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Seeking a Job Individual Skills Development CLS-EMP4
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Residential Program Overview

Resources Required: Client Service Plan, Recovery Home Rule Set, Policy and
Procedure Manual

Goals
1. Identify goals of Recovery Home Program
2. ldentify client reasons for living/working at the Recovery Home
3. ldentify consistency and connection between program and client goals
4. Improve client understanding of program and how it will work

Direction:

Staff introduce the above goals and introduce that this setting is a Recovery Home
and is designed to help clients achieve their service plan goals, which include
living as independently in the community as possible. Staff and Client discuss
what the client’s goals are, using the service plan, if available in the discussion.
Staft will help the client make connections between the client’s goals and the
overall goals of the Program.

Staff may introduce key points from the Program Schedule, Key Rules, and Need
to Know Policies, Procedures or Processes for the client to fully understand the
expectations and rules for the program.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Introductory Recovery Discussion

Resources Required: None

Goals

1. Improve understanding of recovery: what are the components of a life in
recovery?

2. To understand details from another's recovery plan

3. To begin to apply another's experiences to the client's own recovery plan

Direction:

Staff introduce the above goals and introduce that this setting is designed to
encourage Recovery. Staff and Client discuss what the client’s definition of
Recovery is. Staff will help the client make connections between the client’s goals
and the concept of Recovery.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Recovery Art/\Writing Project

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. ldentify client strengths
2. Improve client self-esteem

3. Improve client motivation and action

Direction:

Staff engage client to complete a poster, collage, or writing assignment to illustrate
one or more client strengths. Staff state: “it’s easy to always focus on our
challenges or what we struggle with, but recovery is about building on our
strengths."

Staff and client will review SAMHSA booklet SMA-3715 Building Self-Esteem-A
Self Help Guide together, highlighting main points. Staff and client discuss client
self-rating in regards to self-esteem, and then move on to strengths. Staff help
client make connection between focusing on strengths and improving self-esteem.
Staff and client work on creating a collage that shows one or more strength(s) the
client is proud of and which supports recovery. Staff and client discuss ways to
use the strength more in support of recovery.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Recovery Project: Developing your personal "celebratory scrapbook™ and place to
honor yourself.

Resources Required: A set of paper, journal, binder, or other selected scrapbook;
Materials the client would like to use for the scrapbook:client photos (make
copies), client selected writings, postcards, mementos, etc. Chosen objects the
client would like to use to decorate his/her space.

Goals:

1. ldentify client strengths
2. Improve client self-esteem

3. Improve client motivation and action

Direction:

Staff help client complete the following activity: Develop a scrapbook that
celebrates you and the wonderful person you are. Include pictures of yourself at
different ages, writings you enjoy, mementos of things you have done and places
you have been, cards you have received, etc. Or set up a place in your home that
celebrates "you." It could be on a bureau, shelf, or table. Decorate the space with
objects that remind you of the special person you are. If you don't have a private
space that you can leave set up, put the objects in a special bag, box, or your purse
and set them up in the space whenever you do this work. Take them out and look at
them whenever you need to bolster your self-esteem. Through the activity, staff
work to build relationship with the client: validate, reflect what is being said, work
to better understand the person and their work. Staff works to help client make the
connection between identifying strengths and successes and a successful recovery.
Staff work with client to understand which of the client's goals are building on the
strengths and successes that they have had in their life.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Reinforcing a positive self-image

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Identify client strengths
2. Improve client self-esteem

3. Improve client motivation and action

Direction:
Staff helps client complete the following:

Set a timer for 10 minutes or note the time on your watch or a clock. Write your
name across the top of the paper. Then write everything positive and good you can
think of about yourself. Include special attributes, talents, and achievements. You
can use single words or sentences, whichever you prefer. You can write the same
things over and over if you want to emphasize them. Don't worry about spelling or
grammar. Your ideas don't have to be organized. Write down whatever comes to
mind. You are the only one who will see this paper. Avoid making any negative
statements or using any negative words—only positive ones.

When the 10 minutes are up, read the paper over to yourself. You may feel sad
when you read it over because it is a new, different, and positive way of thinking
about yourself—a way that contradicts some of the negative thoughts you may have
had about yourself. Those feelings will diminish as your reread this paper. Read
the paper over again several times. Put it in a convenient place—your pocket, purse,
wallet, or the table beside your bed. Read it over to yourself at least several times a
day to keep reminding yourself of how great you are! Find a private space and read
it aloud. If you can, read it to a good friend or family member who is supportive.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Making Affirming Lists

Resources Required: None

Goals:

1. ldentify client strengths
2. Improve client self-esteem

3. Improve client motivation and action

Direction:

Staff work with clients, helping them make the connection between identifying,
affirming and presenting our strengths and a successful recovery.

Staff and client select one of the following activities and complete together:
list 5 strengths;

list 5 things you admire about yourself;

list the greatest achievements in your life;

list 20 "small™ accomplishments;

list 10 healthy rewards for yourself;

list 10 things that make you laugh;

list 10 things that you can do for another person;

list 10 things that make you feel good about yourself;

list 10 things that you know very well.

©CoNoRWNE

Many clients may struggle at listing positive s or accomplishments-help them when
they get stuck. Asking clients how a healthy/loving family member or friend may
respond might be helpful, or staff may offer one or two suggestions to help.

In each response, staff needs to validate, ask to understand, reflect and support.
Staff and clients may choose to mail the list to themselves, hang on a wall or send
to a healthy and caring family member or friend-client's choice.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Doing What | am Good At

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Identify client strengths
2. Improve client self-esteem

3. Improve client motivation and action

Direction:

Staff help clients build off of the above art project or review a portion or all of the
Self-Esteem Self Help Guide to apply their strengths to a healthy and recovery
supporting activity.

Staff work with clients to help them identify and plan activities that exhibit their
strengths. Staff should help the client remove any barriers and get help from other
staff/friends/family to complete the task. Staff help clients schedule the activity.

Following the activity, staff debrief with the client, asking what was enjoyable?
what strengths were in fact exhibited? and, what additional activities or next steps
can be taken to continue to exhibit and develop strengths. Staff should help clients
make the connection between use of strengths and furthering their recovery.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Making Good Self Care Choices

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. ldentify and practice completing healthy activities to improve self care and
recovery;

2. ldentify client strengths;

3. Improve client self-esteem;

4. Improve client motivation and action

Direction:

Staff engage with client and help them brainstorm and document a list of activities
that are healthy, consistent with their goals, exhibit their strengths and help build
self-esteem.

As clients develop list, staff ask: "why is this a good choice? "Tell me more about
this one?" "How do these activities support recovery and help build skills?" Staff
should not provide answers, but should help client get to their own and staff should
focus on understanding and validation.

Once a couple of activities are documented and understood, staff help client
identify and overcome any and all barriers that might lie in the way of client
completing the activity. Once client completes the activity, staff should "debrief"
with them about how it made them feel, what the experience was and what they
would change to make it better.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Getting Something Done that You’ve been Putting Off

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. ldentify and practice completing healthy activities to improve self care and
recovery;

2. ldentify client strengths;

3. Improve client self-esteem;

4. Improve client motivation and action

Direction:

Staff meet with client and help them brainstorm a list of tasks and responsibilities
that they have been putting off and need to complete.

Work to understand why it's important to the client to complete the task, and what
the benefit might be of getting it done. Help the client identify a path forward to
complete the task. Help the client identify any barriers or additional help they may
need.

Take care to refer to the client's MH Workers issues or tasks that might need to be
addressed with a trained/licensed MH therapist.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Make your Living Space a Place that Honors the Person you are (and your

Recovery)

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Help clients build self-esteem improving, recovery promoting spaces;
2. help clients learn positive use of space, organization skills, and other
household management skills

Direction:

Staff introduce the idea that we are affected by our living space, and that better
organization and decorating using items that exhibit our interests, strengths and tell
others who we are, are healthy practices. Staff brainstorm with clients what items,
decorations or possessions they can display to honor who they are.

Clients come up with a short list, with staff asking to understand why the item is
Important and how it tells the client story. Clients and Staff work together to
organize their living space to prepare for the new decoration, removing any
barriers and attending to any needs that come up. Staff help client organize and
then re-decorate.

Once complete, staff asks client for feedback:
1. what was your experience?
2. Did this turn out how you want it?
3. What skills did you use to complete this project?
4. What other household skills do you think are required for maintaining a
healthy environment?
5. Is there anything further you'd like to do next?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Do Something Nice for another Person

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Help clients complete good deeds for family members, friends or peers as a
means to identify positive and recovery forwarding choices;
2. Help clients build interpersonal skills and friendships

Direction:

Staff help client brainstorm ideas for doing good deeds for someone special to
them. Clients identify the person or people and come up with no or low cost ideas
for doing something special for them. Staff helps client brainstorm ideas, helps
them remove barriers and address needs.

Staff work to understand, validate and support client with the project. Specifically
staff ask why and what the client might expect following the good deed.

Following the activity, staff should debrief with client to understand what
happened, what worked, how did doing something nice for another make them
feel, and what they think they'd like to do as a follow up. Staff should discuss with
clients how doing things for others supports our own recovery, asking the client
and letting them respond and consider.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Develop a “Self-Esteem Calendar”

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Identify and practice completing healthy activities to improve self-care and
recovery;

2. ldentify client strengths;

3. Improve client self-esteem;

4. Improve client motivation

Direction:

Staff help client with the following activity:

Get a calendar with large blank spaces for each day. Schedule into each day some
small thing you would enjoy doing, such as "go into a flower shop and smell the
flowers," "call my sister,” "draw a sketch of my cat,” "buy a new CD," "tell my
daughter I love her,” "bake brownies," "lie in the sun for 20 minutes," "wear my
favorite scent,"” etc.

Then, staff help client to make a commitment to check his/her "enjoy life" calendar
every day and do whatever you have scheduled for yourself. Prior to completing
the calendar, staff help client identify healthy, self-esteem building activities that
are consistent with the client's goals and service plan.

Following the brainstorm, staff help client document and plan to complete these
"self-esteem” improving activities. Staff and client brainstorm ways to make sure
they complete the activities and whether there are any needed supports or barriers
that need to be overcome in order to complete them.

Following completion of each of the activities, staff should huddle up with the
client and debrief, identifying how the activity made them feel, what it did for
them, and what further they would like to do to build upon the success.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Community Navigation: Identifying Additional Self-Esteem Resources

Resources Required: SAMHSA booklet SMA-3715 Building Self-Esteem-A Self
Help Guide

Goals:

1. Help clients learn to successfully navigate the community, the library
system, and the wealth of learning resources at their disposal;

2. ldentify and improve client strengths,

3. Improve client self-esteem

Direction:

Staff discusses the number of self-help books that are waiting for the client at the
library, and how effective "biblio-therapy" is for many clients. Client and staff
travel to the library and navigate the library system, with librarian help, if needed.

The client should be encouraged to lead the way, asking for help if needed, and
engaging library staff (not having the staff solve all the problems); client chooses a
book that looks good to them. Client and staff follow up as the client reads the
book, with client "teaching" staff items, advice and suggestions from the book and
working with staff to further implement good ideas into daily schedule. Further
items from the book of interest to the client could be printed, copied, and shared
with peers at mealtime, group, or with family members and friends.

Staff and client work together to assure library book is returned in good shape and
on time. Further discussion/exploration of the library system and its resources is
also appropriate.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Recovery Role Play Activity: Building Interpersonal Skills and Self-Esteem

Resources Required: None

Goals:

1. Help clients develop courage, interpersonal skills and hope;
2. Improve client assertiveness while identifying their strengths and
accomplishments

Direction:

Staff completes a role play with client (or facilitates a role play between 2 peers)
with each speaking for 2 minutes to the other, identifying the qualities that make
him/her a good friend, while the listener listens without interruption.

The facilitator pays close attention to the exercise and tells the participants when to
switch.

After both peers have gone, staff can discuss with peers the following:
1. What it was like to share your good qualities;
2. What was it like to listen carefully;
3. Why is it difficult sometimes to share our good qualities?
4. What is the benefit of doing so?

Both peers can do an additional session using one of the above items taken from
the affirming list exercise
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Recovery Role Play Activity: Building Interpersonal Skills and Self-Esteem

Resources Required: None

Goals:

3. Help clients develop courage, interpersonal skills and hope;
4. Improve client assertiveness while identifying their strengths and
accomplishments

Direction:
Staff help client brainstorm possible jobs they would like to have-even dream jobs.

The client and staff do a mock interview with the staff asking the questions and the
client identifying during the course of the interview as many positive skills,
strengths and experiences he/she has. Staff should ask:

Why would you be a good hire?

What skills do you have?

What strengths set you apart from others?

What are some experiences that you have had that have taught you? and
other related follow up questions.

Hwn e

Staff should help the client stay focused on their strengths, skills, and other
positive attributes and experiences, which may be difficult for clients.

Following the interview, staff should debrief with clients regarding how it felt to
share their strengths and positive attributes. Additional Questions:

1. What strengths did you not mention?
2. What are your ideas for making sure you are leading with all your positives
every day?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Recovery Activity: Defining Recovery

Resources Required: SAMHSA's "10 Fundamental Components of Recovery"

Goals:

1. Help clients develop their own definition of recovery and plan to
communicate it to their service team and incorporate it into their service plan
and daily activities;

2. Help clients understand SAMHSA's 10 principles of Recovery and begin to
apply them to their life and treatment

Direction:

Staff introduce the idea that at the program we are all working on forwarding our
recovery. Staff ask client:

1. What is your definition of recovery?

2. What does recovery look like for you?

3. From your perspective, and as you progress in your recovery, would be true

about your life?
4. What would not be true?
5. What would others see as you make more and more progress?

Clients respond as staff validate, ask follow up questions, further explore and
reflect back to clients. Following this discussion, staff hand out SAMHSA's 10
Fundamental Components of Recovery' and read it with client, discussing,
answering questions, and follow up as needed.

Staff ask clients if they feel these are important ideas to incorporate into their
work. Staff ask clients how they may be able to assure these principles turn into
practices and become a part of their daily schedule and work. Staff may help
clients develop a chart where in one column they write the Recovery Principle and
in the other they identify how they will "realize™ the principle in daily work.

Additional Questions to Ask:
1. Is there one principle that means more to you than others? Which one?
Why?
2. Are there principles that you think are reflected well in your life currently?
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3. Are there others that need to be further improved or encouraged? Which
ones?

4. How this program, your team, and others help you to improve or encourage
those that need to be?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Organizing My Recovery

Resources Required: SAMHSA's "10 Fundamental Components of Recovery"

Goals:

1. Help clients develop an organizational system by which to keep track of
all of their Recovery Paperwork;
2. Help clients learn organizational skills and manage their care

Direction:

Staff share that it is important to keep and organize their "Recovery Materials" so
that they can understand and keep track of their recovery materials and medical
information.

Staff and clients discuss how they want to track and organize their materials.
Clients may use electronic files or may use cardboard boxes, file folders, and other
means. Staff and clients should identify if materials will be made or bought.
Clients identify with staff what materials they think it important to collect and
organize. If needed, staff should offer assessments, service plans, medical tests,
bills, manuals to equipment, medication education sheets, and other materials to
the client to make suggestions.

Staff and client work to identify a safe place to store the recovery file and how it
may be referred to, why and when. Staff helps clients make subgroups and tabs so
that needed information can be accessed easily. Further, staff should help clients
identify and prioritize key recovery documents. For example, "using" the service
plan daily may be of help to clients who would like to stay on track or ahead of
schedule in the accomplishment of their goals. Clients may want to decorate their
files, write important statements or quotes on them, etc.

Staff, throughout the session, should validate, ask open questions, work to better
understand and offer assistance in getting over barriers and getting needs
addressed.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Defining Hope

Resources Required: None

Goals:

1. Help clients define hope and begin to develop ways to increase their hope in
the future.

Direction:

Pre-work (community navigation and research activity): Staff and client go to
library with the intent of checking out stories that illustrate another's hope and
recovery or music that illustrates someone who is struggling maintaining hope in
the future. Clients should choose selections that are personal and enjoyable to
them.

