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The purpose of the Lincolnshire Independent Living Peer Support Project is to:

Train people with disabilities, and carers, to become effective peer supporters to 
others with disabilities so that they might lead self-directed and more autonomous, 
satisfying lives.

Help facilitate independent living within Lincolnshire and promote the social model of 
disabilities to all professionals, organisations and individuals.

What is a Peer Supporter?
 
A Peer Supporter is a person with a disability or a carer who has learned life 
strategies, how to be a self-advocate, and how to live independently and has 
acquired the skills to help others do the same. 

As highlighted above there are four core skills to being a peer supporter. 

1. Learn life strategies – as a person who is living with disabilities or someone 
who cares for someone who is elderly or disabled, you will already possess a 
great deal of knowledge which you have learnt through experience and just by
living with various daily issues. 

2. How to be a self-advocate - again, just through experience and having dealt 
with issues relating to benefits, direct payments or even just sorting out 
problems with your new TV with the department store, you may already 
possess the relevant information on the procedures needed to deal with 
problems and provide solutions.

3. Live independently – you may already do so or help someone do so, you 
may be aware of skills and techniques or organisations that may be able to 
help you assist yourself or someone else.

4. Acquire the skills to help others - this is the most important one of all; 
helping others to do the above three. Now’s your chance to share those skills 
and knowledge to improve other people’s lives.

Quote: “Unless someone like you cares a whole awful lot, nothing is going to get 
better. It’s not.” Dr Seuss



Peer Supporter, Counsellor or Advocate?

A Peer Supporter differs from a counsellor or an advocate in that a Peer Supporter 
does not tell his/her peers how to live their life. Rather, a Peer Supporter offers the 
benefit of his/her own experiences, passing along the encouragement and support 
needed for others to construct their own advocacy and life strategies to bring about 
desired goals.

Advocacy has been defined as “…taking action to help people say what they want, 
secure their rights, represent their interests and obtain services they need. 
Advocates….work in partnership with the people they support and take their side” 
(www.actionforadvocacy.org.uk ). Within that general definition there are different 
forms of advocacy, including self-advocacy, where people speak up for themselves, 
often coming together in groups, and peer advocacy “where someone with similar 
experiences supports another person to make their views known and acted upon” 
(Disability Rights Commission, 2006).

Brokerage has been defined as “the assistance that people may need to work out 
what their choices will be, and the support required to make it happen” (Care 
Services Improvement Partnership, 2007). The activities that are included in this 
definition, such as information giving, informal support and advocacy, are very similar
to the activities listed above, as part of peer support.  However, support brokerage is 
more likely to be provided by paid workers and peer to peer relationships are not a 
defining characteristic of the role.

Why do we need Peer Supporters?

Peer support has been defined by the fact that people who have like experiences 
can better understand, relate and can offer more authentic empathy and validation. It
is also a fact that people with similar lived experiences offer each other practical 
advice and suggestions for strategies that other professionals may not offer or even 
know about.

The availability of peer support is essential in the drive to transform adult social care 
to give service users choice and control in how their individual support needs are 
met. The recommendations at the end of this review seek to ensure that well-
informed support is available to users of services when they make their choices.  

Peer Support and Personalisation – National Centre for Independent Living Dec. 
2008 (now Disability Rights UK) http://www.disabilityrightsuk.org/.

Listening, sharing firsthand knowledge about living with a disability, assist others in 
making informed, independent choices, share experience, information and strategies, …

http://www.actionforadvocacy.org.uk/
http://www.disabilityrightsuk.org/


navigate attitudes and values that impede personal growth, offer solutions to barriers, 
obstacles and problems.”  (http://www.dacsc.org/core-services/peer-support.)

Peer support is a key part of the campaigning and other activities used by disabled 
people, and other disadvantaged groups, to engage in their attempts to bring about 
change in the policies that affect their lives. It was through supporting each other that
disabled people first developed the idea that they should be given cash payments to 
enable them to arrange their own support, instead of having to rely on home care or 
residential services (Campbell and Oliver, 1998). In recent years, peer support 
amongst long-term users of mental health services appears to have resulted in, not 
only the setting up of self-help groups such as Hearing Voices, but also in 
mainstream services questioning their own assumptions about treatments and 
recovery (Roberts and Wolfson, 2004).  

