
Helping you to find meaningful

work or education

Steps to
employment



At Voyage Care we are committed to helping you find meaningful 
voluntary or paid work or education. We will help you as much 
or as little as you want. We understand that no two steps into 
employment or education will be the same. Whatever your goals 
may be, we will support you to achieve these. 

Introduction



Having a job means more than making 
money.

There are lots of benefits to working, 
such as:

• Being part of the community

• Meeting new people

• Keeps you busy

• Learning new skills

• It can improve your confidence

• It can increase your independence

This guide will help you 
to prepare for work and 
understand the steps to the 
support we can give you. 
Please visit our website for 
more information...
 www.voyagecare.com



Ben’s story
Ben is one of the people we support in 
Warwickshire. He works at our Hinckley 
Day Service as a paid employee.

The service provides day support to individuals with learning 
disabilities, autistic spectrum conditions and acquired brain 
injuries.

Ben began by volunteering at the 
service. He volunteered for over 3 
and a half years. A paid position 
became available offering 10 hours 
a week, and the team thought Ben 
would be a great fit.

He was very happy to be offered 
the job at Hinckley Day Service and 
enjoys his new role. For Ben this 
is his first paid job. 

His responsibilities include answering the phone and 
taking messages. He also carries out administration work, 
including emailing and dealing with telephone enquiries.

Ben has settled well into his new job and is enjoying being given 
responsibilities and tasks. His manager says he continues to 
thrive in his work and the quality of his work continues to improve.



I really feel great about my job. I enjoy being 
given responsibilities and jobs to do and I enjoy 
working for Voyage Care. I am a saver kind of 
person with money. I am just going to spend my 
wages when I treat myself or my family.



Taking steps together

Step 1
Identify 

employment 
or education 

needs Step 2
Assessing your 

needs

Step 3
Action plan

Here are your 
easy steps to 
employment...

You will be supported by different people to help you to 
take your steps to employment and / or education. 

Some of the people who might help you are:

• Your manager, keyworker or nominated support worker

• A Voyage Care internal advisor (contactable via the 
duty QC co-ordinator)

• JobCentre Plus, Remploy or other external advisor



Step 3
Action plan

Step 4
Meet your advisor

Step 5
Taking steps into 

employment or education

Step 6
Review  

action plan



Identify 
employment or 

education 
needs

Quality 
questionnaire

Individual 
care and 

support needs 
assessment

Person 
centred 
reviews

Monthly 
keyworker
 meetings

Your keyworker or nominated support staff will take the first step 
with you to discuss in keyworker meetings, quality questionnaire, 
person centred reviews and your individual care and support 
needs assessment to see whether you want to work towards 
meaningful employment, education, or both.

Identify employment 
or education needs

Step 1







We will gather information about the level of support and training 
you need. This will help to form an action plan on what steps 
you will need to take to find sustainable employment and/or 
education.

At this step you will complete your ‘my steps to employment’ 
workbook. You can do this on your own or with a member of staff.

CV writing

Hobbies and 
interests

Experience

Skills and 
strengths

Mobility and 
health needs

Interview 
practice

Support 
needed

Travelling to 
work

Job 
searching

Assessing your needs

Step 2



On this step you will be supported to develop an action plan 
to work towards your overall goal of sustained employment or 
education. 

You will find a copy of the action plan in your ‘my steps to 
employment’ workbook.

Action plan

Support 
Your keyworker may be 

responsible for 
helping you to achieve 

your goals.

Timescale
A date will be set to help you achieve your goals and gain 

employment or education as soon as possible.

Starting employment and/or education

Goals
You will agree goals you 
want to work towards 
to gain employment or 

education.

Step 3







Meet your advisor

The Voyage Care internal advisor (contactable via the duty QC 
co-ordinator) or an external advisor will review your assessment 
and action plan and give you further support.

They will help you to decide if you need any further support in 
areas like:

• CV writing

• Job searching

• Interview skills

• Confidence building

• Travel and safety

• Time management

• Communication

They will then help you to find training courses to improve in any 
of the above or other areas.

On this step you may need to attend an appointment at an 
external agency such as JobCentre Plus or Remploy to get the 
right advice for you.

Step 4



Getting the right support

A support guideline will be written with you to make sure you 
get the right level of support to achieve your goals, find, start 
and maintain employment.

Achieving your goals

This step is where you work towards and achieve your goals to 
make you job ready and find employment or education.

Steps to Employment

Your steps into employment might also include:

• Work tasters

• Work experience

• Work trials

• On the job interviews

Your Voyage Care internal advisor (contactable 
via the duty QC co-ordinator) or external advisor 
will help you decide 

Planning your support

Step 5



Starting work

In this step you will be learning new skills to be ‘job 
ready’, finding work and starting work. Starting work 
is not the end of your steps to employment and 
education. 

When you start work your Voyage Employment and  Education 
Advisor or external advisor will continue to ensure your receive the 
support you need to stay employed. This may include:

• Job coaching

• Buddying

• On the job support

• Travel training

• Monitoring and reviewing your progress to check you are 
getting the right support to be successful.





Reviewing the steps you have taken

We want to make sure you continue to receive 
the right support for your needs. 

In this step your keyworker, nominated support 
worker or advisor will work with you a minimum 
of every six months to review:

Your goals – if these have not been achieved we will help you to 
find out why and set new goals

Your employment – to make sure you continue to receive the 
support you need to stay in employment

Your education – if you are in education or training this will be 
reviewed and you will be asked if you would like to take the next 
step to employment

New goals – you will be supported to set new goals to help you 
to keep developing and achieve the things that are    important to 
you.

Step 6

Review action plan



Want to know more?

If you have any questions about getting into 
employment or education, or would like to talk to a 
Voyage Care employment advisor, please contact:

Telephone: 01543 484551 (Mon - Fri 9am - 5pm)

Email: DUTYQCmalibox@voyagecare.com


