or Office Work - Manager with hiring authe In-person 18t megting Alice reports that they wi 2m
220201114.27:53 Staff member. Sarah 222017 Stroop Waflles Pile Aleen Construction Manager with hiring authe In-person Inerview Attended job Interview with P
20017T10:52:28 Staff member. Chrisle 2112017 Speige’s Apple Orchard ToFu Jane Speigelberg Farm Manager with hiring auth In-person Return visit Metwith Jane to ask abol Re
1302017 15:13:24 Jobseexer (1t emplayer 12412017 Panera Faiview Pak 3aTh Bob Faod Services Manager with hiring authe In-person 13t meeting Job seaxer made firstem No
13012017 9.:38:22 Staff member. Sarah 13012017 Bob Evans LKWD ChRa Charlzne Faod Services Manager with hiring auth In-person 13t meeting 2ni
13072017 8:40.1 Staff member. Sarah 2312017 Bob Evans LKWD ChRa Charlzne Faod Sarvices Manager with hiring auth In-person 2nd magting Charlzne was busler thar 2m
13012017 9:41:22 Staff member. Sarah 2032017 Bob Evang LKWD ChRa Charlene Faod Services Manager with hiring authe In-person 2nd megting Charlene was busher thar 2n
1302017 10:39:29 Staff member, Sarah 1302017 Deagans ChRa Herb Food Services Manager with hiring authe In-person 2nd megting Herb s looking for waltst No
232017 15:23:11 Saff member. Sarah 21142017 Burgermeester FLOR JAN Faod Services Manager with hiring authe In-person 2nd megting Manager explained that U Re




To get started:

e Open a gmail account if you do not already have
one.

e Get a copy of “Brief Beginner Guide to IPS Works”
from SarahSwanson@Westat.com

e Email Annalee to ask for a copy of the form.
AnnaleeKwochka@Westat.com



mailto:SarahSwanson@Westat.com
mailto:AnnaleeKwochka@Westat.com

T hanks!

To Michael Castillo (IPS
specialist), Sanford Pearlman
(IPS specialist), and Jackie
Pogue (IPS trainer) for
developing and sharing the
original version of the form.

And thanks to the IPS teams
who helped test and refine the
form!
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