Peer Support and Self Directed Support

The term ‘self directed support’ is being used increasingly to describe a variety of 
activities, all of which aim to enable individuals to have choice and control over how 
their support needs are met. The section linked in-control (see later) identifies some 
principles of self directed support which include self determination, accessibility, 
flexibility, accountability, and the right to an individual budget                         (www.in-
control.org.uk ). Individual budgets (or personal budgets) refer to the situation where 
an individual is informed of how much money is available to meet their support 
needs and is given control over how this money is spent. This may involve directing 
what services should be purchased on their behalf and/or taking a direct (i.e. cash) 
payment and making the arrangements themselves (for example by employing a 
personal assistant and/or purchasing equipment).   

Peer Support and Direct Payments

The Department of Health guidance on direct payments states: ‘Experience has 
shown that developing support services is a key element of successful 
implementation of direct payment services’ (Department of Health, 2003, p.9).

A number of studies have looked at what needs to be put in place to make the take-
up of direct payments for particular groups possible. For example, Values into Action 
researched into the low take-up of direct payments by people with learning 
disabilities and found that few support services were available and in particular there 
were very few services run by people with learning disabilities themselves. The 
authors concluded that it was essential to have peer support available to help people
to access and manage direct payments in order to increase take-up and be 
successful (Bewley and McCulloch, 2004).

http://www.in-control.org.uk/
http://www.in-control.org.uk/


Improving the Life Chances of Disabled People 
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAnd
Guidance/DH_4101751  committed the government to ensuring that by 2010, every 
locality would have a user-led organisation, modelled on existing Centres for 
Independent Living (Cabinet Office, 2005, p.76).  A Government consultation on 
adult social care, carried out at about the same time as the Life Chances report, was 
told that:

‘When resourced adequately, local user-led organisations have been found to be the 
most effective means of delivering a range of services including advocacy, self-
advocacy, peer support, and supported decision-making’ (Inter-Agency Group of 
statutory and voluntary organisations, 2005).

Now let’s look at the why being a peer supporter may be good for you? 

 
Exercise 1

TIP: The majority of the manual has been written around using the Socratic Method 
of thinking (see chart below). It is hoped that by using this methodology it will allow 
practitioners of peer support to learn not only the skills to further help people, but 
also enhance their own learning experience.

Whenever you are stuck with a question go back to this chart and ask yourself the 
relevant questions. It will help clarify the reasoning behind what you are trying to 
achieve or lead you to ask the other questions which may help you find the answer.

http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4101751
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4101751


Exercise 1

Using the Socratic Method ask yourself the following questions.

TIP: Try to answer as fully as possible as these answers will help and guide you in 
ensuring you are fulfilling your role as a peer supporter.

Who would make a good peer supporter (what are the strengths and skills 
required)?

When are the skills of most benefit to a client? (think of the situations that you could 
help a client with)

Where could you offer these skills? (think of your circumstances and what works 
best for you, bearing in mind any restrictions that you may have)

What skills/knowledge do you have that could help in your role as a peer supporter? 
How would you know when you’re ready to start?

Why do you want to be a peer supporter? 



Hopefully that has given you some things to think about and shown all the skills you 
have to offer. It is time to go through some basics around the skills and knowledge 
which you might have listed already and which might be of particular importance to 
you or when you help others.  



Skills - Listening/Communicating:

Are you in the Mood?

Are you ready to begin peer supporting? Before you start, ensure that your own 
needs are met and that you are comfortable to start peer support. Remember to 
check your own needs regularly. You can only give the best of yourself if you 
have looked after your own concerns beforehand.

Are you REALLY listening?

Many of us take for granted, when talking to people, that we are listening to them
and likewise, when we communicate information, it is heard. Listening and 
communicating is a skill that is often confused. We may listen but have we heard 
them? When information is communicated have we just picked out the bits we 
want to hear? The person may have communication difficulties, for example they 
may be deaf or have other learning problems or disabilities. Think how you would
communicate in these situations.

Is the room conducive to listening?