Following the collection of materials, staff may read the following to clients:

“Believing that there is hope for recovery and for working toward meeting
personal goals is often difficult for people who have been told they can never get
well. It can be even harder for those who also have difficulties with alcohol or
drugs; who may hear a variety of conflicting and negative messages. There is now
research that proves that people who have mental and substance use difficulties
can and do get well and move on with their lives. There is lots of hope. Many,
many people, even those who had the most serious difficulties, have achieved a
high level of wellness. ”

Following this, staff ask clients about how hopeful they are about their future and
their ability to achieve recovery goals. Staff should work to better understand the
client's perception of the strengths that will get them there and the potential barriers
in their way. Discussion should focus on how the client can work with their
treatment team to improve hope and assure success.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Educating Myself

Resources Required: None

Goals:

1. Help clients better navigate the community;

2. help clients access information as needed;

3. help clients become expert on their MH/AODA conditions and the evidence
based practices that can be of help

Direction:

Staff and client discuss and identify one thing (or a list of things) that the client
wants to know about his/her MH/AODA conditions, recovery plan, treatment,
options, etc. Staff and client discuss ways that we could get the question answered
and improve understanding and knowledge of MH/AODA issues and treatment.
Staff emphasizes that as a consumer of services, it is important for the client to be
informed, assertive and to work as an equal partner with his/her service team.
Client may suggest internet access or going to the library (or both).

Support the client through the process of researching their question(s) and
following up. Help the client if needed, better refine the question or start small, if
the item is complex. Help the client use the resources to conduct research, review
the material and then have them answer their own question.

Plan with the client a way that they can implement their new knowledge: should
they share the information with a peer? Family member, friend? Service team? If
they keep a journal, do they want to complete an entry on this? Do they want to
keep a copy of the work in their recovery file?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Using Computers to Conduct Effective Research

Resources Required: Brochure related to online safety and risks

Goals:

1. Clients will be able to use computers to identify needed information and
resources;

2. Clients will be able to critically examine resources and choose well-
researched and appropriate sources;

3. Clients will understand how to protect themselves and their private
information on line.

Direction:

Staff discuss with clients that it is not safe to share personal information on line; if
personal information is required to access a site, it is best to use another one.
Further, staff should discuss with client that not all information on the internet is
true, and that like other sources, online information should be checked.

Staff and clients should work together to identify a site and show the client the
difference between educational content and advertising; Remind them that before
deciding they agree with information found on the web, check to see where the
information came from. Is it from an individual whose background is unknown?
Is it a national organization that has a good reputation and a philosophy that is
agreeable to them? Is it sponsored by a company that wants to sell a product? Is it
from a respected hospital or university? If it is still unclear whether the
information is accurate, asking several friends and/or a trusted healthcare provider
IS best.

Work with the client to access the Internet and look up with them a few recovery
and/or MH Topics of interest. Assure clients know how to email, print, save as the
need may present. Teaming peers up together to work on researching topics,
navigating the web, and getting at valuable information may be helpful as well.



WA County HSD Adapted Taking Action 22

WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving my Health: Interviewing a health care/MH provider about managing my
health better

Resources Required: None

Goals:

1. Clients and staff will brainstorm together, identify a health concern the client
wants to better manage, then develop a brief list of questions that he/she
could use to interview their health provider to get ideas to better manage the
concern

Direction:

Staff and client pick one of the client's Health/MH concerns; staff helps client
identify what they would like as a goal/outcome for this concern; client and staff
identify a health provider who would be willing to help them and provide
additional information at a future appointment.

Clients and staff should select a provider whom they will be seeing within the next
month. Staff and clients identify 3-5 questions to ask their provider. Client and
staff should discuss what their plan is with the information they receive, and
should discuss how the new ideas and possible actions are to be communicated
with the larger team and then with the provider who helped him/her.

Following the meeting with the provider, staff and client should take the time to
discuss/debrief how the meeting went, what was learned and what is to be done as
a follow up. Staff and client should check in about how the client felt he/she
communicated and what if anything they would want to improve for next time.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Empowerment and Self-Determination

Resources Required: Page 59 of Taking Action printed out and provided to each
client

Goals:

1. Help clients understand their rights, their sense of power and responsibility,
and to help them make independent decisions about their life and their care

Direction:

Staff and clients discuss that clients have rights, and staff ask inquire as to the
client's understanding of his/her rights. Following this discussion, staff hands
client page 59 of Taking Action, with client rights listed.

Client and Staff read through the rights together, assuring full understanding of
each and how they apply to the client's life. Client and Staff may discuss all or one
or more rights that stand out as particularly important to the client. Client and staff
may want to assure that all the rights on the list are being fully protected currently
for the client. Further, client and staff may discuss whether in the past the client
felt any of his/her rights were violated and what was done about it. Staff and client
may also discuss ways that the client, should he/she feel that some of these rights
are being violated, may address the concern with the appropriate party.

Staff may also want to share the Recovery Home and HSD/CCS Grievance Policy
and help the client understand the policy and procedure for getting concerns
addressed.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Empowerment and Self-Determination: Developing my Voice

Resources Required: None

Goals:

1. Help clients develop the interpersonal skills and assertiveness to advocate
for themselves respectfully.

2. Help clients understand their rights, their sense of power and responsibility,
and to help them make independent decisions about their life and their care

Direction:

Staff and Client (or client and peer) discuss the idea that we need to practice our
interpersonal and self-advocacy skills in order to get comfortable and skilled with
them.

Staff and client may begin by discussing past attempts to assertively communicate
and advocate for themselves: what worked, how did you feel? What didn't work?
What would you want to change about the experience?

Following this discussion, clients, staff and peers may role play being assertive and
standing up for your rights.

Possible Role Plays:

o A client telling her provider that she wants to change her goals and assure
they are in her words.

e A client telling a doctor that she wants to feel better when taking her
medications, and for him to share ideas to help.

e A person telling a family member or friend that she does not like the way
she is being spoken to.

e A person who is telling her family member that she does not want to have
alcohol and drugs around her.

o A person telling a roommate that she would appreciate her cleaning up after
herself in the kitchen after eating.

e A person asking a neighbor to turn down his music after a certain hour.

e A person telling a doctor for a full listing and explanation of all expected
side effect for the new medication she is taking.
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o Other ideas as the client and staff wish-make those relevant to the client and
his/her experience.

Following the role play, work with the client to identify how he/she felt completing
this exercise? What could she have done to feel better? Stronger? More
confident? Are there any ideas that could be employed to improve her skill set?
Staff should help client identify and plan for future implementation and practice.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Empowerment and Self-Determination: Developing my Voice

Resources Required: None

Goals:

1. Help clients research examples of individuals who have stood up for their
rights despite very challenging odds.

2. Help clients improve interpersonal skills and self-advocacy skKills;

3. Help clients help access needed information from internet resources or the
library

Direction:

Staff and client discuss that we can learn from individuals who have stood up
against great odds. We can identify the skills and strategies they used and
implement them in our own lives.

Staff and client work together to identify a "hero" who may be such a figure-
historical or current. Client and staff discuss what makes this person a good
candidate to learn from. If living, staff and client work to identify a way to meet
the person and interview them. If historical, client and staff will work together to
navigate the community or the internet to find the information we seek.

Client and staff will focus on the following:
e Who was this person?
o What were the challenges they faced?
e What did they do in the face of these challenges?
e How did they do it?
o What skills, strategies and supports did they employ?
e To what effect?

Staff may help client break down the skills, strategies and supports with the client
so they are readily accessible and can be individualized and implemented into the
client's daily work. Staff and client discuss what to do with their new knowledge:
share it with a friend, family, service team. peer, etc. How can we get the skills,
strategies and supports we like into our service plan? How can we develop them?
Which ones do we want to focus on first?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Achieving my Goals and Getting What | Want

Resources Required: None

Goals:

1. Clients will learn how to turn ideas into reality and move ideas to goals to
action;
2. Help clients improve interpersonal skills and self-advocacy skKills;

Direction:

Staff and client begin by introducing the process of moving ideas to action and
goal achievement. Staff should identify for clients that they can achieve their goals
i they build supports, make a plan and see it through.

Staff work with clients on the following questions:

Identify something realistic that you want.

How would you learn about what is needed to get this?

How can you accomplish this goal?

Who would be your supports for this goal?

Who would you have to ask or work with to make this happen?

What are some important things to consider or remember as you try to do
this?

7. How would you feel if you accomplished this goal?

ok owdE

Following this discussion, staff and clients (or peers together) may complete the
following role plays:

Asking your doctor for a complete blood test.

Talking to your CM about getting off of commitment.

Talking to a school counselor about going back to school.

Talking to your treatment team about moving into your own apartment.
Talking with your Probation Agent about getting off of probation.
Filing a restraining order.

Discussing an IPS referral with your team.
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e Asking your doctor for a change in medications.
e Asking your team for an early service plan meeting.

Staff and Client complete the role plays and then debrief. How did you do?
How did you feel? What did you do well? What do you want to improve?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Self-Advocacy

Resources Required: Speaking Out for Yourself: A Self-Help Guide, Pages 5 and 6

Goals:

1. Clients will review two examples of client-directed plans and relate to
them, identifying opportunities for their own planning and self-
advocacy

Direction:

Staff and Client review Speaking Out, page 5 and 6, reviewing Tom and Jane's
plans. Staff and client discuss what it is these people were trying to do, how did
they approach their issue or goals? How did they break down their goals and
interests in moving forward? What advice do you have for Tom and/or Jane
regarding their problem and their goals? What might be helpful to both of them,
from your perspective? How do their goals and how they are broken down relate
and compare to yours? Are you satisfied with your service plan? Is it written in
your voice? Is it everything you'd like it to be.

Staff may remind clients that their service plans should be in their own words with
goals and objectives they are excited about and want to pursue. If that is not the
case, the client should be encouraged to discuss the matter with their service
facilitator and other team members. Staff may want to role play with client if that
is the case and help develop a strategy for making the change happen. Otherwise,
staff my go back to debriefing the session and discussing what might be the client's
plan for improving service plan at the next meeting.

Further, staff should ask if there are other goals that the recovery home staff may
be able to help him/her with in the interim. If there are changes, these need to be
communicated to the service team and reflected on the plan.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Identifying Supports: What makes a good support/friend?

Resources Required: None

Goals:

1. Clients will identify the qualities that they look for in a good support person
or friend,;

Direction:

Staff and client discuss together the value of having natural supports, friends and
engaged family members. Staff asks and discusses with clients:

1. What is the value of having good supports on your team?

2. Who are the people in your life who are your supports?

3. What are the characteristics of either your supporters or individuals whom
you'd like to have on your team?

Staff reflect back and encourage client to discuss with family, friends and other
CCS service team members, identifying ways to include additional supports onto
their team.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Identifying and Building a Support Team

Resources Required: None

Goals:

1. Clients will identify the value of having a strong and supportive team
(professional and non-professional supports);

2. Clients will take steps to improve and increase their team, identifying trusted
members to whom they can reach out

Direction:

Staff and client discuss from the client's perspective, who is on his/her team?
Discuss with client:
Who these people are,
Why they are on the team,
What's their relationship with the client and what do they bring to the team?
How do they help the client specifically?
Does the client have everyone they need?
Is someone who would be a good support missing?
What makes a good team member and a good support person?

NoabkowdE

Client will share and staff and client may discuss further. Client and staff may
discuss if there is a next step, someone healthy he/she wants to reach out to, what
would this look like? What would be the plan to make this happen? How would
you contact? Ask?

Staff and client may want to role play and make a more structured plan that could
be scheduled and followed up on. If completed, make sure client is
communicating with team and then staff is debriefing with the client following the
contact.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: None

Goals:

1. Clients will develop improved interpersonal skills to develop supports and
make friends

Direction:

Staff and Client introduce idea of practicing skills needed to make friends and
build supports. Staff can complete the following role plays with clients:

Introduce yourself to someone at a community event, like a concert;

Ask someone you have met at group or at an event to coffee or lunch;

Ask a friend to a movie;

Ask a loved one or supporter to go to an outing, like a walk through a park.

Following each role play, staff should validate, ask how that felt to the client, what
they thought they did well, and what, if anything they think they'd like to improve.

Staff should provide gentle feedback or suggestions to help clients improve their
skills, but must ask permission to do so first. Staff can suggest that clients breathe,
relax themselves, focus on the positives, make eye contact, smile, and be
themselves.

Staff should point out positives and good skills exhibited and ask clients what else
they'd like to do to improve their skill and comfort with making friends.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: None

Goals:

1. Clients will develop improved interpersonal skills to develop supports and
make friends

Direction:

Client and Staff discuss that making friends and building supports are skills and
when practiced, we can get better at them.

Staff discuss with clients to fold a paper in two and at the top of one column write
the word "do", and in the other, write the word "don't". Staff and client work
together and identify the "dos" and "don'ts" of good friendship. Staff ask for client
to consider at least three in each column and discuss. Questions to ask:

Have you ever done those?

What was the result?

How did you feel?

How did it impact your friendship?

What did you learn?

Did you change anything as a result?

ok wdE

Staff should help client come up more do's and discuss perhaps taking one idea and
using it with one of their friends before the end of the day/week, whatever is
possible per scheduling. Staff and client can also discuss what type of friend the
client would like to be to someone else.



WA County HSD Adapted Taking Action 34

WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: None

Goals:

1. Clients will develop improved interpersonal skills to develop supports and
make friends;

2. Clients will learn how to manage and maintain relationships when they are
struggling

Direction:
Staff and Client discuss:

1. What are some of the things the client would like from friends and supports
when you are having difficult times?

2. In your past, were there things your friends, supports, and family did for you
that were not helpful?

3. What do you think you could do for your friends when they have difficult
times?

Staff and client discuss a time from the client's past when they were having a
difficult time and someone was able to help you. What happened? What did they
do that was helpful?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: None

Goals:

1. Clients will develop skills to improve relationships with their family
members

Direction:

Client and Staff discuss whether client believes there are opportunities to improve
the relationships with their family members.

Staff should ask:
1. If you could, what would you want to change about your relationships with
your family members?
2. Who are you thinking about?
3. What could you do to improve that relationship?
4. What specifically would you do?

If needed, staff can suggest the following:
e Being supportive of others;
e Encouraging open discussion of family issues;
e Planning activities and get-togethers with family members;
o Holding family meetings to discuss the kind of support you would like from
family members and how they feel about providing the support;
e Asking family members what they need regularly from you.

What are your ideas about other things you can do to improve relationships?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: None

Goals:
1. Clients will develop skills to improve relationships with others
Direction:
Client and staff will identify songs and other titles that display positive
relationships. Staff and client should identify what specifically is identified in the

song and what they think about it.

Why is it positive?
How does this relate to your relationships or experiences?



WA County HSD Adapted Taking Action 37

WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving Interpersonal Skills, Building Supports and Making Friends

Resources Required: p. 68 of Taking Action with the bulleted items from
Validating Chat

Goals:

1. Clients will develop skills to improve relationships with others
Direction:
Staff and client review handout and discuss what each statement means to them

and how they can be implemented into their relationships. Staff validate, discuss
further and follow up.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Understanding Involuntary Commitment Laws

Resources Required: Chapter 51 excerpts; excerpts from WA County ACS Policy;
process map of the ACS process

Goals:

1. Clients will review, discuss and understand the involuntary commitment
laws in WI and the process in WA County

Direction:

Staff and client discuss the term "involuntary commitment™ or "commitment" .
Many clients will have been or are on settlements or commitments with WA
County. Staff should ask whether they know about these terms, what they mean to
them, and what experiences they have had in these regards.

If client has had experiences being on (or is currently) commitment, staff should
ask what that experience has been. "Has this been a helpful experience?" Has it
led to anything positive? What happened to you to lead to this outcome? What are
your goals related to commitment? What would you like to see with this? Many
clients may either say they want to avoid being involuntarily hospitalized,
committed or they'd like to get off of commitment. Staff and client should further
explore this, discussing what would be the client plan (or set of goals) to help
avoid or accomplish their end.

Staff can hand out a copy of selected passages from DHS Chapter 51 that identifies
the State law regarding Emergency Detentions and Involuntary Hospitalizations, as
well as specific HSD/ACS Policy related to Crisis Services and Involuntary
Hospitalizations.

