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Guideline checklist of good practices for handling individuals involved in a placement process

	Access and initial intake:
	YES
	NO

	· Clarify enquiry: Source and nature of the enquiry? What do they expect of the service? (Expectations).
	
	

	· Give information verbally and in writing.
	
	

	· Assess the suitability of the referral: Can the service respond to the enquiry with the resources it has?
	
	

	· Reply to the referral, if appropriate.
	
	

	· Form a relationship and give confidentiality assurances to the client and to the agency providing the referral (if applicable).
	
	

	Assessment of users:
	
	

	· Build their vocational profile: competences and skills (knowledge, training, experience…).
	
	

	· Motivation to work.
	
	

	· Analyse their match with the actual job market.
	
	

	· Carry out analysis of employability: facilitators and barriers to the job placement process.
	
	

	· Analyse natural supports available.
	
	

	· Evaluate sectors of work interest.
	
	

	Feedback interview and pathway design
	
	

	· Share the information gathered.
	
	

	· Communicate it in an assertive manner.
	
	

	· Rephrase the enquiry.
	
	

	· Agree on a referral to a more suitable agency if the agency cannot provide the service requested.
	
	

	· Agree pathway with concrete objectives that can be measured by specific, time-lined results.
	
	

	· Assess type, frequency, intensity and duration of the support for the pathway.
	
	

	· Agree on the pathway follow-up methods.
	
	

	· Coordinate with the referral service for feedback and agreements.
	
	


	Pathway implementation and follow-up
	YES
	NO

	· Assess the wish to disclose the disorder to companies or not, with reasons.
	
	

	· Evaluate success in achieving aims of the work plan (pathway).
	
	

	· Evaluate aspects of the process: motivation, initiative, autonomy...
	
	


	Placement and post-placement follow-up:
	
	

	· Agree with the client the information to be disclosed to companies and obtain their consent to do so.
	
	

	· Assess type, frequency and intensity of support in selection processes.
	
	

	· Analyse natural supports available in the work environment.
	
	

	· Assess type, frequency, intensity and duration of the support in the workplace.
	
	

	· Agree methods of post-placement follow-up.
	
	

	· List successes.
	
	

	· Evaluate satisfaction regarding the work and the employment service.
	
	

	Job retention:
	
	

	· Listen to and calm the user.
	
	

	· Analyse risk situations and factors.
	
	

	· Manage difficulties and conflict situations: jointly assess possible solutions.
	
	

	Preventing relapse and detecting signs of decompensation:
	
	

	· Draft an action plan for crises situations or decompensation.
	
	

	· Determine procedures to follow adapted to client's needs.
	
	

	Coordination with other agencies (Mental Health Centre, Social Services…):
	
	

	· Identify contact persons
	
	

	· Establish communication channel and keep it active.
	
	

	· Agree on coordination mechanisms, including forms, regular meetings, etc.
	
	

	· Agree on criteria for referrals.
	
	

	· Conduct follow-up of those participating in the service.
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