Our senses often distract us, by sight, smells or noises. Try to ensure that the 
room or place in which you are meeting is free from distractions and is light and 
airy. If the TV or radio is on, ask if it is ok to turn them off so that you won’t be 
distracted. If it is dark, ask if there can be more light. If it is too hot, ask if you can
open windows. Explain at all times why you are doing or asking for things. There 
may be reasons for the heat etc, of which you may not be aware. Also please be 
aware of those who have hearing or vision impairments. Your tone, lip movement
and lighting can all have an effect on ensuring the message is gets across.   

Are you sitting comfortably?

Ensure that you are both sitting comfortably. Try to ensure that there are no 
barriers between you and the other person, for example a desk or table, as this 
can lead to communication issues. If you need to use a table to write on, sit on 
the corner next to the person and not at one end.

           Not conducive for effective  dialogue                            Good  for 
communication



Exercise 2

Arrange to have a conversation with a family member or friend. Let them tell you 
about their day. Do you find yourself wanting to interrupt them and ask 
questions? Do you find yourself wanting to tell them about your similar 
experiences? We all do it. Are we really listening? Try remembering this 
conversation. You will use it in this chapter in other exercises.

So what is Listening?

Listening is an active process. It usually has three steps.

 Hearing – means listening enough to catch what the speaker is saying. For 

example, say you were listening to a friend talking about a shopping trip they 
have just had and they mentioned the name of a shop. If you can repeat the 
name of the shop, then you have heard what has been said.

 Understanding - after hearing, you take what you have heard and understand 

it in your own way. So your friend mentioned going shopping. If you 
understand what this means then you have understood, i.e. travelling to get 
something!

 Judging - after you are sure you understand what your friend has said, think 

about whether or not it makes sense. Do you believe what you have heard? 
You might think - she doesn’t have a car, but she might have taken a bus, and
she’s carrying the bags from the shop she’s mentioned. 

How to be a good listener

 Give your full attention to the person who is speaking. Don't look out of the 

window or at what else is going on in the room. If distracted, ask them to 
repeat what they were saying. When meeting someone for the first time as a 
peer supporter, if possible, try to face them. Normally have the window to your
back (unless the client is deaf, in which case reverse this). If the TV or radio is
on, ask them if it’s possible turn it off so you can concentrate on what they are
trying to tell you. 

 Make sure your mind is focused too. It can be easy to let your mind wander if 

you think you know what the person is going to say next but you might be 
wrong! If you feel your mind wandering, change the position of your body and 
try to concentrate on the speaker's words.

 Let the speaker finish before you begin to talk. Speakers appreciate having 

the chance to say everything they would like to say without being interrupted. 
When you interrupt, it looks as you aren't listening, even if you really are. Let 
yourself finish listening before you begin to speak! You can't really listen if you
are busy thinking about what you want say next.



 Listen for main ideas. The main ideas are the most important points the 

speaker wants to get across. They may be mentioned at the start or end of a 
talk, and repeated a number of times. Pay special attention to statements that
begin with phrases such as ‘My point is...’ or ‘The thing to remember is...’

 Ask questions. If you are not sure you understand what the speaker has said, 

just ask. It is a good idea to repeat in your own words what the speaker said 
so that you can be sure your understanding is correct. For example, you 
might say, ‘when you said that it wasn’t the same product in the shop, did you 
mean it was a different brand or different product?’

 Give feedback. Sit up straight and look directly at the speaker. Now and then, 

nod to show that you understand. At appropriate points you may also smile, 
frown, laugh, or be silent. These are all ways to let the speaker know that you 
are really listening. Remember, you listen with your face as well as your ears!

Exercise 3

In your mind go back to the conversation you had in exercise 2. Check the tips 
above. Did you do all of these? If not, focus on the ones you feel you need to 
concentrate on for the future. Note down here what you could improve on.

Non Verbal Communication

It is not only your mouth that speaks and your ears that hear, your eyes can hear 
too! Daily, they take in numerous signs from a person’s tone of voice, mood and 
movement which helps project the information they are trying to give you.



When listening, listen with all your senses, not just your ears. Watch the person you 
are listening to. How are they sat? When they are telling you things, are they laid 
back or leaning forward? Does their tone match their mood? Are their eyes fixed to 
yours or are they looking away?