The client should be encouraged to share feelings, ask additional questions, and
even plan direct follow up with the ACS Leadership and/or staff if additional
contact is needed, or if they have questions that Recovery Home staff cannot
answer. As a next step, staff and clients can discuss how, if this is appropriate,
staff can plan to assure he/she avoids Emergency Detentions, Involuntary
Hospitalizations and similar contacts. Staff may encourage clients who share
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additional concerns to work with their MH Professionals to develop safety plans in
addition to their CCS service plans. Staff should focus on what can be included
into the recovery home schedule to assure clients remain healthy and they prevent
any forced treatment processes.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Understanding my Insurance and what it covers

Resources Required: Wisconsin Medicaid (Forward Health) website; IM
Consortium staff

Goals:

1. Clients will review and understand the rules and covered benefits for their
Insurance;

2. Clients will understand what MH/AODA services are covered by their
insurance

Direction:

Staff and Client identify their insurance (MA), and then make a set of questions
together related to it. Staff should prompt clients if needed, but let them start with
a few questions.

Staff can off the following suggestions:

What does my insurance cover at the MH Center?

How does my insurance pay for the recovery home?
What does my insurance pay my therapist, doctor, CM?
Are my medications covered by my insurance?

Do | have a co-pay?
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Client and staff make a plan for following up and researching the answers. Client
may make a list and call the IM Consortium, may go onto the Wisconsin Medicaid
website and review content there. Or, client may identify a knowledgeable peer at
NAMI or other site and follow up with them.

Following this activity, the client may make a plan to share this information with a
peer or family member/friend who may have an interest or the same insurance.
After all activities, staff should ask open questions: How did it go? What did you
learn? Were you satisfied with the process and answers? What would you like to
do differently? You used a number of good skills to accomplish this. What were
they? Are there some skills that you do better than others? What further do you
want to develop?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving my overall health-getting good health care; being an active consumer of
health care services

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p. 4, Getting Good Health Care Section

Goals:
1. Clients will review their health care routine, discuss with a provider what
they think is working well and what they’d like to change.
2. Clients will understand that they are consumers, that they have the right to
ask questions, make suggestions and direct their care;
3. Clients will learn a few tools/skills to be more active and assertive in their
role and partner more closely with their providers.

Direction:

Staff review with client(s) the "Getting Good Health Care" section on page 4 in
SMA-3718, Developing a Recovery and Wellness Lifestyle: A Self-Help Guide,
engaging the client and validating responses.

Emphasis should be placed on any current concerns the client is expressing, things
that the client would like to improve and/or plans to address providers in a
different manner. Staff can help the client get health care materials and important
related documents better organized for use with providers.

The end of the session should be a planning session in which the client agrees to
discuss these issues further with other members of the CCS team and make a more
complete plan to address and improve.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Building/Improving my daily schedule to improve my health and support my
recovery

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p. 4-5, Lifestyle Section; copy of current client schedule and a
blank copy of the schedule

Goals:

1. Clients will reflect on the strengths and opportunities found in their current
schedule: how does the schedule support me? In what ways is it holding me
back? What can | do about it?

2. Clients will work to build into their schedule small and sustainable
improvements that can forward their recovery.

Direction:

Staff introduce pages 4 and 5, the Lifestyle section, a copy of the client's current
schedule and a blank copy of the client's daily schedule;

Work through the discussion questions on 4-5 and validate the client's responses,
using Motivational Interviewing. Discuss the client's current schedule asking for
feedback from the client:

What do you like about your schedule?

What works for you?

What about your schedule does not work or do you not like?

What are some things that you need that are not currently in your schedule?
What things could you add or take away to improve your health and advance
your recovery?
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Staff can begin a process that may take a few contacts, reviewing and making
realistic and attainable changes to the client schedule, per client directive. Start
with one small change and have the client set a date for the change. Have the
client complete the revised schedule (one day) and then discuss how he/she will
measure the effectiveness of the change. Plan to follow up with the client after the
change and discuss with him what happened. What did you like? What will you
change next? etc.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Improving my diet to improve my health

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p. 7-8, Diet Section;

Goals:

1. Clients will reflect on and discuss their current diet, their choices, how the
diet affects their health, and what are their perceived connections between
their diet and their recovery;

2. If open, clients may decide to make one small change in their diet and then
track what they see as the effect of the change.

Direction:
Staff introduce pages 7-8, the Diet Section and reviews the discussion questions
and information with the client.

The client responds, discusses from their perspective how their diet is generally
supporting (or not) their health goals and recovery.

Staff and client plan together, if willing, a small test. Client may decide to add a
healthy food choice (apples, water rather than soda, etc.) for a day or two and track
the effect of the change on their bodies and minds; conversely, clients may decide
to reduce or eliminate a food they see as unhealthy, or not supportive of their
health goals. Staff and client should identify what the plan is and then schedule a
check in regarding the change.

Staff should ask if the client may want any additional supports to successfully
make the change.

At the follow up, staff should ask client to discuss the change and what the change
may further motivate the client to do. Next steps should be planned and with client
permission communicated to the larger team.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Increasing exercise for improved health

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p. 8, Exercise Section;

Goals:
1. Clients will reflect on their current exercise routine, will be introduced to an
introductory amount of information about the benefits of exercise and may
plan next steps to add exercise to their routine.

Direction:

Staff introduce page 8 (bottom), the Exercise Section, emphasizing the benefits of
having exercise as a daily practice. In particular, staff should introduce exercise as
a recovery tool, a way to decrease challenging symptoms that folks with Mental
IlIness experience (depression, anxiety, etc.).

Staff listen to clients share their experiences with exercise from their past, what
they think might be helpful or supportive to them, and if willing, help the client
develop one exercise session in the next week. Staff and client should first make
sure the client discusses the exercise plan with their medical provider to assure
they are healthy enough for the activity. Staff should help the client come up with
an activity that they are likely to enjoy and follow through on, with staff helping
the client remove any and all barriers to making it successful.

Staff and client should plan a check in and agree to discuss after the exercise
session what they liked, what they thought was challenging, and what their next
steps are for making exercise a regular part of their daily routine.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Sleep for improved health and recovery

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p.9, Sleep Section;

Goals:
1. Clients will reflect on their sleep routine and needs, identifying sleep as a
key component to a healthy life and a successful and sustainable recovery.

Direction:

Staff provide clients with page 9 and introduce the section as identifying the key
benefits of a healthy sleep routine. Staff and clients review the bulleted points and
recommendations on the page. Staff may ask:

Do you agree with them all?

Do you adhere to them all?

what from the list are some things that you do?

Which of those do you find helpful and healthy to you?

What of the recommendations are you not doing currently?

Which of those would you think would be good to add?

Are there any that you have been thinking about already and are ready to
start with?

NoakowdE

Staff should discuss and validate client perspectives and ideas and then move on to
the "You need to see a doctor if..." section. Staff should encourage the client to
discuss with their medical provider next time they see them, but also to identify
one recommendation and try it as a test. Staff and client may plan for the client to
try out the recommendation and then schedule a time to try.

Staff and client should also schedule a time following the test to meet back up and
discuss together: What did you try? What did you do? What was the effect of the
test/recommendation? Is this something you would like to continue with? Why?
Why not?
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Simple things | can do to improve the Quality of my Life.

Resources Required: SMA-3718, Developing a Recovery and Wellness Lifestyle:
A Self-Help Guide, p.10, Simple Things You Can Do to Improve the Quality of
Your Life

Goals:
1. Clients will brainstorm ideas that they can further develop and implement to
improve their life.
Direction:

Staff and client review page 10, looking at the recommendations presented to
improve the quality of their life. Staff ask:

1. Do any of these recommendations speak to you?
2. What might?

If one works for the client, staff help the client plan access to the required
resources if possible. Perhaps none of the items work for the client. Maybe there
are ideas that would work better that are not on the page. Staff brainstorm with the
client:

1. What other items would you add?

2. What activities would improve the quality of your life?
3. What are your ideas for getting access to that resource?
4. What would that look like?

Staff plans collaboratively with the client and helps client make contact, remove
barriers and plan for access.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Developing additional stress management tools-Music

Resources Required: None

Goals:
1. Clients will be introduced to and practice using relaxing/enjoyable music to
relax

Direction:

Staff and client will discuss the need to develop a set of tools and practices with
which to manage stress. If the client plays a musical instrument and/or has favorite
bands or genres, they are to be encouraged to bring music (perceived by client) to
have positive and/or relaxing impact on them.

Staff help client identify some bands/genres/soundtracks that would serve this
purpose, help them brainstorm ways to access this music, and plan in their
schedule a time to listen. Clients may need to work with family, friends, within
their budget, or the public library to get to what they are after; staff will help
clients schedule into their days (at potentially challenging times, times when they
struggle) scheduled times that they will listen to their music.

Staff will help clients schedule and stick to the practice, then following their
experience, check in with the client and debrief:

1. What was that like?
2. What worked?
3. How can the practice be improved?

Help client implement improvements into the practice and follow through.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Developing additional stress management tools-Journaling

Resources Required: journal that works for the client, pen/pencil

Goals:

1. Clients will be introduced to and practice journaling as a means to manage
stress, be creative, and better understand themselves.

Direction:

Staff introduce the idea of journaling and ask if the client has ever done it; staff
also ask:
1. "do you know anyone who journals regularly?
2. Have you ever journaled?
3. What do you know about why people journal, or the positives of
journaling?"

If the client is ambivalent about journaling, staff can discuss planning to complete
a brief journaling session in the future. Clients and staff should assure that client
has a journal (or pages on which they want to journal). Staff and client should
discuss what the client thinks would be valuable material to journal.

If needed, staff can offer the following ideas:
1. daily journaling,
2. "my schedule”,

3. "what | want in the next year",
4. "my relationships that are working well",
5. any creative expression that the client is interested in, etc.

Staff and client should also discuss that the client's challenging symptoms can be
expressed via journal. Client and staff will need to check in on this to make sure
that this is a helpful intervention for the client; staff and client should help client
identify a time in the next day or so that client will journal; following the
experience, client and staff will check in and debrief. Staff and client work, if the
experience was a good one for the client, to make the practice a permanent addition
to his/her schedule.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Developing additional stress management tools-relaxation, breathing, quided

Imagery

Resources Required: Provide Copies of and use Taking Action, pp. 77-81

Goals:

1. Clients will be introduced and will use relaxation, breathing and guided
Imagery to better manage stress and promote healthy practices.

Direction:

Staff and clients discuss the need to develop practices into our schedules that help
us relax and better manage the challenges and stress we all face. Staff identify that
relaxation, breathing and guided imagery are three easy to use strategies that are
free, can be done anywhere, and very effective for many.

Staff can introduce the Relaxation Exercises on pp. 78-81, and read them with the
client, deciding with him/her which ones he/she would like to try. Staff may read
each aloud to the client and then complete the practice with the client.

Following each practice, staff and client should discuss what that felt like, what did
they like, what they did not. Staff and client may schedule regular practice times,
client may build a particular practice into their day, or may want to go teach a
practice to a peer, family member, friend, or member of their team.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Dealing with Troubling Thoughts, Feelings and Experiences-Analyzing my
Troubling Thoughts

Resources Required: Use Taking Action, pp. 82-83; have copies for the client.

Goals:

1. Clients will learn to deal with Troubling Thoughts, Feelings and Experiences
by learning to Analyze their Troubling Thoughts

Direction:

Staff will use Taking Action, pp. 82-83, reading the Introduction on p 82 to the
client; then, have staff and clients review together the bulleted points related to
Troubling Thoughts, starting on p. 82.

As you review the bullets with the client, ask the client if any of them are true for
him/her. Staff ask clients how they feel when they are allowing troubling thoughts
like these to go unchecked throughout the day. Staff and client then work to
identify one or two of the client's troubling thoughts. Write them down.

Use the discussion questions on p. 83, in the "Uncovering and Analyzing
Troubling Thoughts" section to further analyze and work to disprove the client's
troubling thoughts. Staff and client should discuss that using this type of analyzing
technique helps lots of clients reframe and redirect their thoughts; further,
disproving these troubling thoughts are a first step towards getting rid of them
entirely.

Staff and client should write down effective responses to the troubling thoughts
commonly used by the client, keep the paper nearby, and read the effective
response when the client engages in troubling thoughts. The frequent re-correction
of the troubling thought is found to be very effective for many other clients. Staff
should help client make a plan to do this work and then check in after the fact to
determine whether the intervention was effective for the client.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Dealing with Troubling Thoughts, Feelings and Experiences-Using Positive
Statements in my day

Resources Required: Use Taking Action, pp. 83-84; have copies for the client.

Goals:

1. Clients and staff will work on ways to deal with troubling thoughts, identify
some strategies that will work in response and plan to implement;

Direction:

Staff and client will use Taking Action, pp. 83-84, with staff reading the
"Regulating Moods and Feelings" section (don't read the Guidelines section) on the
bottom of p 83.

Then, staff and client work together to complete the statements at the top of p 84.
Staff use the Guidelines on the top right of p 84 to support the client. Staff ask
follow up questions to the client to better understand the answers and their
Importance.

Staff and client identify one or two effective statements that are their favorite and
would be helpful to use when the client is next struggling with troubling thoughts.
Client and staff may document this statement on paper, have client carry it in their
pocket, may make a poster with the statement on it and hang it in their room, or
record on their phone them speaking the positive statement to themselves.

Client agrees to the method and then plans to use, then after a couple of uses,
agrees to discuss effect with staff and what may need to be improved.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Dealing with Troubling Thoughts, Feelings and Experiences-Using Positive
Statements to counter my troubling thoughts

Resources Required: Use Taking Action, pp. 84; have copies for the client.

Goals:

1. Clients and staff will work on ways to deal with troubling thoughts, identify
some strategies that will work in response and plan to implement;

Direction:

Clients and staff use the format on p 84 (the two-column chart with Negative
Thought and Positive Thought as column titles. Staff and client should make a
similar chart using a piece of paper and identify two or three negative thoughts that
the client engages in daily. Have the client write the negative thoughts in the
proper column.

Then, staff and client work together (using the chart on p 84 as an example) to
develop positive responses to the negative thoughts. Staff and client discuss how
these could be used throughout the day, and what would work for the client to help
them remember to "correct"” the negative thoughts.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Dealing with Troubling Thoughts, Feelings and Experiences-Learning to reinforce
Positive Statements to counter my troubling thoughts

Resources Required: Taking Action p 85, the Reinforcing Positive Responses
section

Goals:

1. Clients and staff will work on ways to deal with troubling thoughts, identify
some positive responses and learn to reinforce them.

Direction:

Staff and client will use Taking Action p. 85, the Reinforcing Positive Responses
section to introduce some effective strategies for reinforcing and making more
permanent the positive responses clients have developed for themselves.

Staff and client should go through each strategy, assuring understanding and
allowing clients the opportunity to respond and weigh in regarding whether a
particular strategy may work better for them than others. Staff and client may
select just one strategy and then plan to use later in the day or tomorrow. Client
may write briefly how they felt the strategy worked or verbally check in with staff,
family, friends, or a peer.

Staff and clients should continue to discuss other strategies until on is found that is
of particular value to the client.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Dealing with Hearing VVoices-Learning Strategies to deal with my voices

Resources Required: Taking Action, pp 85-88

Goals:

1. Clients will learn and implement chosen strategies to effectively respond to
hearing voices.

Direction:

Staff begin by reading the Information on Hearing Voices section on p. 85. Staff
and client may role play the strategies together, as it will be important to practice
the strategies to know if they will be appropriate for the client. Staff and client go
through strategies pp 86-88, completing the role plays, discussing the effectiveness
of each strategy, and identifying a plan for the client to use the strategy (debriefing
with staff afterwards).
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Understanding and using effective Peer Support

Resources Required: Taking Action, pp. 90-91

Goals:

1. Clients will review a definition of Peer Support, identify the value of Peer
Support and learn about the sources of Peer Support in WA County.

Direction:

Staff will read on p. 90: Peer Support: A Working Definition to the client and/or
have the client review the definition; staff should ask client for response to the
working definition and what it means to them-use the Validating Chat discussion
questions at bottom p. 90;

Then, staff will present/read/discuss p. 91, having client discuss and feedback in
reference to materials-use Validating Chat section on bottom p 91;

Staff and client should then discuss that NAMI-WA County (Positive Image
Center) is a center for Peer Support and could be a place-if client is interested-to
further pursue getting connected with an effective and positive Peer. Staff and
client should develop a plan and staff should help client overcome all barriers to
connecting with a peer.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Peer Support-Understanding some issues that may arise

Resources Required: Taking Action, p. 92

Goals:

Clients will identify some issues that may come up when working with peers; staff
and client will discuss and plan to address.

