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PLEASE READ - IMPORTANT

This PowerPoint has been modified from the 

original PowerPoint shared at the 

IPS Documentation Training 

On June 22nd 2023.

It has been modified because

additional documentation changes

Have been implemented since the training; 

This presentation includes those changes.

Center of Excellence for Behavioral Health
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Objectives

Center of Excellence for Behavioral Health

Milestones

Participants will become 
familiar with Iowa’s IPS 

milestone funding 
structure and 

understand how and 
when employment 

milestones are achieved

Documentation

Participants will gain 
knowledge and 

understanding on 
required IPS milestone 

& IPS fidelity documents 
and successfully 
complete them.
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Name/Role

Introduce yourself to the 
group.

Agency

Where do you currently 
work?

Dream Job

Tell us your dream 

job!

Getting to Know YOU

Center of Excellence for Behavioral Health
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IPS Milestone Documentation

Center of Excellence for Behavioral Health
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Required for

IPS Fidelity:

• Career Profile

• Disclosure Worksheet

• Job Search Plan

• Job Development Logs

• Job Start Form

• Job Support Plan

• Job End Form

Required for

Iowa IPS Milestones:

• Career Profile (*1)

• Job Search Plan (*1)

• IA IPS Milestone Progress Report (*2, *3, *4)

• Job Development Log (*2)

• Job Development Monthly Report (*2)

• Job Start Form (*2)

• Job Analysis Report (*3)

• Time-Unlimited Support Report (formerly 
called “Employment Training Plan” (*4)

• Job Support Plan (*4)

Required Documents

Center of Excellence for Behavioral Health

* Denotes Milestone #
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Forms Links

• Iowa Vocational Rehabilitation Services | Iowa Vocational
Rehabilitation Services (https://ivrs.iowa.gov)
→ For Our Partners

→ Community Rehabilitation Programs (CRPs)

→ CRP Menu of Services

→ find Individual Placement and Support and click the +
• Forms will be updated by 7/10/2023

Center of Excellence for Behavioral Health

https://ivrs.iowa.gov/
https://ivrs.iowa.gov/
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Forms Links

Center of Excellence for Behavioral Health

• Center of Excellence for Behavioral Health (CEBH) 
(iowacebh.org)
→Practices of Focus

→ Individual Placement and Support

→ Resources

→ More IPS Resources
• Forms will be updated by 7/10/2023

https://www.iowacebh.org/
https://www.iowacebh.org/
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The Career Profile

• 3 approved formats for the Career Profile

• An important step to a successful outcome

• Memorize key questions 

• Have a conversation

• Add info you already know

• Get input from VR, behavioral health team, natural supports

• Update with new information like preferences, employment, 
education

• Completed in first couple weeks

Center of Excellence for Behavioral Health
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The Career Profile is a Living Document

• A framework for gathering information and getting to know a person

• Helps explore passions, interests and strengths 

• Documents work incentives planning

• Documents disclosure preferences

• Identifies natural supports 

• Captures the employment history

• Reflects the integration between the team

• Foundation for individualized job search and follow-along plans

• Facilitates brainstorming ideas in supervision

Center of Excellence for Behavioral Health



11

Getting Started

• BEGIN BY:
–Listening

–Learning

–Building trust

NOT focusing on the 

paperwork; Be hospitable!

Center of Excellence for Behavioral Health
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Gathering Information

• Be OK not knowing everything at once

• Use existing info

• Ask team members

• Explain why you’re asking the questions

• Ask open ended questions

• Build profile over several meetings

• Incorporate into clinical file

Center of Excellence for Behavioral Health
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Disclosure Worksheet 
(not required for milestones)

• Reviews common “pros & cons” of disclosing mental illness to 
employers

• Allows worker to create their own pros/cons of disclosure

• Gives worker choice RE: ES contacting employers on their 
behalf

• Discusses what worker does and doesn’t want shared with 
employers

• Shows a robust conversation about disclosure is being had

Center of Excellence for Behavioral Health
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IA IPS Job Search Plan

Center of Excellence for Behavioral Health

• Preferences
• Disclosure
• Job Development Plan
• Employment Goal
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Page 2, IA Job Search Plan

Center of Excellence for Behavioral Health

• Client Strengths
• Self identified
• Identified by clinical team 

and other supporters
• Action Plan

• Objectives
• Who’s responsible?
• How often?
• By when?
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IA IPS Milestone Progress Report

Center of Excellence for Behavioral Health

• Living Document
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Milestone #1 – “Career Exploration” 

•ACHIEVED WHEN:

•Employment planning is complete
–Required documentation:

• Career Profile

• IA Job Search Plan

Center of Excellence for Behavioral Health
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Building Trust Gathering 
Information

Expanding 
Employer 

Relationships

Refining the   
Job Search

And then - Repeat and Continue:

Center of Excellence for Behavioral Health
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Until a Job is Obtained.  Whoopee!