It is important not to read signals from body language individually. You must look at 
the picture as a whole and measure it with what they are saying. Also ensure that 
you take racial attitudes and disabilities into consideration when watching someone. 
People may act differently due to their background or due to their disabilities. When 
supporting someone with disabilities, be particularly mindful of their mood and 
health. Some people with unseen disabilities may tire very easily.

TIP: Before making the appointment ask when the person feels at their best. First 
thing in the morning or late afternoons may not suit all. Do the supporting with short 
breaks. Ensure you and the customer both get adequate breaks, at least every hour.

Asking the right questions

In order to get the information we want it is important that we ask the right questions.
There are two types of questions; open and closed.

Open Question – Can you tell me what you did today? Or how did you do that?

This type of question will ensure that the responder gives you a full answer. If they 
are struggling, you can help them along, by responding or reacting, ‘Oh tell me 
more’, ‘Mmm’ {Nodding}. Don’t interrupt. Let them talk freely. If they are drifting off 
the conversation, bring them back with a gentle nudge. Go back to the bit that you 
want them to continue from, ‘So let me get this straight. You were in the shop and 
they man said what? And then what happened?’

Closed questions – Are you a human?

A closed question will only give you usually a ‘yes’ or ‘no’ answer. They have their 
purpose, when wanting a straight answer, and should be used in such 
circumstances. 

Generally, the peer supporter will want as much information as possible and will try 
to use open ended questions. These not only allow a person to tell you more but 
also make the person feel that they are being listened to. 

Quote -"We should never pretend to know what we don't know, we should not feel 
ashamed to ask and learn from people, and we should listen carefully to the views of
the cadres at the lowest levels. Be a pupil before you become a teacher; learn from 
the cadres at the lower levels before you issue orders."— Mao Tse-tung



Note Taking

When meeting your client, it is always beneficial to take notes. This will allow you to 
refer back at other times and could help both parties when clarification is needed. It 
will also help you get to know the other person as it will lend some structure to the 
conversation and help you obtain the relevant information. Ensure the client is happy
with this before you start.

When meeting your client it is important that any information is recorded and kept 
securely, ensuring confidentiality within the parameters of the Data Protection Act 
(see later). 

TIP: Remember to use the Socratic Method as a check to ensure you have asked all
the right questions.

Also each time you speak to a person, note the date and time.

Here is a standard form that you may wish to use for note taking;

Peer supporters case file
Case no ref:                                                        Date:

Referral via:



Name of person/carer:                                        Disability:

Address:

Tel No ( Home & Mobile):

      
Email:

Preferred contact method E.g. BSL/Braille/Email

Notes /issues:

Action/ advice given:

Date  file closed:       /      /
PAGE 2 ( additional notes) 
Date:_______________________________________________________________

Permission to speak others

Code of ethics given



The Rules - Code of Ethics

Before starting as a peer supporter for a client, it is important that clear boundaries 
are set, so both parties understand their roles and limits. The peer supporter should 
ensure that the client is fully aware of the supporter’s role and emphasis is given to 
the fact that they are there to assist the person and not to do things for them. It 
would therefore be helpful for the peer supporter to be prepared with appropriate 
forms for record keeping (above). It is important that a copy of the code of ethics 
(below) is not just handed to the client but is gone through with them. 

Clarity is really important around when and how to contact a person and when and 



how the person can contact the peer supporter and the purposes for which contact 
could be made. This is primarily up to you. But please bear in mind your own 
personal needs and health.

Things to consider

Let the person know, that if you are told anything with regard to a matter which is of 
a nature which should be reported to the police, or that there is a risk to yourself/the 
client or others, you will have to report such matters to the appropriate authorities.  

Your and their availability – for example, 9am - 5pm Monday – Friday (not lunch 
times).

Best method of contact – writing/e-mail/telephone/mobile (consider the person’s 
technological or communication needs, for example they may not have or may not 
be able to use computers, mobile phones etc.
Access provisions for them and yourselves – do either of you need wheelchair 
access, appropriate high seating, disabled bathroom facilities? Parking provisions - 
consider if an alternate venue may be better for both or either of you.

Carer/family arrangements for both or either of you, including speaking to and in 
front of carers and family members.

Ensure you make a note, if and where necessary, that permission has been granted 
from the person to speak to others on their behalf. (Remember though, as a peer 
supporter, you are trying to help the person do it for themselves, not do it for them). 
But sometimes, due to disability or necessity, it may be necessary to just offer a little 
help or nudge, in which case it is better to have permission in writing.