Direction:

Using Taking Action, p.92, staff and clients will go through the issues and tips
chart; staff and client discuss the tips and the effectiveness of them; if client is
planning to go to a meeting or engage in 1-1 peer support, have them discuss any
concerns and work with them to identify additional responses and tips to overcome
the issues.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Peer Support-understanding the values of Peer Support

Resources Required: Taking Action, Bulleted Values List, p. 92-93

Goals:

Clients will be introduced to the values inherent in Peer Support.

Direction:

Using Taking Action, pp 92-93; staff and client go through each of the bullets

together, stopping to discuss the meaning to the client for each; how can working
with these values improve your care? Your life? Staff and client discuss.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Peer Support-understanding the Peer Counseling Guidelines

Resources Required: Taking Action, Peer Counseling Guidelines, p 94

Goals:
Clients will be introduced to the Peer Counseling guidelines.
Direction:

Using Taking Action, p 94, staff and client go through the bulleted list "Peer
Counseling Guidelines"; staff and client discuss the responsibility of being a
support for another and if the guidelines meet the standards they have for being a
helper.

Staff introduce idea with clients that when they receive Peer support, the bullets
should be adhered to from the helper and if they are not, they should be addressed.

Staff and client discuss next steps and if the client is receiving or planning to
receive peer support, client should plan to check in re: the guidelines to be sure the
help they are getting meets the criteria.
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WA County Human Services Department
Adapted Taking Action
Billable as: Individual Skill Development and Enhancement

Learning more about my Medications

Resources Required: Taking Action, p. 101

Goals:

Clients will learn self-advocacy skills; clients will develop a plan to learn more
about the medications they are taking

Direction:

Clients and staff go through the "Questions to Ask the Doctor About Medications"
handout, prompting the client to ask additional questions to their doctor. Staff and
client should make a plan for the client's next medication management meeting,
and make a plan (who will be with you, how do you want this to go, what other
supports do you need) to discuss with their doctor.

Following review with the doctor, staff and client should discuss how it went, what
they would like to do for next time, what could be improved; if there was any
required follow up with the doctor, how will that be scheduled and supported?



Bridges of Wisconsin, Inc. MOD #: CLS-N1
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 2-3

Using MYPLATE to Identify Healthy Meal Componants

PARTICIPANT DATE

OBJECTIVES

@ Examine the “MyPlate” diagram together. Identify it’s different componants and the
foods that fit into each category.

Discuss the individual’s current “nutritional status”; are they happy/satisfied with their
current intake? Discuss any current or past diets.

Discuss the individual’s favorite foods; it may be helpful to create a written list.

Determine where each food group belongs in the MyPlate diagram. Assign each
item to a food group. Determine if any foods don’t seem to fit any group well.

@ ® @ ©

Discuss the nutritional value of the individual’s favorite foods. Is there a
preponderance or deficit of any of the groups in the foods they pursue the most?

Discuss what dietary adjustments could address any imbalance on MyPlate. What
Foods could be added or diminished to achieve greater nutritional health?

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N2

Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 3-4

Using MYPLATE to Create a Menu and Grocery List

PARTICIPANT DATE

OBJECTIVES

@ Assist to select/create a weekly menu of preferred main dishes. Assist to find side dishes
that will create a balanced meal, using MyPlate as a guide. Plot out the components of
each meal.

Review selected recipes and menu items to create a grocery list of all needed ingredients.
Write the list out, sorting needed items into various store departments (ie. meat, dairy,
etc.). Indicate the quantities of items needed.

Remind and assist to check cupboards for ingredients already on hand. Mark them off the
list if they are in supply. Check if basics like fruit, milk, or bread need to be obtained.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N3

Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 1-2

Using MYPLATE to Evaluate a Fast Food Meal

PARTICIPANT DATE

OBJECTIVES

@ When eating at a fast-food restaurant, try to guess the nutritional value of the meal and to
name the healthiest parts of the meal. Use MYPLATE as a guide to evaluating assignment
to food groups.

If the restaurant provides nutritional information, look up what you're eating and talk
about nutritional value (fat, calories, protein, etc.)

Evaluate if the restaurant has food selections that are better nutritional choices.

Discuss if your client’s fast-food choices are consistent with their current dietary goals
and objectives.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N4
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING

Projected Units: 2-4

Evaluating Meals and Snacks

PARTICIPANT DATE

OBJECTIVES

@ Talk about the different parts of the meal and why they are important:
-meat/poultry/beans provide protein
-vegetables provide vitamins and minerals
-starches provide carbohydrates for energy
- dairy foods provide calcium for strong bones

When the participant is planning meals to prepare for the home, talk through
the componants of the meal and consider them for nutritional value

Make a list of preferred snacks and determine where/if they fit into food groups
on MYPlate

Discuss the implications of selecting foods that have no nutritional value. Discuss
alternative selections.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N5
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 2-4

Evaluating Foods for Variety

PARTICIPANT DATE

OBJECTIVES

@ Talk about the different parts of the meal and why variety in the foods you select
Is important:
-you do not fulfill nutritional requirements for vegetables by eating only corn;
intake of green vegetables is an important aspect of this group
-beef should not be one’s only source of protein; discuss the additional nutrients
that fish and nuts provide in this group

@ Discuss the different food colors within the food groups represented on MyPlate.
Try to identify appealing foods of as many different colors as possible.

Discuss the unique nutritional attributes of some specific-colored foods-
ie. Orange= high Vitamin A and Beta Carotine
Dark Green= high in iron and calcium

Encourage variety by selecting foods of multiple colors. Discuss the benefits of
“eating a rainbow”.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N6
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING

Projected Units: 8-10

Create a Personal Recipe Book

PARTICIPANT DATE

OBJECTIVES

Create a "Personal Recipes Book." Discuss a format and obtain the appropriate
materials for it (ie. notebook, binder, card file box).

Identify current favorite meals or recipes and convert them to the recipe book’s
format.

Seek and identify recipes for dishes that the individual chooses to include. Identify and
obtain at least 10-15 recipes. Enter them using the book’s format, demonstrating how

new entries can be completed.
After making a meal, determine whether or not to include it in the recipe book.

Accumulate several weeks of menus that the individual can prepare.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N7
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 2-4

Keeping a Shopping List

PARTICIPANT DATE

OBJECTIVES

@ Develop a list of "staples" or items that should always be kept on hand (ie. milk,
bread, sugar and spices, flour, etc.)

Discuss with your client how to check these items and determine if they need to be
replaced and added to the shopping list.

@ Create a format for an ongoing shopping list that would be added to as needed items
are identified; identify a convenient and accessible place where this list would be kept
for easy daily use (ie. on the ‘fridge)

@ Discuss how to incorporate these various lists into a unified list that is generated with
the week’s planned menu of meals.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N8
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING

Projected Units: 4-8

Thrifty Shopping

PARTICIPANT DATE

OBJECTIVES
@ Go through the weekly sale flyers and determine how to modify the menu and
grocery list to take advantage of sale-priced items.

Go through the sale ads and find and clip coupons for items on the list.

Determine and discuss the grocery budget. Teach how to target-shop for items
on the list and track their cost to stay within budget.

Discuss the concept of comparison shopping. At the store, compare brands and
sizes to find the best value.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N9
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING
Projected Units: 8-12

Grocery Shopping

PARTICIPANT DATE

OBJECTIVES

@ Ensure that the grocery shopping list has been completed; ensure that your client has
checked for all food staples and has a targeted budget amount. Identify which store to
shop at for the greatest economy.

Discuss specifics about the shop; how many carts will be needed, the store layout
and what area to start in (ie. not smart to begin with frozen foods; they melt while
you shop), keeping foods and cleaners separated, etc.

Discuss the concept of impulse buying and ways to avoid and resist it. Remind of
the necessity to meet the target budget as needed. Discuss the use of a calculator
while shopping to track expense to budget.

At the grocery store, demonstrate how to determine if produce is fresh and ripe.

Discuss the difference between types of meat (ie. ground beef vs. filet mignon,
chicken vs. veal) and the comparative difference in price.

Discuss any high-price, high-end items. Discuss if the additional expense is justified
or necessary.

Foreshadow and observe the checking out process (ie. unloading the cart, checking the
bottom of the cart, presenting coupons, paying correctly, OBTAINING A RECEIPT)

Afterwards, compare actual cost of the shop to the targeted budget. Identify impulse
purchases or any other items that may have broken the budget.

Discuss and demonstrate unloading and putting away of groceries; identify items needing
refrigeration or the freezer. Discuss if any items should be date-labled. Discuss optimal

storage methods for prolonging shelf life.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N10
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING

Projected Units: 4-6

Safe Food Storage (Cleaning the ‘fridge)

PARTICIPANT DATE

OBJECTIVES

@ Discuss proper storage for putting away groceries and leftovers. Discuss food-borne
IlInesses and the importance of proper food storage for maintaining health. Discuss
the need to dispose of spoiled foods.

Teach the correct use of storage containers and other food storage methods. Discuss
different types and brands of containers or storage bags. Discuss what types of
containers might be best for different types of foods.

Discuss how to determine the quality or spoilage of foods by smelling and inspecting
them visually; discuss signs of spoilage to look for (ie. drying out, mold, sour smell, etc)

Discuss using expiration dates on groceries and leftovers; discuss the concept of shelf life
and how long certain types of foods may stay fresh. Discuss how different storage
methods may maximize shelf life. Discuss checking expiration dates on leftovers.

Demonstrate and walk through cleaning out the refrigerator with your client. Identify
and dispose of expired foods. Identify any foods that were improperly or inadequately
stored. Note any use of date labelling. Demonstrate wiping out the inside of the fridge
as part of the cleaning task.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-N11
Adapted Casey Life Skills Domain: NUTRITION/MEAL PLANNING

Projected Units: 2-4

Creating a Chore List

PARTICIPANT DATE

OBJECTIVES
@ Discuss reasons why it is important to keep a clean home. Discuss the personal value

of an orderly environment and determine its importance to your client. Discuss why
this may or may not be a priority to them and if they need to re-evaluate this.

Identify and write down what daily tasks are necessary to maintain a clean home.
Discuss necessary tools and resources, and if any need to be obtained for the home.

Identify and write down what weekly and monthly tasks are necessary to maintain
a clean home.

Discuss and chart out for your client a reasonable division of labor for completion
of the chore list, depending on the number of contributing roommates. Identify
any chores that might require outside/vendor assistance.

Discuss and chart out a suggested timeline/schedule for completion of the chore list.

Discuss ownership and accountability of the tasks on the chore list. Discuss strategies
to ensure completion.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-HSM1
Adapted Casey Life Skills Domain: HOME SAFETY & MAINTENENCE

Projected Units: 6-8

Maintaining Fire Safety

PARTICIPANT DATE

OBJECTIVES

@ Discuss the importance of fire safety with your client. Discuss or review recent news
reports about residential fires and review/discuss the outcomes; assess the readiness
of those who experienced the fires.

Review the evacuation routes and procedures of the home with your client. Discuss the
alarm system(s) and ways that they can be notified in the event of a fire. Discuss various
scenarios such as blocked routes and discuss what the client would do. Discuss a Designated
Meeting Place and identify where it is.

Participate in a fire drill with your client. Practice evacuation from their bedroom to the
meeting area outside the home. Take note of the time needed for evacuation. Discuss code
requirements and assess if the client responded quickly enough. Repeat practice drills as
needed.

Discuss the dangers of smoke inhalation and discuss strategies for avoiding smoke.

Discuss principles of fire prevention and strategies for fire-proofing the home. Explore
the home for where fuels vs. heat sources are placed.

Discuss procedures and protocols for notifying the fire department to respond to a
fire.

Time Initiated: Time Completed:

Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-HSM2

Adapted Casey Life Skills Domain: HOME SAFETY & MAINTENENCE
Projected Units: 4-6

Maintaining Smoke Detectors

PARTICIPANT DATE

OBJECTIVES

@ Discuss the importance of having working smoke detectors in the home. Discuss the
fact that 94% of fire-related deaths are caused by smoke inhalation.

Discuss causes of fire and the fact that most fatal fires start between Midnight and
6AM. Discuss the additional risk to homes without smoke detectors in place. Discuss
the importance of and strategies for avoiding smoke during the course of a fire.

Examine different types of detectors and their operation. Point out that detectors
require replacement every four years. If pertinent, shop for detectors with your client.

Demonstrate how to test smoke detectors each month and how to replace batteries
regularly. Discuss a schedule for completing this maintenance on a reliable basis;
(ie. on the 1°t of the month, daylight savings time changes, etc.)

Discuss appropriate placement of smoke detectors for maximum responsiveness
and minimal nuisance alarms.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-HSM3

Adapted Casey Life Skills Domain: HOME SAFETY & MAINTENENCE
Projected Units: 6-8

Basic Home Repair

PARTICIPANT DATE

OBJECTIVES

@ Discuss and assist your client with simple home repairs like replacing a light bulb, plunging
a toilet, or hanging a picture.

Assist your client with listing the tools for and/or shop with them to assemble a basic home
repair toolbox; oftentimes, basic toolkits can be purchased already assembled.

Discuss the consequences of neglecting home repair, and explore in what instances or for
what jobs they would be wiser to seek outside advice or assistance.

Discuss the types of vendors in home repair services (ie. plumbers, electricians, carpenters,
etc.), and the types of jobs they would address. Discuss when a renter/homeowner would
contact an outside vendor. Discuss home maintenance as a lease issue, and how to
determine who is responsible for which maintenance tasks.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC1
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY

Projected Units: 6-8

Understanding Insurance

PARTICIPANT DATE

OBJECTIVES

@ Have the individual complete a "personal belongings inventory." Use a pen and paper, a
camera, or a video camera to record valuable items.

Use the opportunity to talk about the value of homeowner's or renter's insurance to help
you replace these things if they are lost, stolen, or destroyed

Discuss the role of an insurance agency and an insurance agent.

Discuss different types and extents of coverages and exclusions.

Discuss insurance premiums and their relationship to coverage levels. Discuss
cost/affordability vs. exposure/coverage needs.

Arrive at a decision if the individual wishes to pursue insurance coverage and
assist/advise as to the first steps to obtain it.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC2
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 6-8

Purchasing Insurance

PARTICIPANT DATE

OBJECTIVES

@ Review your client’s reasons and rationale for obtaining insurance and the type of
coverage(s) they are seeking.

Discuss the role of an insurance agency and an insurance agent in obtaining insurance.

Discuss the levels of coverage they wish to obtain and the budget they have set aside
for premiums. Assure that this cost is affordable.

Assist your client with preparing a brief written summary for them to refer to when
consulting with an agent.

Select/ |l ocate a suitable agency/ agen
attend this initial appointment with your client to explore policies/coverages.

Strategize/arrange for a payment mechanism to assure that insurance premiums are
paid in a timely and consistent manner. Discuss the consequences of cancellation due to
non-payment of premiums and the expense of reinstatement.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC3
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY

Projected Units: 4-6

Identify Housing Needs & Values

PARTICIPANT DATE

OBJECTIVES

@ Discuss that each of us have different housing requirements (ie. singles vs. married couples
vs. college students vs. people with children, etc.) Discuss what type/size of housing that
your client feels they need at this point in life.

Discuss the impact of location on housing and housing values. Discuss the concept of
neighborhoods and factors that distinguish them (ie. demographics, crime level, zoning,
residential vs. commercial vs. industrial). Discuss the implications of living in different
types of neighborhoods and potential areas of the city that your client would target.

Have the individual make a list of all factors and considerations that would be important
to them in selecting their living arrangement:

* accessibility

* close to the bus line

* one vs. two bedrooms

* furnished or unfurnished

* pets allowed

* appliances provided

* space considerations

* laundry facilities

Time Initiated: Time Completed:

Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC4
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY

Projected Units: 4-6

Considering Types of Roommates

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact thahaving roommates can be a great opportunity and/or a bad decision
that can jeopardize the living arrangement. Discuss examples of roommate arrangements
that are portrayed on television and discuss if they are working well or not.

On a piece of paper, have your client list pros and cons of having a roommate. Consider
financial factors, privacy vs. having company, sharing space, lifestyles, etc.