Center of Excellence for Behavioral Health
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Update Milestone Progress Report 

• Review information

• Update any changes in preferences on the career profile

• Revisit disclosure and benefits planning

• Track milestone progress

• Add employer information

• Include brief summary of progress, needs, or assistance 
provided since last milestone

Center of Excellence for Behavioral Health
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Job Development Monthly
Report Form

Center of Excellence for Behavioral Health

• Individualized for each worker
• Form on VR website
• Attains pre-employment needs & 

services provided
• Targets specific employers to 

pursue
• Identifies employment barriers
• Captures employer & ES 

feedback RE: business contacts
• Next steps
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Job Development Log

• Documents 6 weekly  
face-to-face employer 
contacts

• Records next steps

• Helps ES remember 
information attained RE: 
jobs/employers

• Also submitted 
w/Milestone 2

Center of Excellence for Behavioral Health
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IA IPS 
Job Start Form

Center of Excellence for Behavioral Health

• Formerly called 
“Placement Report”

• Gathers information 
about job w/worker
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IA IPS 
Job Start Form

• Gathers feelings 
about the job

• Update benefits 
planning information

• Update disclosure 
preferences
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Milestone #2 – “Job Development (1)”

•ACHIEVED WHEN:

•1st Successful Job Placement/1st day on the job
– Required documentation:

• IA IPS Milestone Progress Report (updated)

• Job Development Log

• Job Development Monthly Report

• Job Start Form

Center of Excellence for Behavioral Health
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Continue to Gather  
and Update 
Information

Complete Job 
Analysis Form

Evaluate Job Support 
Needs

Center of Excellence for Behavioral Health

Then -Prepare to Support Successful 
Employment
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Update Milestone Progress Report 

• Review information

• Update any changes in preferences, career profile sections, etc.

• Document any career advancement goals

• Track milestone progress

• Include brief summary of progress, needs, or assistance 
provided since last milestone

Center of Excellence for Behavioral Health
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Job Analysis Form

• Required Milestone 4 Form

• Document that evaluates:
–Job & Workplace Safety

–Essential Functions of the Job

–Physical Demands of the Job

–Cognitive Demands of the Job

–Job Requirements (age, education, 

other)

Center of Excellence for Behavioral Health
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Milestone #3 – “Job Development (2)”

•ACHIEVED WHEN:

•Worker has maintained employment 45 days
–Required documentation:

• IA IPS Milestone Progress Report (updated)

• Job Analysis Form

Center of Excellence for Behavioral Health
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Continue job coaching 
or other job supports 
as needed, expanding 

MH support

Build natural 
supports

Complete Time-
Unlimited Support 

Report & Job Support 
Plan

Center of Excellence for Behavioral Health

Then: Prepare to Transition to Long Term 
Supports
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Update Milestone Progress Report 

• Review information

• Update any changes in preferences, career profile sections, etc.

• Document any career advancement goals

• Track milestone progress

• Include brief summary of progress, needs, or assistance 
provided since last milestone

Center of Excellence for Behavioral Health



32

Time-Unlimited Support Report (formerly called 
“Employment Training Plan”)

• Information about the job & employer

• Documents supervisor & ES partnership of supporting the 
worker

• Compiles job tasks & task sequence

• Evaluates worker’s skill levels at job tasks

• Informs readiness for successful IVRS closure, or need for 
additional supports

• If client does NOT disclose, do your best to complete with the 
client/worker

Center of Excellence for Behavioral Health
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Time-
Unlimited 
Support 
Report

Center of Excellence for Behavioral Health
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Job Support Plan

• Begin working on this plan as soon as person becomes 
employed

• Do NOT wait until 90 days to complete!

• Way of building natural, employment & MH supports

• Identifies needs and/or accommodations

• Revisits disclosure preferences

Center of Excellence for Behavioral Health
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Job Support Plan

• Involves the care team

• Specifies the “who, what, where, when & how” of job supports

• Ultimate goal is successful job retention use of supports

• *Added – section addressing benefits & entitlement future 
planning to avoid worker losing SSI/SSDI, HAB or planning for 
independence from benefits & entitlements

Center of Excellence for Behavioral Health
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Job 
Support 
Plan

Center of Excellence for Behavioral Health
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Milestone #4 – “Supported Job Coaching”

•ACHIEVED WHEN:

•Worker has maintained employment 90 days
–Required documentation:

• IA IPS Milestone Progress Report (updated)

• Time-Unlimited Support Report (formerly called “Employment 
Training Plan”) 

• Job Support Plan

Center of Excellence for Behavioral Health
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Job End Form

Center of Excellence for Behavioral Health

• Completed once job ends
• Documents information about 

the job and reason job ended
• Involves care team
• Obtains perspectives regarding 

the job ending
• Updates disclosure preferences
• Discusses benefits & 

entitlements changes
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Conclusion

• Questions?

• Thanks for attending!

• Please take time to complete the training survey

• Next IPS Training:
– IA IPS Quarterly Learning Community meeting

Topic – “Time Unlimited Supports”

–Thursday July 20th

–10 a.m. to 12 p.m.

–Register Here

Center of Excellence for Behavioral Health

https://uiowa.zoom.us/meeting/register/tJ0lceyvqD8rH93wgX0pysdCClsB0lEalI_c
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Sherry Becker

IA Independent Contractor & Fidelity Reviewer

sbeckeriowa@gmail.com

Contact Information

Center of Excellence for Behavioral Health

Darcey Sebolt

IA State IPS Trainer & Fidelity Reviewer

Darcey-Sebolt@uiowa.edu

mailto:sbeckeriowa@gmail.com
mailto:Darcey-Sebolt@uiowa.edu


CHANGING MEDICINE.
CHANGING LIVES.®

iowacebh.org

Thank you

Center of Excellence for Behavioral Health

Darcey Sebolt
IPS State Trainer & Fidelity Reviewer
Center of Excellence for Behavioral Health

(563) 676-4539 Cell
(319) 356-8389 Skype for Business #
Darcey-Sebolt@uiowa.edu

Produced by Center of Excellence for Behavioral Health at University of Iowa Hospitals and Clinics Center for Disabilities and Development. 
The Center of Excellence for Behavioral Health is funded by the Iowa Department of Health and Human Services.
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