The things you can and cannot help with - i.e. form filling, advice, information about 
peer support, benefits, disability aids, shopping. Be careful before giving any medical
advice or legal advice. If you’re not sure say so, but you can offer to find out for them
and get back to them. 
Copy of Code of Ethics for Clients

Peer Supporters are committed to facilitating personal, social and economic 
independence for people with disabilities. Peer Supporters recognise the importance
of this Code of Ethics and commit to these standards being rigorously enforced. 
 
The primary responsibility of Peer Supporters is to help people with disabilities 
advocate for their own needs, wants and goals. Peer Supporters will be guided by 
the principle of self-determination for all.

Peer Supporters will maintain high standards of personal conduct. 



Peer Supporters will, at all times, respect the rights and dignity of those they serve.
 
Peer Supporters will not practice, condone, facilitate or collaborate in any form of 
discrimination on the basis of ethnicity, race, gender, sexual orientation, age, 
religion, national origin, marital status, political belief, mental or physical disability or 
any other preference or personal characteristic, condition or state. 

Peer Supporters will respect the privacy and confidentiality of those they serve. 

Peer Supporters will advocate for the full integration of people with disabilities into 
the communities of their choice and will promote the inherent value of these 
individuals to those communities.
 
Peer Supporters will be directed by the knowledge that all individuals have the right 
to live in the least restrictive and least intrusive environment. 

Peer Supporters will not enter into dual relationships or commitments that conflict 
with the interests of those they serve. 

Peer Supporters will never engage in sexual or intimate activities with those they 
serve. 

Peer Supporters will remain current in their knowledge of self-determination and the 
disability community. 

Peer Supporters will not accept gifts of significant value from those they serve.

Signature________________________________________________

Date_____________________________________________________

NOTE: The following four sections relating to Safeguarding, Mental Capacity, Diversity & Equality and
Data Protection are given only as guides. They are not authoritative pieces of advice on legislation. 
Always seek further advice if in doubt. 



Safeguarding

Safeguarding means protecting people’s health, wellbeing and human rights, and 
enabling them to live free from harm, abuse and neglect. 

Who is in Need of Safeguarding?

Any person aged eighteen or over who: 
Is or may be in need of community care services by reason of mental or other 
disability, age or illness; and is or may be unable to take care of him or herself, or 
unable to protect him or herself against significant harm or exploitation.

What is Abuse?

Abuse is a violation of an individual’s human and civil rights by any other person or 
persons. 

Abuse may consist of a single act or repeated acts. It may be physical, verbal or 
Psychological. It may be an act of neglect or an omission to act, or it may occur 
when a vulnerable person is persuaded to enter into a financial or sexual 
transaction to which he or she has not consented, or cannot consent. Abuse can 
occur in any relationship and may result in significant harm to, or exploitation of, 
the person subjected to it. Abuse may be perpetrated as the result of deliberate 
intent, negligence or ignorance. 

‘Significant harm’ should be taken to include: ‘ill treatment including sexual abuse 
and forms of ill treatment which are not physical; the impairment of, or an 
avoidable deterioration in, physical or mental health; and the impairment of 
physical, intellectual, emotional, social or behavioural development.’

The response for peer supporters in case of safeguarding issues will be : 

• Recognise those individuals to which safeguarding issues apply. 

• Take the matter seriously; note it, and report it immediately to the appropriate 
authority.

• Be timely, sensitive and maintain confidentiality as appropriate to each 
situation. 

• Work with other agencies, including social services and police as appropriate.
• Be sensitive to every individual’s identity, including culture, beliefs and ethnic 
background, gender, disability, age and sexuality.



Further guidance: 

http://www.proceduresonline.com/lincolnshire/adultsc/chapters/p_adult_safeguarding
.html

Mental Capacity Act

The Mental Capacity Act covers major decisions about someone's property and 
financial affairs, health and welfare, and where they live. 

It also covers everyday decisions about personal care (such as what the person 
eats), when the person can’t make those decisions for themselves. 