Discuss potential sources of roommates (ie. living with a relative, friend, boyfriend/
girlfriend, running an ad, etc.).

Assist your client with preparing a list of questions to ask and issues to discuss with a
potential roommate. Determine negotiables and non-negotiables. Prepare a draft list
of mutually agreeable “house rules”.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC5
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 4-6

Budgeting for Living Expenses

PARTICIPANT DATE

OBJECTIVES

@ Develop a list of household expenses that an individual living in the community should
anticipate. Include:

*Rent *Utilities *Phone/Cable/Internet
*Insurances *Maintenance *Food *Household
*Taxes (if owned) *Related Services

Create an “Independent Living” budget. Estimate the cost of each expense area and
compare to available resources. Consider if current monthly income meets these expenses.

Discuss ways to reduce expenses. Discuss the impact of having a roommate(s) upon
meeting these expenses.

Discuss and arrange for any financial planning or savings plan that may need to be
implemented to facilitate a future move to community living.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC6
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 3-6

Cost of Housing

PARTICIPANT DATE

OBJECTIVES
(@ Obtain some advertisements for house/apartment rentals from a newspaper or housing

guide.

Talk about the terms and costs mentioned in the ads (security deposit, utilities, first month
free)

Discuss housing costs not mentioned in the ad (application fee, furnished vs. unfurnished
costs, pet deposit, etc.)

Discuss the impact of location and condition of the unit upon rent and costs

If home ownership is an option for your client, extend the discussion into issues
such as mortgages, property values, and property taxes.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC7
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 4-6

Finding Housing

PARTICIPANT DATE

OBJECTIVES
@ Discuss the fact that there are many ways to find housing. Share the story of how you, or

others you know, found their first apartments or homes.

Ask your client to think of different areas of town (or different cities) where they would like
to live.

Have them write down what type of housing (apartment, house, mobile home, etc.) they
would like to have and the terms that they are seeking (# of rooms, furnished, heated, etc)

Demonstrate and assist with various resources to find housing:
*how to use the Internet  *newspaper *phone book

* driving around town *real estate agents
*rent searches *roommate postings  *bulletin boards
Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC8
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY

Projected Units: 4-8

Inspecting Your Living Space

PARTICIPANT DATE

OBJECTIVES

@ When your client identifies a potential apartment or house for rent, assist them in
making an appointment to view it. You may also opt just to go and examine the
home of a friend.

Do a complete walk-through and evaluate the condition of the space and how things
work; be sure to inspect the following:

*sinks - running water at suitable pressure; working faucets

*appliances — stove and refrigerator operational and clean

*electrical outlets and light switches- operational and in safe condition

*date of most recent painting and need for re-paint

*condition of flooring (carpet not worn or dirty)

*condition of walls & foundation - check for cracks or routes for infestation

Out of this experience, work together to create a written checklist of things that should be
inspected before moving into a place. Expand on the short list above to include issues and
conditions that may be important to your client.

Discuss the fact that many landlords complete an inspection checklist with the lessee upon
moving in and again upon moving out. Discuss the effect/impact upon the security deposit
the client may receive back, and the importance of identifying maintenance flaws/needs
immediately.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC9
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 4-6

Completing a Lease Application

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that various kinds of information is needed to complete a housing
application or lease. Discuss that personal, financial and legal information may be
requested and determine the accessibility of this information.

Pick up 1-2 apartment rental applications and examine them with your client, identify
the specific kinds of information necessary to complete the form. Assist your client
with filling out an application and then review it together.

Assist as necessary to obtain missing information; verify that reported financial
information is accurate. Discuss any legal information that is requested, and discuss
whether this will create any issues with the application.

Make sure that the client understands and is aware of the language of the application.
Point out if any questions seem illegal or discriminatory in nature.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC10
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 4-6

Understanding a Lease

PARTICIPANT DATE

OBJECTIVES

@ Obtain a copy of a lease for the unit your client is considering, or an existing lease from
another source. Examine the basic outline and topics addressed in each section of the
lease.

Examine each lease section and discuss the implications of each; discuss who is responsible
for assuring what conditions are maintained in each area.

Discuss the legal concept of “quiet enjoyment” and what behaviors, standards of
cleanliness, and compliances this term implies.

Discuss the term “eviction”. Discuss the consequences of breaking a lease and what type of
behaviors might lead to termination of a lease (getting kicked out).

Go to an apartment complex to talk with a landlord about the rights and responsibilities of
tenants and landlords. Make sure the landlord talks about the possible financial
consequences of breaking a lease agreement.

Time Initiated: Time Completed:

Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC11
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY

Projected Units: 4-6

Planning for a Move

PARTICIPANT DATE

OBJECTIVES

@ When your client begins to consider moving out, have him/her make lists of what they will
need for their own space (furniture, linens, dishes, etc.), what these things will cost, and
how to furnish their new space at a low cost.

Discuss and list "move-in costs" like security deposits, utility hook up fees, installation fees,
etc. Work with them to develop a plan to pay for these things, as well as developing a
realistic monthly budget for maintaining the living arrangement.

Discuss other preparatory tasks such as obtaining boxes, recruiting help with the physical
move, packing strategically (ie. boxes with like items, same room, properly labled), etc).
Discuss the use and cost of moving companies and determine if this is something that
should be considered.

Discuss the need to register their address change with the US postal service and to notify
friends and family (as desired) of their new location. Remind them to notify any deliveries,
subscriptions, and mailings of their new location.

Discuss being refunded any security deposit from a current lessor and paying one for their
future lessor.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TC12
Adapted Casey Life Skills Domain: TRANSITIONING TO COMMUNITY
Projected Units: 4-6

Housing Assistance

PARTICIPANT DATE

OBJECTIVES

@ Discuss the concept of housing assistance, and determine if your client could benefit
from it and whether they would qualify.

Identify two or three agencies in the phone book or on the Internet that assist with
housing needs (tenant rights, loans for first time home buyers, Rental Assistance, etc.)

Discuss Energy Assistance and other supplemental programs that may assist them in
meeting their living expense budget.

Provide any needed linkage or coordination with Representative Payees or other
assistance resources as needed.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TR1

Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS
Projected Units: 2-4

Orienting to Your Neighborhood

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client how well they feel they know their community. Discuss that
knowing how to read a map can be important to getting around the community and
avoiding getting lost. Obtain and examine a map of the area surrounding the client’s
home. Point out markers and landmarks.

Take some orienting walks with your client; encourage them to identify and take note of
landmarks such as street signs and buildings when going to new or unfamiliar places.
Identify where some important community resources are located: the library, the police
station, the bank, a hair care vendor, etc.

Have your client identify their own list of desired destinations and develop a route for
each; estimate how long it will take to get to a favorite location based on getting a ride,
walking, or riding the bus.

If/when your client gets a job, discuss the different options for getting there and back.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-TR2

Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS
Projected Units: 2-4

Using a Taxicab

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client what information is needed in order to set up a ride from the local
taxi service(s). Assist them in having the pick-up address and drop off address ready in
advance, and determining the cost of the ride. Discuss how far in advance to order a cab.

Assist your client in obtaining phone numbers for local cabs and saving/posting them
somewhere accessible. Practice with them placing a call to order a cab.

When using the County-Wide taxi or for longer trips, ask in advance the approximate cost,
so your client can make sure they have enough money.

Discuss keeping the taxi number handy, so they can call if there is a problem with a return
trip.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T3
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS

Projected Units: 8-10

Obtaining a Driver’s License

PARTICIPANT DATE

OBJECTIVES

An important key to driving is getting a driver's license. Together, prepare a list of the steps
involved in getting a driver's license (getting a permit, enrolling in driver's education, taking
written and behind-the-wheel tests, getting insurance).

Formulate a realistic timeline for completion of each objective.

Identify possible resources for completing driver’s education and behind-the-wheel
training. Identify time commitments needed and scheduling considerations.

Discuss insurance issues (why it is required, why it is needed, requirements, premiums,
collision vs. liability, etc.). Explore possible resources for obtaining insurance

Go to the DMV (Department of Motor Vehicles) for an orientation visit. Examine the
application for a Driver’s License, and review the process for completing and

submitting it.

Time Initiated: Time Completed:

Paticipant Initials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T4
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS

Projected Units: 4-6

Understanding Car Ownership

PARTICIPANT DATE

OBJECTIVES

Discuss and prepare a list of costs associated with owning a vehicle:

Auto loan payments Registration and license plates
Auto/liability insurance Maintenance and repairs
Gasoline & Auto Fluids Parking (if applicable)

Discuss how the costs for each of these items may be affected by usage, timeliness
of payments or maintenance, parking and speeding tickets, suspended registration
or license, etc.

Prepare a sample budget that projects the estimated monthly cost of automobile
ownership for your client; start with the above line items and determine if there are any
other anticipated costs. Identify and factor in any cost savings that may be recovered by
having a car (taxi/bus fares, car rentals, etc).

Discuss a cost-to-benefits analysis of car ownership and determine if it is a wise financial
investment at this time.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T5
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS
Projected Units: 4-6

Understanding Auto Insurance

PARTICIPANT DATE

OBJECTIVES

@ Discuss the importance and costs of having and maintaining auto insurance. Discuss
the various types of coverage available (vehicle, liability, comprehensive, etc.). Discuss
the role of the auto insurance agent and adjuster.

Discuss and possibly speak with an insurance agent about what factors can influence the
cost of automobile insurance:
*a ticket/accident *having good credit *good student discount
*make/model of vehicle *driving record

Obtain some policy quotes from an agent; compare and discuss coverages and costs.

Discuss the potential legal ramifications and long-term costs/consequences of not
maintaining auto insurance or letting it lapse. Discuss termination and reinstatement
protocols and costs.

Discuss protocols and procedures for submitting a claim and notifying the agent in
the event of an accident/incident.

Discuss the impact of DUl and OUI violations on the costs and difficulty of obtaining
auto insurance.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T6
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS

Projected Units: 4-6

Preparing to Buy a Car

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that buying a car can be complicated for anyone. Obtain some auto
ads from the newspaper/auto sellers and explore different models and price ranges.
Note the factors that may influence the price of a vehicle:

*New vs. Used *make/model *mileage
*year of manufacture *condition *luxury features

Develop a profile of the type and price range of automobile that will be within your
client’s financial means.

Before setting out to look at cars, have your client prepare a list of the kinds of questions
they'd like to ask the car salesman about the vehicle.

Review the auto advertisements again and select potential cars to look at more closely;
note them as well as the dealership or seller’s location.

Suggest that they think of one or two people they might want to take with them when they
go car shopping.

Discuss auto financing, its cost, and the ramifications of a long-term financial commitment
such as this.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T7
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS

Projected Units: 4-6

Dealing with Salespeople

PARTICIPANT DATE

OBJECTIVES

@ Discuss the prospect of being assisted by a salesperson while looking at cars. Discuss
sales styles, techniques, and tactics. Share your own experiences with salespeople that
have impressed or alienated you, and why.

Discuss the role of the salesperson in the transaction; discuss the concept of commission
and how this may influence them. Discuss the concept of the “hard sell” and the fact that

salespeople may try to pressure them.

Pretend to be a car salesperson. Role-play with your client so they can get practice asking
questions and saying "no".

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-T8
Adapted Casey Life Skills Domain: TRANSPORTATION OPTIONS

Projected Units: 2-4

Determining Car Prices

PARTICIPANT DATE

OBJECTIVES

@ Explore resources for car purchasing (i.e. Craig's list, local dealer's ads, newspaper ads, Car
Trader publications, etc.) and comparison shop for various models that your client is
interested in. Look for several different examples and note the differences in pricing
and the reasons that prices may vary:

*New vs. Used *make/model *mileage
*year of manufacture *condition *luxury features

Discuss resources to check the Internet for auto information. Examine and instruct about
CarFax, Blue Book values, etc.

Discuss and arrive at a target price for desired vehicles; compare this to the available
purchase budget and discuss if the two figures are consistent.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-CZ1
Adapted Casey Life Skills Domain: CITIZENSHIP
Projected Units: 3-4

Create a Personal Directory

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client any community resources that they utilize over and over again.
Discuss frequently called friends, family, medical providers, service providers, taxicab,
pharmacy, etc.)

Assist them with developing a personal directory of frequently used numbers; discuss if
they prefer a written list to keep by the phone or a small notebook to carry with them
(or both).

Discuss if it is practical or desirable to expand their personal directory to include fax
numbers, e-mails, or Facebook information.

Discuss etiquette and protocols for sharing this information with others; discuss the
importance of never sharing others’ phone numbers or contact information without
their prior consent or approval.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-CZ2
Adapted Casey Life Skills Domain: CITIZENSHIP
Projected Units: 3-4

Keeping Track of Important Documents

PARTICIPANT DATE

OBJECTIVES
@ Assist your client with setting up a file or drawer for personal information in which to place

documents (or copies) such as their birth certificate, Social Security card, immunization
record, and important photos. Determine a secure place to keep it.

Discuss what belongs in the file, and why these items are important. Discuss why it is
important to maintain the file and to keep it current.

Discuss what to do to replace or get copies of important documents (Social Security card,
birth certificates, driver's license).

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-CZ3

Adapted Casey Life Skills Domain: CITIZENSHIP
Projected Units: 4-8

Becoming an Informed Voter

PARTICIPANT DATE

OBJECTIVES

@ Assist your client with identifying his/her assigned polling location.
Assist with voter registration.

Ask your client what issues are most important to him/her. Start a chart outlining
vital issues.

Make a candidate comparison column by listing the names of top candidates and which
position on the issues he/she represents. Use the internet to explore candidate issue
statements and prior congressional voting records.

If your client is voting for the first time, it may be helpful to accompany them to the
voting site and orient them with protocols and where to proceed. Emphasize the private
nature of voting; avoid conversation about issues/candidates at the voting site.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-CZ4
Adapted Casey Life Skills Domain: CITIZENSHIP
Projected Units: 2-4

Developing Neighborhood Resources

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client various ways to initiate relationships with neighbors (invite over for
cook out, present cookies, etc.).

Identify/discuss which neighbors they might turn to for different types of help, such as
getting a job, getting help with a medical emergency, or borrowing an egg to bake a cake.

Discuss traits/behaviors that would make a person a good neighbor to have (ie. friendly,
quiet, upkeep of property, tidy, mows lawn, etc.)

Discuss traits/behaviors that would make a person a bad neighbor to have (ie. hostile
attitude, noisy/disruptive, clutter & trash, domestic disturbances, etc.)

Discuss neighborhood-based groups like Block Watch, organized block parties, etc.
Discuss potential ways that your client could participate in or initiate these groups.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F1
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 2-3

Understanding Money

PARTICIPANT DATE

OBJECTIVES

@ Money means different things to people depending on their cultural community. Discuss
with your client what money means in their culture or community, and what their own
attitudes are regarding money.

Discuss different views on money. Explore with your client what roles they view money
having in their lives. Do they understand the various kinds of value money has? Discuss
the options in life that may or may not be affected by money.

Discuss the value of saving and the additional options this may offer someone. Discuss if
savings are consistent with the client’s views on money.

Determine if your client understands their sources of income/benefits and the value of
those funds. Discuss how those funds are applied to their living expenses and cost of care.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F2
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 2-4

Identifying Financial Values

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client what they think is important to various people (parents, friends,
celebrities) based on what they spend their money on (clothes, charity, pets, cars).

Ask your client what their own priorities are for use of money (buying clothes, saving for a
car, investing, paying rent, buying groceries, recreation, etc).

Discuss what elements of living are important to them in their present life, and what they
think will be important in five years. Discuss how their current use of money supports or
conflicts with that.

Discuss how having or not having money impacts the number of options and the ability to
meet life objectives and practice/reflect one’s stated values.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F3

Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 6-8

Play Money Games

PARTICIPANT DATE

OBJECTIVES

@ Play a few games with your client (or better, form a small group) that target and focus on
financial skills and money handling. Good game choices include:

* Monopoly *Life *Payday *Stock Market
and other games involving money, buying, or selling.

If this is well received, suggest “resource management” games as a next step. Such
games include:

*Settlers of Cataan *Age of Empires *Dominion

These games emphasis budgeting and allocation of resources in a strategic and
coordinated manner.

While having fun, discuss each player’s choices that reflect their values and beliefs about
money and the use of resources. Discuss the practice of budgeting and timing in the
strategy of life as well as the game. Make connections between decisions required in
the game and in life; create teaching moments from the outcome.