This means if you are unable to make some decisions, the Mental Capacity Act 
says:

 You should have as much help as possible to make your own decisions.
 People should assess if you can make a particular decision.
 Even if you cannot make a complicated decision for yourself, this does not 

mean that you cannot make more straightforward decisions.
 Even if someone has to make a decision on your behalf you must still be 

involved in this as much as possible.
 Anyone making a decision on your behalf must do so in your best interests.

The Mental Capacity Act sets out five principles – 

1. Every adult has the right to make his or her own decisions and it must be 
assumed they can unless it is proved otherwise. 

2. Also, a person must be given all reasonable help before anyone treats them 
as though they are unable to make their own decisions.

http://www.proceduresonline.com/lincolnshire/adultsc/chapters/p_adult_safeguarding.html
http://www.proceduresonline.com/lincolnshire/adultsc/chapters/p_adult_safeguarding.html


3. Just because someone makes what might be seen as a poor decision, it 
should not be assumed that they are unable to make any decisions.

4. Any decision made for a person who is unable to so for themselves must be 
done in their best interests. 

5. Any decisions made for someone else should not restrict their basic rights 
and freedoms. 

How to tell if a person can make a decision

There are several things you should consider when assessing whether or not a 
person can make a decision.

 If the person understands what decision they need to make and why they 

need to make it.

 If the person understands what might happen if they do or do not make this 

decision.

 If the person can understand and weigh up the information relevant to this 

decision.

 If the person can communicate their decision (by talking, using sign language

or any other means).

 If the person can communicate with help from a professional (such as a 

speech and language therapist).

 If there is a need for a more thorough assessment (perhaps by involving a 

doctor or other professional expert).

 If you must not treat the person as unable to make a decision just because 

they make a decision you don’t agree with.

Further guidance: 
http://www.direct.gov.uk/prod_consum_dg/groups/dg_digitalassets/@dg/@en/@disa
bled/documents/digitalasset/dg_186484.pdf

http://www.direct.gov.uk/prod_consum_dg/groups/dg_digitalassets/@dg/@en/@disabled/documents/digitalasset/dg_186484.pdf
http://www.direct.gov.uk/prod_consum_dg/groups/dg_digitalassets/@dg/@en/@disabled/documents/digitalasset/dg_186484.pdf


IF IN DOUBT SEEK PROFESSIONAL ADVICE.

Exercise 4 

In your own words describe what safeguarding is about.

Exercise 4a

If a person makes a decision that you feel is wrong, what should you do?

Diversity and Equality

Everyone will agree that not everyone is the same. Our own needs and the 
needs of others may be different. It is therefore important to ensure that clients’ 
diverse needs are respected and met.

Example: If I was to ask you if you wanted a drink and then placed a cup of 
white tea, with sugar before you - would I be considering your needs? How do I
know if you wanted tea? Maybe you’d prefer water, or black tea without sugar?

What is Equality?

Equality is ensuring individuals or groups of individuals are treated fairly and 
equally, and no less favourably, specific to their needs. This includes areas of 
race, gender, disability, religion or belief, sexual orientation, age, marital 
situation or through pregnancy and maternity.

What is Diversity?

Diversity aims to recognise, respect and value people’s differences to 
contribute, and realise their full potential by promoting an inclusive culture for all.

Peer supporters commitment to Diversity and Equality:

Eliminating unlawful discrimination, harassment and victimisation.



Advancing equality of opportunity across all different groups.

Fostering good relations between people of a diverse background.

Disability and Diversity

Remember that even within disabilities there is much diversity. Two people with 
the same illness or disability may react differently and have different needs. It is 
important that we listen and let people tell us what their needs are and not to 
assume that we know. 

Quote: “Never judge someone by the way he looks or a book by the way it's 
covered; for inside those tattered pages, there's a lot to be 
discovered”.  Stephen Cosgrove

Data Protection Act

When does data protection law apply?

Data protection law applies whenever a data controller processes personal data.
These words are given special meanings by the Act.

Data Controllers

A data controller is the person who determines the purposes for which, and the 
manner in which, any personal data is, or is likely to be, processed. In other 
words, you will be a data controller if the processing of personal data is 
undertaken for your benefit and you decide what personal data should be 
processed and why. A typical example of a data controller is an employer. 

Personal Data

Personal data means data which relates to a living individual, who can be 
identified from that data and other information which is in the possession of, or 
is likely to come into the possession of, the data controller. For example, most 
organisations will process personal data relating to employees, customers, 
suppliers and business contacts. These individuals are referred to in the Act as 
'data subjects'.

Processing

The Act applies when personal data is processed or is to be processed by a 
computer, or is recorded or to be recorded in a structured manual filing system. 
There are other types of system covered by the Act, but these are the most 

http://www.goodreads.com/author/show/35343.Stephen_Cosgrove


common.

Whether or not manual files are covered by the Act is not always an easy 
question to answer. 

To be covered:

There must be a set of information relating to individuals, which is structured 

either by reference to individuals or by criteria relating to individuals, in such a 
way that specific information relating to particular individuals is readily 
accessible. If your manual files fall within this definition, you will have to comply 
with the Act.

The term 'processing' covers virtually any use which can be made of personal 
data, from collecting the data, storing it and using it, to destroying it.
The Data Protection principles;

In order to comply with the Act, a data controller must comply with the following 
eight principles:

1. The data should be processed fairly and lawfully and may not be    
processed unless the data controller can satisfy one of the conditions for 
processing set out in the Act.

2. Data should be obtained only for specified and lawful purposes.

3. Data should be adequate, relevant and not excessive.

4. Data should be accurate and, where necessary, kept up to date.

5. Data should not be kept longer than is necessary for the purposes for 
which it is processed.

6. Data should be processed in accordance with the rights of the data 
subject under the Act.

7. Appropriate technical and organisational measures should be taken 
against unauthorised or unlawful processing of personal data and against
accidental loss or destruction of, or damage to, personal data.

8. Data should not be transferred to a country or territory outside the 
European Economic Area unless that country or territory ensures an 
adequate level of protection for the rights and freedoms of data subjects 
in relation to the processing of personal data.

Rights of Individuals



Data controllers must give the following rights to data subjects.

The right of access to his or her personal data.

The right to object to certain processing causing substantial damage or 
distress.

The right to object to automated decision taking.

The right to object to direct marketing.

 For more information on Data protection:

  https://ico.org.uk/for-organisations/guide-to-data-protection/

https://ico.org.uk/for-organisations/guide-to-data-protection/
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Self-Directed Support

Self-directed support is about people being in control of the support they need to live 
the life they choose. It is generally talked about in relation to provision of Adult Social
Care.

In the past, the idea was that the local authority would look after our needs in the 
case of old age or disability, if we were short of the necessary funds. However, over 
the last 25 years there has been a shift from this form of thinking and the current 
view (quite rightly) is that the people who have a need are in the best place 
themselves to decide how to spend the money for their care. This process is also 
referred to as 'personalisation' or 'personal budgets'. In effect, it is about giving 
people real power and control over their lives.

A peer supporter who has been through the process of directed support can be an 
excellent guide and help to others. You may know the processes as run by Adult 
Social Care already. 

However, this training manual aims to take you through a process which will 
hopefully allow you to check that your own needs are being met. It can also act as a 
reference guide for others who you may wish to help take through the process.

Identifying Need

The process is defined via the Care Act 2014, regulations made under the Care Act 
and statutory guidance.

Care Act 2014: http://www.legislation.gov.uk/ukpga/2014/23/contents/enacted

Regulations :  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/36604
8/43738_2902999_Regs_Affirmative_Accessible.pdf

Guidance: https://www.gov.uk/guidance/care-and-support-statutory-guidance

The criteria used for deciding whether you’re entitled to care provision is based on 
“need”. Need is evidenced through an eligibility criteria and whether you can’t do two
or more of the 10 specified outcomes. .

The Eligibility criteria consists of a three step decision process:

http://www.legislation.gov.uk/ukpga/2014/23/contents/enacted
https://www.gov.uk/guidance/care-and-support-statutory-guidance
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/366048/43738_2902999_Regs_Affirmative_Accessible.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/366048/43738_2902999_Regs_Affirmative_Accessible.pdf


 1 - The adult's needs arise from or are related to a physical or mental 
impairment or illness

  2 - As a result of the adult's needs the adult is unable to achieve two or more
of the 10 specified outcomes described below

  3 - As a consequence of being unable to achieve these outcomes there is, or 
there is likely to be, a significant impact on the adult's wellbeing

An adult's needs are only eligible where they meet all three of these conditions.