This is also a good opportunity to develop social skills within an activity, and to
emphasize the principles of good sportsmanship. Provide perspective and discuss
the importance of accepting setbacks and moving forward.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F4
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 2-4

Saving Money

PARTICIPANT DATE

OBJECTIVES

@ Discuss the value of saving and the additional options this may offer someone. Discuss if
savings are consistent with your client’s current views on money. Determine if they have
any current savings goals or more expensive items that they want to obtain and may need
to save for.

Discuss the possible purposes of saving accounts (vacations, Christmas, financial
planning, retirement, etc)

Discuss the mechanics and workings of savings accounts. (ie. the value of interest earnings,
passbooks, two-signature accounts, etc). Examine anticipated income and determine
a reasonable amount to save each month to achieve stated objectives for saving.

If requested, assist your client in opening a savings account at a local bank.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F5
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 2-4

Developing a Savings Plan

PARTICIPANT DATE

OBJECTIVES

@ As individuals receive money from paychecks or other means, discuss with them the
advantages to establishing a savings plan. Discuss savings accounts, the mechanics of a
savings plan or account, and the concept of earning interest.

Discuss your clients current financial objectives and discuss whether having a savings
plan/account would be helpful or pertinent.

Discuss what amount of their income could be routed into savings; for example, they could
divide their earnings into portions: 30% for long-term savings (they don't touch it until they
leave home); 30% for short term savings (for the things they want that don't cost too
much); 30% for pocket money (for spending immediately); 10% for giving away.

Finalize the savings plan, set timelines, and set a projected target date for their desired
savings balance.

If your client is interested, visit a bank with them and assist them with opening a savings
account.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F6
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 2-4

Planning for Larger Purchases

PARTICIPANT DATE

OBJECTIVES

@ Inquire with your client if they want to save up for a larger purchase(s). Identify the
specific item(s) they wish to acquire and save for. Determine a desired date of acquisition.
Discuss discretionary funds vs. targeted/committed funds.

Discuss potential vendors from which the item(s) may be purchased. Discuss the concept
of comparison shopping, and explore several different options for purchasing (ie. E-bay,
Amazon, second-hand stores, etc.) Determine the best purchase price that your client is
likely to find for the item.

Assist your client with creating a savings plan. Assist them with planning how much money
they will need to save each week (or each month) and how long it will take to reach their
targeted savings date/goal.

Assist your client with setting up a place to securely keep their savings. This could be a
savings account, a secured envelope, in another trusted person’s possession, etc. Explore
with the client if it would be wiser for them not to be able to immediately access these
targeted funds.

Time Initiated: Time Completed:

Participantinitials Trainéritials




Bridges of Wisconsin, Inc. MOD #: CLS-F7
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 6-8

Understanding Sales Tax

PARTICIPANT DATE

OBJECTIVES

@ Discuss the concept of sales tax with your client; explain why it is imposed, and the
types of services and infrastructure that it supports. Explain that it is added to purchases.

Discuss in some detail the types of products/items that are subject to sales tax,
and those that are not.

Discuss the fact that sales tax varies from location to location, and determine what the
local sales tax level is. Calculate how this impacts the total of a purchase for various
frequently purchased items (ie. a soda, a candy bar, cigarettes etc.) Emphasize the
need to factor in sales tax when contemplating a purchase.

Each time they buy something, have them examine the receipts to see how much money
was added to the cost because of sales tax.

If/when your client wants to make a larger purchase, assist them in calculating the total
cost, including sales tax.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F8
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 6-8

Understanding Payroll Tax

PARTICIPANT DATE

OBJECTIVES

@ Discuss the concept of payroll taxes; explain why they are imposed and what they are
used to fund. Discuss the employer’s legal requirement to pay them, and the impact
on what they earn. Discuss the terms “gross pay” and “net pay”. Discuss the impact of
income level on tax bracket.

Identify the various components of payroll taxes, and explain what they are:
*Federal Income Tax *FICA

For a practical exercise, have your client examine their pay stub and see how much was
taken out for taxes from their wages. Discuss/explain any other deductions that may
appear on the paystub.

Discuss the concept of Federal Withholding and the completion of a W4. Discuss the
impact of how this is filled out upon net pay and one’s overall income tax picture.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F9
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 8-10

Maintaining a Checking Account

PARTICIPANT DATE

OBJECTIVES

@ When an individual has a regular source of income or need for a place of deposit, assist
them with opening a checking account. Assist them with exploring the checking account
options available at different banks and credit unions, and evaluate them as to monthly
fees, ATM privileges, interest earned, etc. Assist them with selecting a suitable bank and
assist them with preparing the appropriate paperwork to open an account.

Examine a checkbook with them and demonstrate how to write checks; help them practice
writing checks when buying items like clothes or toiletries or paying any bills. Examine the
check register and demonstrate how to enter checks written. Depending upon their math
abilities, you may demonstrate how to keep the checking register balanced.

Assist your client in learning to read and interpret their bank statement. Discuss opening,
current, and closing balances. Ensure that your client knows the purpose of the bank
statement, and that it should balance each month. Depending upon math skills,
demonstrate for your client how to balance a bank statement.

Visit a bank branch with your client and ensure that they know how to utilize teller
services, the ATM, etc.

Depending upon computer skills, teach your client how to use the bank’s online banking
site to check their balance, view their account, make payments, etc.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F10
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 8-10

Paying Bills

PARTICIPANT DATE

OBJECTIVES

@ Discuss the necessity of paying bills in a timely manner. Discuss the consequences of
of not paying your bills on time:
*eviction *late fees  “disconnection  *reconnection fees
*repossession *collections  *garnishment *bad credit scores

Work together to develop a system for paying bills that your client is comfortable
with. ldentify a space where bills will be kept until payment (or online) and a
method for sorting/organizing them. (rent, utilities, insurance, medical, auto, etc).

Discuss all of the different methods for paying bills, such as automatic deductions,
writing checks, paying online, etc. Discuss the pros and cons of each method and
determine what method should be used for each invoice.

Complete a bill paying session with your client, ensuring that all payments are
correctly applied and routed. Ensure that mailed payments are correctly
enveloped and addressed. Discuss the use of BillPay or other online bill
payment methods to streamline the process where possible.

After paying the bills may be a good time to compare expenses-to-budget and to
note where overspending may be occurring. Discuss strategies for lowering the
amounts of some bills (ie. keep apartment at lower temperature, fewer movie
rentals, minimize credit card use, etc.)

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F11
Adapted Casey Life Skills Domain: MONEY & FINANCES
Projected Units: 2-3

Living on a Budget

PARTICIPANT DATE

OBJECTIVES

@ Use a system of envelopes to teach how to live within a budget. Figure out how much

®

Time Initiated: Time Completed:

Participantinitials Trainer Initials

money is needed for the individual's clothing, toiletries, haircuts, spending money, or
other items each month. Write out on paper a monthly prediction of expenses.

Examine all sources of income/money and compare with expenses. Discuss and make
necessary adjustments to expenses to balance the budget. Explain the benefits/necessity
of a balanced budget and the consequences of living “beyond” budget.

Set up envelopes for each category, and have the individual place the budgeted amount
of cash in at the beginning of the month or week.

Explain that they are responsible for making these various purchases each month using
the cash in the envelope and when the money is gone, it's gone. This system teaches that
if they buy the most expensive type of item, they may not have money for anything else.

You may also want to include "savings" and "charitable giving" as categories for
envelopes.




Bridges of Wisconsin, Inc. MOD #: CLS-F12
Adapted Casey Life Skills Domain: MONEY & FINANCE

Projected Units: 2-3

Keeping Track of Personal Spending

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that, like many people, clients may reach the end of the month wondering
where all their money went. Discuss and record initial theories and guesses on where their
spending habits may exceed their cash supply.

Cue and assist your client to hold onto all of their purchase receipts and enter the amounts
of each purchase and classify each expense into a notebook or spreadsheet.

At the end of the month, review the record with the client and determine with them in
what areas they spent (and overspent) their money. If they have completed a personal
budget, do a Budget vs. Expense comparison and identify problem areas.

Discuss whether or not they feel satisfied with how they used their money. Discuss any
adjustments to their spending they would like to implement, and set new spending goals
for the next month.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F13
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 2-4

Handling Telephone Offers

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that every day we are bombarded with telephone (and mail) solicitations
for credit cards, "free" offers, and other "giveaways." Discuss the real intent of such
offers, and whether or not they may be as good as they sound (ie. offers that are “free”
with another purchase or a long-term commitment attached, credit cards with high
interest rates and fees, etc.)

Discuss some of the sales tactics and strategies that telephone salesmen utilize (pressure,
the “hard sell”, must buy today or else, etc.) Discuss that phone salesmen will try to
convince you that you need something you weren’t looking for to begin with!

When a solicitor calls, have the consumer ask them to send written materials describing
the offer. This helps teach that they need to carefully evaluate these offers; discuss who
they can ask to review the materials with them to help determine which offers are

advisable.

Re-emphasize the critical importance of never committing to any final sale/purchase
during the course of the phone call, and to not share any personal financial information
of any kind with a solicitor/salesperson over the phone. If the client is genuinely
interested in the product offered, advise them to gather information and call back to
complete the purchase after final consideration.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-F14
Adapted Casey Life Skills Domain: MONEY & FINANCES

Projected Units: 2-4

Comparison Shopping between Name Brands

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that we are all subject to advertising and its influence. Explain that
buying "name brands" and more expensive items has trade-offs (slightly better quality
vs. significant greater cost).

Discuss the concept of “paying for a name”, and point out that in the case of many store
brand and “off-brand” items, they are produced by the name-brand companies and
simply packaged differently; they vary little from the name brand.

Select several items that your client purchases (sweater, sneakers, hair care product).
Compare prices for the same items at different stores, or similar items of different
brands. Discuss qualitative differences vs quantitative differences.

If your client chooses a less expensive option, discuss ways they can use the money they
saved for other purchases or to place in savings.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW1
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 3-4

Maintaining a Hygiene Routine

PARTICIPANT DATE

OBJECTIVES

(D Discuss the implications of maintaining good personal hygiene habits; discuss the logistics
of having and keeping basic daily routines, such as hand washing and teeth brushing.
Discuss best appropriate timeframes for these routines (after using the bathroom or before
meals).

@ Tooth brushing should be part of a morning and before-bed hygiene routine. Discuss
reasons for picking out a particular toothbrush (manual vs. electronic), toothpaste, or
dental floss. Discuss brushing and flossing techniques. Discuss gum disease and the role that
brushing has in preventing it.

@ Prepare an inventory of other tasks that are part of a hygiene routine. Discuss and consider
personal care for the following:
-Hair Care -Shaving -Use of deodorant
-Nail Care (finger and toe) -Menses Care -Skin Care

@ Discuss a batheing/showering routine. Discuss frequency and thoroughness; discuss
sufficient drying to avoid chapping. Discuss skin health, skin integrity, and the impact
of poor hygiene on skin (and general) health.

@ Discuss the impact of poor hygiene upon personal self-esteem and one’s relationships with
others, and how people view us if we appear unkempt. Discuss impact and implications of
one’s appearance upon mood, morale, energy level, etc.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW2

Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 3-4

Staying Safe in Severe Weather

PARTICIPANT DATE

OBJECTIVES

@ Discuss different environmental/weather conditions and extremes; discuss the dangers
posed by each:
extreme cold
extreme heat
thunderstorms/tornados

Discuss preventative measures for extreme cold:

clothing selection  secure transportation when to stay in
Discuss frostbite, its symptoms, and how to recognize it. Discuss prevention
and care measures.

Discuss preventative measures for extreme heat:

clothing selection  air conditioning when to stayin  SUNBLOCK
Discuss heat exhaustion and heat stroke, their symptoms, and how to recognize them.
Discuss the role of hydration in heat-related illnesses. Encourage water in the summer.
Discuss sunburn prevention and emphasize the use of sunblock to prevent severe burn.
Discuss photosensitivity as a medication side-effect and determine if it is pertinent to
your client.

Discuss preventative measures for thunderstorms, hailstorms, and tornados:

Driving Adjustments  Hail Hazards  Tornado Avoidance/Response
Discuss lightning as a safety concern and where not to stand outside in a storm.
Discuss means to obtain and respond to information, warnings and alarms concerning
storms and tornado warnings.
Discuss strategies for the incidence of a tornado, both inside and outside the home.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW3

Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 3-4

Exercising for Health

PARTICIPANT DATE

OBJECTIVES

@ Discuss the various benefits of exercise, reviewing its healthy impact on the various

systems of the body: skeletal, muscular, cardiac, gastrointestinal, respiratory,
etc.

Discuss different forms of exercise, such as aerobics, strength training, pilates,
Zoomba, jogging, TaiBo, etc.

Discuss strategies and times for incorporating exercise into daily schedules and
routines.

Discuss different ways and means to access exercise: classes at the YMCA, joining

a health club, bike riding, jogging/walks, playing basketball or other active games,
rock climbing, etc.

Discuss ways your client might motivate themselves to maintain a consistent exercise
regimen (ie. a goal chart, rewards, etc.)

Time Initiated: Time Completed:

Participantinitials Trainéritials




Bridges of Wisconsin, Inc. MOD #: CLS-PW4
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE

Projected Units: 3-4

Linking Symptoms to Illness and Treatment

PARTICIPANT DATE

OBJECTIVES

(D Discuss with your client the importance and advantages in recognizing how they feel when
they are sick or psychiatrically unstable.

Discuss symptom identification and what symptoms to monitor for.

Discuss how to identify and/or label specific conditions. Discuss how to check a simple
medical book, use the Internet or call an "Ask-A-Nurse" line to figure out what may be
affecting them. Discuss using these resources to find out what they can do for their
symptoms.

Discuss use of over-the-counter medication, reading the label to see if it’'s meant to be
used with their symptoms and what the correct dosage is.

Discuss recognizing and responding to psychiatric instability; discuss what behaviors the
individual may exhibit when unstable that they do not display when stable. Discuss their
emotional state when unstable (ie. what does it feel like?). Discuss personal risk and safety
assessment and identifying when they are in crisis.

Discuss available resources to seek when feeling unstable, at risk, or in crisis. Discuss
levels of intervention and how to access them (ie. ACS vs. Inpatient). Prepare a personal
Crisis Contact List and place it in a private but accessible area.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PWS5
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 2

Universal Precautions/Contagious Diseases

PARTICIPANT DATE

OBJECTIVES

(D Discuss when someone in your home becomes sick with a contagious iliness like a cold or
the flu; discuss the various ways it could spread to others (by sharing cups/utensils,
sneezing, etc.) and items that could be contaminated.

@ Discuss strategies clients can use to avoid catching the illness by taking precautions
(handwashing, not sharing cups or towels, etc.). Discuss transmission of diseases and
simple principles of universal precautions. Reiterate several times the critical role of
consistent handwashing in the prevention of disease.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW6
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 3-4

Arranging/Preparing for a Medical Appointment

PARTICIPANT DATE

OBJECTIVES

@ Discuss with client various scenarios wherein they may need to visit their physician or
dentist. (Annual exam, Special Olympics, PRN illness, etc) Discuss the protocol/practice for
calling a clinic, contacting the correct desk, and scheduling a medical appointment. Discuss
what information the client should have ready for the call and what should be written down
(date/time/doctor/location). Assist with transferring the information into a personal
calendar, datebook, etc.

Discuss and plan for arrangement of transportation to and from the appointment.

Discuss what information should be taken along to the appointment and any necessary
preparation/orders for the appointment. (Pre-treatments, test preps, PRN for anxiety, etc.)

Discuss whether there are any immediately-presenting health problems or issues. Discuss
preparing any questions or requests for the Doctor in advance.

Discuss procedures/protocols to follow if the appointment needs to be cancelled or
rescheduled.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW7

Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 10-12

Obtaining and Taking Prescriptions

PARTICIPANT DATE

OBJECTIVES

@ If your client takes (a) prescription medication(s), discuss each med with them and
assure that they understand what it's for and how it's used. Discuss with them as to why
they take the medications, if/how it helps, etc.

Identify the client’s pharmacy and verify that they know its name and location. Ensure
that they have access to the phone number. Discuss the procedures for calling in
prescription refills, and the information to have ready when calling in refills. Do a
practice run of the prescription refill process with your client, and shadow them on their
first actual attempt with the pharmacy.

When you obtain the refill, read over all directions for taking the medications and the
possible side effects or signs of allergic reaction. Point out that any remaining questions
can be referred to the pharmacist or their physician.

Discuss medication dispensing methods (ie. out of bottle, Pill-Minder, in or with food,
etc.). Discuss and determine if your client would benefit from (and agree to) receiving
staff assistance with medication administration.

Discuss services such as automatic refills (when available) and home delivery.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW8
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE

Projected Units: 10-12

Obtaining and Maintaining Medical Records

PARTICIPANT DATE

OBJECTIVES

@ As we change health insurance companies and doctors, keeping a medical record is
important. Discuss developing a special file that has important medical records and health
information, and assist your client in implementing one.

Discuss that following each visit to the doctor, they should place any obtained orders,
instructions, or prescriptions/ information into the file.

Discuss Medical Records departments at clinics and hospitals, and how to request and
obtain needed records from medical providers.

Discuss HIPPA provisions and Personal Medical Information (PMI). Discuss the fact that
any person’s medical information is personal and confidential, including their own. Discuss
the “need to know” PMI, and which individuals they would share this information with.

Discuss filling out forms as a part of obtaining health care. Examine and discuss the forms
that must be filled out prior to appointments. It might be helpful to obtain a sample Patient
Information form from your client’s physician and fill it out in advance. Discuss any
guestions about each item as you assist them with filling out the form.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW9
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE

Projected Units: 10-12

Finding a Doctor/Dentist/Clinic

PARTICIPANT DATE

OBJECTIVES

@ If your client needs a new doctor, dentist, or clinic, discuss the need to contacting their
Insurance carrier to determine if the insurance has "preferred providers".

Discuss various ways of looking for and locating medical vendors:
* looking in the phone book *referral from another doctor/dentist
*talking to people they know to recommend a good provider
*online search engines and services *the American Medical Association

Discuss seeking an appropriate clinic/hospital where their preferred doctors
practice (or have affiliation).

Discuss which medical facility (doctor’s office vs. emergency room vs. urgent care) is
appropriate for various types/levels of medical needs and urgency.

Discuss medical consumerism and occasionally inquire with your client that they
and comfortable and satisfied with their current medical providers.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW10
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 4-6

Introduction to Health Insurance

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client what health insurance is, what it typically covers, what coverages
are available, how to pay for it, how long you'll have it, etc.

Examine your client’s insurance card with them and explain any current coverages.

If they have Title XIX/Medcaid/Medicare, offer a brief explanation of this benefit
programs. Examine your own insurance card with them and tell them (if comfortable)
about your own coverages and why you retain them.

As a preparatory for moving out on their own, explore what kind of health insurance they
can get. Use the phone book, Internet, friends or an Independent Living Skills class to find
out about the different insurance options available to you. Discuss the role of an insurance
agent/agency in obtaining and maintaining health coverage.

Discuss employer-funded or employer-subsidized health insurance as a work benefit.
Discuss how this benefit is administrated.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PW11
Adapted Casey Life Skills Domain: PERSONAL WELLNESS & CARE
Projected Units: 2-3

Problem Solving

PARTICIPANT DATE

OBJECTIVES

@ When your client is clearly worried about something (home situation, peers, money, fears,
etc.), offer to problem-solve with your client. Discuss the symptoms of the problem and the
difficulties it creates for that individual as well as others.

Discuss and come up with at least three options for strategies for dealing with the problem
they are worried about. Evaluate each idea and what the likely outcome would be.

Seek and read short articles and Web addresses related to the problem. Choose a proposed
means to address it and test-apply it for the current problem .

TV shows can provide a great opportunity to talk about a variety of issues. If you are

watching a show that portrays someone dealing with a similar issue or an emotional
problem

(depressed, suicidal, alcoholic), discuss any perspective or strategies gained, and if/where

the person obtained help.

Allow the person to select an initial solution to try and to find closure for the problem.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-ADT1
Adapted Casey Life Skills Domain: ADDICTION TO DRUGS/TOBACCO
Projected Units: 3-4

Recognizing Substance Abuse

PARTICIPANT DATE

OBJECTIVES

@ Discuss the current prevalent alcohol and drug abuse that is an unfortunate part of our
society. Discuss instances when a celebrity's alcohol or drug abuse is in the news; discuss
what their problem is, how the media found out about it, what the consequences were, etc.
Discuss the impact of alcohol/drug abuse on families, relationships, etc.

Discuss the various types of intervention resources that are publicly available. Many
communities now sponsor anti-drug, anti-alcohol and anti-tobacco campaigns such as
SADD, DARE, and Smokebusters. Discuss participation in these activities and consider types
of incentives for completing a program.

Consider/discuss renting a popular movie that deals with alcohol or drug addiction and its
effects, such as "When a Man Loves a Woman" or "Broken Cord" and watch it with staff
and/or roommates. Talk about all of the areas of life (health, relationships, jobs, infant
development) that can be affected by alcohol and drug abuse.

Look on the Internet or visit your local library or Council on drug/alcohol addiction to find a
sample of a self-test for addiction. Go over the questions and talk about how you would
answer them and how someone with an addiction might answer.

Discuss whether or not the individual currently considers themselves at risk for alcohol/
drug/tobacco addiction, and whether they would benefit from further assessment/
treatment.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-ADT2
Adapted Casey Life Skills Domain: ADDICTION TO DRUGS/TOBACCO
Projected Units: 6-8

Resources for Overcoming Addiction

PARTICIPANT DATE

OBJECTIVES
@ Explore and identify the various community resources available for treatment of various
forms of addiction.

Identify a source for and obtain an AODA assessment.

Attend an Alcoholics Anonymous or Narcotics Anonymous meeting. Assist the client in
obtaining a better understanding of the effects of drug/alcohol abuse.

Explore and become familiar with a popular treatment option — (ie. the self-help group).
Assist the client in establishing support and accountability resources.

Identify and provide for linkage and communication between the client’s various support
systems (ie. home, case-management, therapy, etc.). Assist the client in arranging and
maintaining their own linkage between supports.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-ADT3
Adapted Casey Life Skills Domain: ADDICTION TO DRUGS/TOBACCO
Projected Units: 3-6

Drinking & Driving

PARTICIPANT DATE

OBJECTIVES

@ Cut out and/or discuss an article or story about an alcohol related accident or fatality from a
local newspaper or TV news. Review it with your client and talk about the possible human
consequences of drinking and driving.

Discuss local laws and limits concerning alcohol use. Determine if they know the legal
drinking age in your state, and discuss the Blood Alcohol Content (BAC) for adult drivers in
your state.

Discuss the legal ramifications and consequences of DWI or OWI: discuss financial
costs, loss of driving privileges (and the impact of that on employment), rehabilitative
classes, and jail time for repeated offenses. Discuss zero tolerance laws.

Explore some studies and reports on the impact of drinking alcohol on driving ability,
reaction time, and general functioning. Determine what a “safe” level of intake is
considered to be.

Discuss the concept/use of a Designated Driver, and explore others strategies your
client could use to avoid ever attempting to drive while impaired (calling a friend,
Uber or taxi, taking the bus, NOT hitchhiking, etc)

It would be greatly beneficial and impactful to attend presentations offered by
MADD (Mothers Against Drunk Driving), "Every 15 Minutes" demonstrations, and
similarly themed events.

Time Initiated: Time Completed:

Participant Initials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS1
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY
Projected Units: 2-3

Developing Healthy Relationships

PARTICIPANT DATE

OBJECTIVES

@ Discuss what healthy relationships look and feel like. Discuss the concept of a role model,
and discuss what attributes and values such a person would (should) have. What traits
and characteristics are desirable and should be emulated, and why?

Ask your client who they think is a good example of how to treat your husband/wife/
partner; (either someone real or a character on TV). Talk about their response.

Discuss what your client thinks a mutual relationship should look like. Discuss the role of
compromise in relationships. Discuss ways in which people can avoid a relationship from
becoming inequitable or one-sided. Discuss elements that can enter a relationship to
make it unhealthy (addiction, abuse, infidelity, etc.).

Discuss ways in which healthy relationships benefit a person, and ways in which
dysfunctional relationships harm a person.

Discuss and prepare (perhaps in writing) a final summation of what is required of each
individual to pursue and maintain a healthy relationship.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS2
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY

Projected Units: 2-3

Recognizing Unhealthy Relationships

PARTICIPANT DATE

OBJECTIVES

@ Discuss unhealthy relationships and what they may look or feel like. Discuss elements that
can enter a relationship to make it unhealthy (addiction, abuse, infidelity, etc.). Discuss
any experiences you or they have had with an unhealthy relationship, and what you/they
did or wished they had done to resolve it.

As you watch TV programs with your client that show people in "unhealthy" relationships,
talk about how characters in these programs handle each relationship and other options

they could try.

Discuss how people may become trapped in or “used to” abusive or unhealthy
relationships. Discuss inaccurate or harmful self-attitudes that may develop in an

unhealthy relationship.

Discuss what your client could do if they found themselves in an unhealthy relationship;
examine various options (get counseling with the person involved, get a restraining order,
end the relationship).

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS3
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY
Projected Units: 6-8

Relationship Mapping

PARTICIPANT DATE

OBJECTIVES

@ Draw a "Relationship Map" with your client. Put their name in the center of a small circle.
Around the circle, draw a series of circles that represent all the relationships they have.
Write the names or roles of those closest to them in the circle that goes around their name,
then do the same for all the other circles moving outward. For example, in the circle around
their name, you might list the names of family members. The next circle might have names
of their friends, the next their caregivers, then their caseworkers, therapist, pastor, etc.

Talk about the relationships they have with each person or group of people, (how "close"
they are, how much personal information they share, how much they trust each person).
Ask your client who they consider to be part of their "support system" - people they would
go to for help with a problem. Let the client lead you in this exercise - what you think about
who is closest to them might not be what they think.

Ask the client to contemplate their goals; how do the people on their map effect/impact/
assist them in pursuing their goals. Are there areas of the client’s life where their support
might be enlisted?

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS4
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY
Projected Units: 2-3

Personal Information

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client that some information is private and confidential; discuss the
subject areas and topics that should be avoided in public or unfamiliar settings, or with
people that are not sufficiently familiar. Discuss the fact that it is a good thing not to tell
your life story to everyone you meet and that you do not have to answer personal
questions.

If necessary, provide greater detail as to why some topics are sensitive or private. Topics
that should be included: sexual information, religion, marital status or family issues, legal
matters, voting preferences, etc. Discuss questions about these topics that would or would
not be appropriate to ask.

Discuss what type of personal issues your client considers private or questions that would
be intrusive. Discuss how the client would respond to questions posed to them that are
too personal in nature. Role-play different situations so that they feel comfortable with how
they will respond.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS5
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY

Projected Units: 2-3

Preventing Unplanned Pregnancy

PARTICIPANT DATE

OBJECTIVES
@ Discuss some ways that unwanted pregnancy can be prevented. Discuss your client’s

feelings about being sexually active, emphasizing that if you decide to be sexually active,
it's important to know how to prevent pregnancy and sexually transmitted diseases.

Ensure that your client would know the "signs" of pregnancy. Discuss what some of the less
"visible" early signs of pregnancy are (late period, nausea, tiredness, etc.).

Talk about places in your area that offer free pregnancy testing and pregnancy counseling.
Assist the client with contacts or logistics for accessing any desired resources.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS6
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY

Projected Units: 2-3

Sexual Pressure

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that social pressures to participate in sexual relations can affect a person's
decisions about sexual behavior. Gently explore if the client is in a current relationship
where they feel sexually pressured or hurried.

Discuss experiences about social pressures faced by yourself or someone you know of and
how it was handled.

Discuss the fact that people sometimes "talk up" their sexual activities to look more
experienced to their friends. Discuss the motives people may have to boast about their
level of sexual activity.

Explore and role-play methods and approaches to resist negative or undesired social
pressure.

Identify and discuss safe and unsafe behaviors to avoid instances where one may
experience sexual pressure (ie. discussing relationship parameters in advance,
not dressing suggestively, conversation topics to avoid, etc.)

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-RS7
Adapted Casey Life Skills Domain: RELATIONSHIPS & SEXUALITY
Projected Units: 3-4

Sexually Transmitted Diseases

PARTICIPANT DATE

OBJECTIVES

@ Discuss how Sexually Transmitted Diseases can impact a person's health and relationships.
Discuss both short and long-term ramifications.

Obtain some pamphlets about STDs, or print out some information you find on the
Internet. Review it with your client and discuss what they thought of it. Discuss with them
how they assess their level of potential exposure to STD’s, and the various types and
symptoms of STDs.

Determine if and ascertain that your client know of places in the area to get information
about preventing and treating STDs. Determine if they would recognize that they have
contacted an STD and how/where to seek treatment for it.

Discuss AIDS and immune-deficiency disorders and its implications re: multiple/random
partners and unprotected sexual activity. Discuss strategies for prevention.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD1
Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.

Projected Units: 6-8

Picturing Yourself

PARTICIPANT DATE

OBJECTIVES

@ Discuss the fact that understanding who we are as people - our positive traits and the areas
that need work - enables us to change and grow. Talk about insights you have gained
about yourself, how you arrived at them, and what you learned from them.

Help your client locate and cut out pictures, words and phrases from magazines, etc. that
describe how they view themselves or things that are important to them. Make a collage
with all of the pictures and words. Talk about their choices and what they mean.

Discuss the concepts of self-image and self-worth. Describe the different places and
origins from which we obtain self-image and self-worth (people close to us, our
accomplishments, the media, our appearance, etc.) .

Discuss what kind of self-image is communicated by the pictures/words they’ve chosen.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD2
Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.

Projected Units: 4-6

Recognizing and Avoiding Negativity

PARTICIPANT DATE

OBJECTIVES

@ Discuss various occasions that your client may make or has made negative comments
about themselves ("I'm so stupid," "l can't do anything right") or someone else.
Have the client explore what this negativity may mean, and challenge them to find
responses or statements that diminish or reverse a negative approach.

Discuss and develop strategies for avoiding and countering self-negative thoughts:
*remember things you can do well  *talking about or looking at old photos
*calling a friend for encouragement *start a new project or hobby

Seek out and explore articles about the physical and emotional benefits of
a positive attitude, and the suspected medical damages (ie. hypertension)
of a negative one.

Encourage your client to actively and consciously monitor their attitudes about
themselves and life. Encourage them to watch for the things/events that trigger
negativity and to write them down. They can then discuss these stressors with
you ,a friend, or a therapist.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD3

Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.
Projected Units: 4-6

Maintaining a Personal Support System

PARTICIPANT DATE

OBJECTIVES

@ Discuss the different scenarios where your client might need assistance (finding housing or

a job, an unplanned pregnancy, a religious question, an illness). Discuss who would be the
best person to consult in each of these situations.

Obtain a small notebook or address book to write down names and addresses of people in
your client’s personal support system. If they have completed Relationship Mapping (CLS-
RS3), this may be a good source for helpers. If they don't know who is part of their support

system, think (with help as needed) through the people that have given them help at
different times.

Assist your client with drawing up an Eco-Map, identifying and writing down all the
different groups or communities that your client is a part of (work, church, clubs, etc.)
List some of the benefits they get from each group, and what types of issues they could

obtain help with. Discuss community-based vendors and their role in maintaining a
network.

Discuss the importance of consistency, communication, and connectedness with
family members, case-managers and service workers, parole or probation officers,
AA sponsers, etc. for maintaining a personal support network.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD4
Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.
Projected Units: 4-6

Suicide Prevention

PARTICIPANT DATE

OBJECTIVES

@ Discuss that many people in our society today do self-destructive things. Discuss the
possible reasons that people may decide to commit suicide or overdose on drugs; talk
about any pertinent incidents or examples. Discuss what you think caused that person to
act that way.

Discuss the immediacy of emotional pain and the permanence of suicide, and note
the disconnection between the two.

Discuss the concept of self-esteem and how people with low self-esteem may sometimes
do self-destructive things because they don't think they are worth much as a person. Talk
about your client’s self-esteem, and how they would get help if feeling alone, sad,
overwhelmed, etc. Inquire if they ever feel that they are at risk of suicide.

Discuss the concept of Personal Safety, and why securing it is one of the first priorities of
suicide prevention. Discuss if your client would recognize when/if they were unsafe and
in need of intervention, and if they would know what to do.

Discuss suicide prevention and intervention resources available in the local community;
Include emergency interventions, behavioral health departments, public forums and
trainings, etc.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD5
Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.
Projected Units: 4-6

Expression through Clothing and Appearance

PARTICIPANT DATE

OBJECTIVES

@ As you watch TV with your client or go to events where there are many people, discuss
the different kinds of clothes or hairstyles people may wear, and what it says about them
and their self-identity (ie. to represent their racial or ethnic background, diversity,
non-conformity, etc.)

Discuss any individuals that dress or wear their hair “differently”, have tattoos or body
piercings, dress and wear makeup in non-traditional ways, etc. and how they are
perceived; discussing historical and current labeling of such people (ie. greasers,
goths, geeks). Discuss positive and negative impressions people may develop based
upon one's clothing or hairstyle choices.

Discuss different protocols and parameters in dressing for different events and settings.
(ie. you don’t wear a T-shirt to a job interview).

Ask your client if they believe the way they dress and appear is consistent with who
they think they are and how they wish to be viewed/perceived by people.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-PGD6
Adapted Casey Life Skills Domain: PERSONAL GROWTH & DVT.

Projected Units: 2-4

Racism and Discrimination

PARTICIPANT DATE

OBJECTIVES

@ Discuss with your client that there are times we may use stereotypes, and that people
may believe them about us. Discuss ways we can start to improve on it by avoiding labels
like "foster, black, short, fat, gay," etc. when referring to people.

Seek out and obtain magazine articles, news stories, movies, or TV shows that deal with
issues of racism; create opportunities to share and talk about these issues with your client.
After reading or watching them, discuss the ways that racial prejudice has been/can be
expressed.

If you or your client experience any type of discrimination, talk about the situation. Talk
about the feelings that come up when someone discriminates against you and use it as an
opportunity to teach the importance of not acting that way towards others. Discuss
productive, non-hostile ways to handle discrimination when they encounter it.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-C1
Adapted Casey Life Skills Domain: COMMUNICATION

Projected Units: 3-4

Basic Communication Skills

PARTICIPANT DATE

OBJECTIVES

@ Ask everyone participating to take turns saying a phrase (such as "Don't you look nice
today" or "What a good idea!") with different facial expressions and in different tones of
voice. Demonstrate how the same words can come across as very sincere, sarcastic,
rude, angry, etc., depending on your tone of voice and body language.

Talk about how communication is made up of words, tone, and body language. Ask
participants a few questions and after they respond, repeat back to them the answers they
gave you. Role-model by remaining quiet while they are answering and maintain eye
contact.

When your client comments a statement about how their day went, rephrase what they
said to you and ask for more information. Demonstrate appropriate approaches to getting
clarification and information to understand them better.

Practice or role-play interactions that can be difficult or awkward for people, such as
saying thank-you, asking for an apology, or confronting someone with a grievance or
conflict. Discuss the concepts of diplomacy and tact, and demonstrate their usefulness
in confrontational situations.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-C2
Adapted Casey Life Skills Domain: COMMUNICATION
Projected Units: 3-4

Practicing Social Firsts

PARTICIPANT DATE

OBJECTIVES

@ Discuss social situations with your client that they have not experienced before. Before
they enter a new social setting (party at a friend's house, meeting new people, job
interview), discuss and practice how they might interact. Role-play the situation and
discuss/monitor eye contact, body language and words they use.

Brainstorm with your client for ideas of safe topics to talk about with a new acquaintance,
like the weather or a current event. Practice small talk and the fine art of cordiality.

Discuss what your client would say if they needed some information from a police officer
vs. a preacher vs. their best friend. Examine how it's appropriate to communicate
differently with different people depending on their role and the relationship we have with
them.

Ask your client if there are any social situations that they are particularly anxious about
entering or finding themselves in (job interviews may be huge), and simulate interactions
and exchanges with “practice runs”, providing suggestions to fine tune their communi-
cation skills and build self-confidence presenting in all settings.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-C3
Adapted Casey Life Skills Domain: COMMUNICATION

Projected Units: 3-4

Safe Use of Communication Tools

PARTICIPANT DATE

OBJECTIVES

@ Discuss appropriate practices for answering the phone in your client’s home; discuss
appropriate answers and greetings, what to say if the caller asks for you and you're not
home, how to take a message, etc.

Identify and discuss what kind of information you should never give out to someone you
don't know (address, birthdate, SS#, credit card information, whether you are alone).
Emphasize that this is true for audio and digital information, on the phone and on the
computer. Discuss the risk of identity theft and share some stories you may have of this
unfortunate event.

Discuss the safety dilemmas that the electronic age has presented. Discuss in detail the
hazards of navigating the Internet, and discuss past examples of inappropriate or risky
postings that people have broadcast to the world. Discuss the new practice of “sexting”,
and the fact that these images are usually publicized far beyond the original recipient.
Discuss the possible consequences of illegal use of cyberspace.

Role-play answering different types of phone calls until your client can do it correctly.
Make sure to practice how to handle salespeople on the phone (CLS-F13).

Time Initiated: Time Completed:

Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-C4
Adapted Casey Life Skills Domain: COMMUNICATION
Projected Units: 3-4

Anger Management

PARTICIPANT DATE

OBJECTIVES

@ Many dramas on TV or video show people fighting, destroying things, or otherwise acting
out their anger. As you watch one of these shows with your client, talk about anger (what
makes you angry, what makes them angry, how each of you tends to handle it, etc.).

Discuss (and role-model) some of the ways/strategies that people use to handle anger
appropriately (counting to ten, giving yourself a time out, shooting hoops, running, writing
in a journal, working with clay, pounding your fists into a pillow) and discuss the ways that
would make sense for them.

Discuss the destructive force of anger in a person’s life. Explore:
*damage to relationships *misuse/abuse of friends and family
*undermines good health *|legal consequences
*regret later on (“leaving a legacy of anger”)  *unforgiveness
*social alienation (angry people are not good company)

If your client reports that this is a particular or frequent area of struggle and challenge
for them, or if their anger seems to be escalating in intensity, provide them with referral
to behavioral health intervention or professional anger management services.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP1
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT
Projected Units: 4-6

Learning About Careers

PARTICIPANT DATE

OBJECTIVES

@ Discuss various ways to learn more about different career areas; discuss the types of
information that may be obtained at each resource:

* Signing up to take a career class or lab at a community or technical college

* Attend a job/career fair. (Even if you only go to listen to the different
employers describe the jobs, you'll learn valuable information about occupations.

* Explore the Employment ads in the local newspaper; note the various catagories
of jobs available (ie. manufacturing, office, health care, construction, etc.)
and discuss the different job sites associated with each of them. Read and discuss
the description of jobs in the advertisements.

* Arrange an appointment with a college placement counselor at a local high school.
They can provide extensive information and resources on exploring a career path.

Create a list of questions for employers before attending the job fair. Notice and learn
names for the kinds of tools or technologies different workers need.

If possible, arrange to shadow someone at their work site for a day or half-day.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP2
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT
Projected Units: 6-8

Learning Through Volunteerism

PARTICIPANT DATE

OBJECTIVES

@ Discuss the concept of volunteerism. Note its advantages for the individual that
provides it as well as the community at large. Discuss that volunteer activity looks
favorable on a job application or resume, and provides free field experience in a
work/career area.

Discuss opportunities for volunteering so that your client can learn about different
jobs. (Suggestions: volunteer at the library, humane society, hospital, office, or at an
after-school program for children.) Identify what types of tasks/jobs your client would
want to pursue.

Locate any local volunteer centers and establish initial contact and a working
relationship with these agencies.

After each volunteer experience, discuss what kinds of activities were observed at
each job site; discuss what they liked and didn't like about each locale.

Assist your client in setting up a system/record for tracking and documenting their
hours of volunteerism / service to the community.

Time Initiated: Time Completed:

Participantinitials Trainéritials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP3
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT

Projected Units: 6-8

Charting a Career Path

PARTICIPANT DATE

OBJECTIVES

@ It may be wise to first complete Module EMP1 Learning About Careers.
Draw a large triangle with your client’s career goal written on the top of the triangle
(veterinarian, writer, accountant). Start at the bottom of the triangle and write in
anything they have done or are currently doing that will help them reach their career
goal. For example, you might write "volunteered at Humane Society" or "took a

summer writing class."

Discuss, identify, and record any other objectives needed or that would be helpful in
reaching their goal; consider experience opportunities, furthering education, mentoring,
job shadowing, DVR assistance, etc.

Discuss, identify, and record the names of people, companies, and resources that could
help your client in embarking on their career path. Identify opportunities for job coaching,
on-the-job training, and other preliminary positions that may be prerequisite to obtaining
their targeted position. Discuss job progression.

Discuss and prepare an informal proposed timeline for the completion of steps necessary
to initiate their pursuit of a career.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP4
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT
Projected Units: 6-12

Seeking Employment

PARTICIPANT DATE

OBJECTIVES

@ When your client has expressed interest in obtaining a job, assist them in making
a list of the things they are looking for in a job, and any factors that might affect
where they could/would work; (they may want a job that doesn't require weekend
hours, or they may need something that is close enough to walk to, or near public
transportation.)

When preparing to seek a job, discuss your client’s interests to help narrow down
where to search for jobs. A love for pizza and cooking may suggest working in a pizza
parlor. A fondness for clothes might suggest a clothing store in the mall.

Discuss and list the many different ways to find, or find out about, a job:
* newspaper employment ads
* Internet listings
* word of mouth
* grocery store/laundromat bulletin boards
* posted signs
*posting and flyers
*employment (“temp”) agencies

Decide what methods your client may use to seek employment.

Encourage your client to actively seek the job they want. Suggest that they ask their
working friends or siblings how they heard about their jobs. If they know someone who
works at a place they would like to work, instruct them as to how to inquire about job
openings.

Time Initiated: Time Completed:
Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP5
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT

Projected Units: 6-12

Applying for Employment

PARTICIPANT DATE

OBJECTIVES

@ Discuss that the first step in obtaining employment is filling out an application.
Pick up some applications from local businesses and identify what kinds of information
will be needed in order to fill out a job application. Practice filling out some applications
and then review it together. Discuss collateral forms such as the I-9, Criminal Background

Disclosures, etc.

Assist your client with establishing and keeping a file that contains information about
all of the jobs and applications (even odd-jobs or volunteering) they have had. In it,
they can list where they have worked, the dates, what they were paid, etc.

Discuss the concept of providing references. Discuss the difference between personal

and professional references. Assist your client in writing down the names and addresses of
people who are willing to provide references for them. Include organizations or clubs in
which they have participated. When they go to apply for a job this information will be
helpful in filling out an application.

Identify three targeted employers and complete/submit applications for them.

When your client has had a few jobs and they are ready to put together a resume, go to the
library or look on the Internet for examples of resumes. If they have access to a computer,
they could use the "resume wizard" program to create their own.

Time Initiated: Time Completed:

Participantinitials Trainer Initials



Bridges of Wisconsin, Inc. MOD #: CLS-EMP6
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT
Projected Units: 2-6

Job Desire/Work Motivation

PARTICIPANT DATE

OBJECTIVES

@ Prepare a list of reasons why your client wishes to obtain a job and work. Discuss and
list both material reasons and personal advancement objectives.

Discuss how a predictable income would change your client’s life. Discuss/identify any
personal objectives/goals/acquisitions that would be met or met more quickly if they
had a job. Then discuss the impediments and disadvantages of not having predictable
income. Discuss making the choice NOT to work, and the short-term and long-term
ramifications of such.

If your client has friends who work, suggest that they ask their friends why they got jobs
and what kinds of things they are able to do (pay for a car, buy more clothes) or not do
(play sports) because of having a job.

Discuss your own motives with your client for working in a recovery home and the
benefits that your own employment provides for you.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP7
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT
Projected Units: 8-12

Preparing for an Interview

PARTICIPANT DATE

OBJECTIVES

@ Assist your client in preparing for an interview; brainstorm a list of possible questions
that a prospective employer might ask. Collect possible interview question ideas from
family members, friends, career counselors, or books in the library. Assist your client in
preparing and expressing the answers that they wish to provide.

Prepare your client for an interview by doing a practice interview with staff. After you
have prepared a list of questions, staff will portray the employer and conduct a mock
interview with the client. Talk about the answers given throughout the exercise - what
sounded good and what might need to be done differently.

Reverse roles with your client and have them play the employer. Before the interview,
create a list of questions that a prospective employee may ask of the employer (client).
As a prospective employee, staff may ask questions about things like hours, pay, and
employee benefits. Model the responses and delivery of an effective and interested
applicant.

Discuss the importance of personal appearance and hygiene practices in the obtaining
(and retaining!) of employment; discuss the impact this has on the regard and status
of an employee within a company. Discuss the possible impact of body piercings and
visible tattoos in more conservative environments. Discuss how to prepare and dress
for an interview so as to provide the best possible presentation and interest.

Discuss the importance of following up with your potential employer and continuing to
show an active interest in obtaining employment Pick one method of follow up
(hand written thank you, phone call, e-mail) and then assist them with completing it.

Time Initiated: Time Completed:

Participantlnitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP8
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT

Projected Units: 3-6

Understanding Pay & Benefits

PARTICIPANT DATE

OBJECTIVES

@ Review and discuss your client’s pay stub with them and ensure that they understand
the concept of payroll taxes; explain why they are imposed and what they are
used to fund. Discuss the employer’s legal requirement to pay them, and the impact
on what they earn. Discuss the terms “gross pay” and “net pay”. Discuss the impact of
income level on tax bracket.

Discuss how to check a paystub to determine if they were paid correctly. Note where
number of hours, rate of pay, pay period, etc. are recorded on the paystub. Discuss
how to proceed if the employee suspects that an error in their pay has occurred.

Suggest that your client request written information about employee benefits at their
work site. Review this with your client and talk about which benefits they might want to
access, such as health insurance or a savings plan. Discuss some of the employee benefits
offered by your own employer.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP9
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT

Projected Units: 3-6

Being a Valued Employee

PARTICIPANT DATE

OBJECTIVES

@ Imagine with your client running their own business. Consider what kind of business they
would like to own and what types of people they would want to employ. Discuss what
kinds of employee behavior you would hope to see and what kinds of behavior might lead
them to fire someone.

Discuss the concept of a “work ethic”; discuss the value and personal fulfillment of
having a job and completing it well. Discuss the concept of work history and developing a
resume, and the ongoing impact that work performance has on this.

Discuss what teamwork implies and what it looks like in action. Discuss the concept of the
employment relationship, and the importance of regular attendance and reliability to
maintaining a positive employment relationship.

Discuss employee correction and progressive discipline. Discuss what these measures
Imply about employment status and why they should be taken seriously.

Have your client Inventory the tasks they perform and what they like and dislike about their
job. Discuss how they are handling the parts of their job that they do not like. Share with
them some of the things you don't like about your job and how you handle them. Talk
about possible ways people can deal with workplace problems, and why conflict resolution
skills are so important.

Time Initiated: Time Completed:

Participantinitials Trainer Initials




Bridges of Wisconsin, Inc. MOD #: CLS-EMP10
Adapted Casey Life Skills Domain: PREPARING FOR EMPLOYMENT

Projected Units: 2-6

Leaving Employment

PARTICIPANT DATE

OBJECTIVES

@ Discuss the reasons that people may have for terminating their employment; discuss
whether all of the reasons identified are reasonable. If job dissatisfaction is listed as a
cause, discuss what measures could be taken to resolve the matter and avoid

separation.

Discuss the various ways that people may give notice of their intent to leave their jobs;
practice preparing a letter of notice.

Discuss what should be completed before you’d leave a position; ie. not leaving work
undone, proper notifications to customers or clients, etc. Discuss what they need to take
away from that job in order to get their next job; for example, are there other employees
that will be willing to provide a reference? Are there particular skills they need to learn —
running certain equipment, using a certain computer program - in order to get a better
job next time? Discuss leaving forwarding information.

Discuss why it is important to leave a job on good terms (ie. the next employer may call the
previous employer for a reference). Discuss the importance of providing a sufficient period

of notice (ie. at least two weeks).

Time Initiated: Time Completed:

Participantinitials Trainer Initials