The specified outcomes are:

a. Managing and maintaining nutrition - Local authorities should consider 
whether the adult has access to food and drink to maintain nutrition, and that 
the adult is able to prepare and consume the food and drink

b. Maintaining personal hygiene - Local authorities should, for example, 
consider the adult's ability to wash themselves and launder their clothes

c. Managing toilet needs - Local authorities should consider the adult's ability 
to access and use a toilet and manage their toilet needs

d. Being appropriately clothed - Local authorities should consider the adult's 
ability to dress themselves and to be appropriately dressed, for instance in 
relation to the weather to maintain their health

e. Being able to make use of the home safely - Local authorities should 
consider the adult's ability to move around the home safely, which could for 
example include getting up steps, using kitchen facilities or accessing the 
bathroom. This should also include the immediate environment around the 
home such as access to the property, for example steps leading up to the 
home

f. Maintaining a habitable home environment - Local authorities should 
consider whether the condition of the adult's home is sufficiently clean and 
maintained to be safe. A habitable home is safe and has essential amenities. 
An adult may require support to sustain their occupancy of the home and to 
maintain amenities, such as water, electricity and gas

g. Developing and maintaining family or other personal relationships - 
Local authorities should consider whether the adult is lonely or isolated, either
because their needs prevent them from maintaining the personal relationships
they have or because their needs prevent them from developing new 
relationships

h. Accessing and engaging in work, training, education or volunteering - 
Local authorities should consider whether the adult has an opportunity to 
apply themselves and contribute to society through work, training, education 
or volunteering, subject to their own wishes in this regard. This includes the 



physical access to any facility and support with the participation in the relevant
activity

i. Making use of necessary facilities or services in the local community 
including public transport and recreational facilities or services - Local 
authorities should consider the adult's ability to get around in the community 
safely and consider their ability to use such facilities as public transport, shops
or recreational facilities when considering the impact on their wellbeing. Local 
authorities do not have responsibility for the provision of NHS services such 
as patient transport; however they should consider needs for support when 
the adult is attending healthcare appointments

j. Carrying out any caring responsibilities the adult has for a child - Local 
authorities should consider any parenting or other caring responsibilities the 
person has. The adult may for example be a step-parent with caring 
responsibilities for their spouse's children

Carers Assessment

The Care Act puts carers under similar footing as those they care for, and are now 
legally also entitled to a needs assessment.

When considering a carer a local authority must consider:

 Whether the carer is able, and is likely to continue to be able, to provide care 
for the adult needing care,

 Whether the carer is willing, and is likely to continue to be willing, to do so,
 The impact of the carer’s needs for support on the matters specified,
 The outcomes that the carer wishes to achieve in day-to-day life, and
 Whether, and if so to what extent, the provision of support could contribute to 

the achievement of those outcomes.
 A local authority, should also take regard of
 Whether the carer works or wishes to do so, and
 Whether the carer is participating in or wishes to participate in education, 

training or recreation.

In order to go through this process you will need to contact your local authority Adults
Social Care Service and ask for a “needs assessment” or if applicable a “carers 
needs assessment”. Someone trained should then be allocated to you and help you 
do an assessment. 



Every person who feels they need an assessment are entitled to one subject to the 
eligibility criteria and the authority is duty bound to complete one.

Supported Self Assessments

In line with our ethos of Independent Living, choice and control we are keen to 
promote a new provision of supported self-assessments under the Care Act. 
Supported self-assessments allow a person to complete the assessment themselves
but ask for any help and assistance they require from the authority.

 Income/Benefits Check

Before you arrange for a visit from an Occupational Therapist or Social Worker, or if 
one has already been arranged for the client, it may be worthwhile thinking and 
preparing yourself and the client with some background information.

In order to ensure that you offer a full rounded service (there may be other avenues 
of help) it may be worthwhile checking if the client has maximised their incomings by 
checking they have applied for all necessary benefits. This can be done online via 
the useful government web site.

https://www.gov.uk/benefits-calculators

Exercise 5 

Go online and check your own circumstances on the online checker. You never 
know!

https://www.gov.uk/benefits-calculators


The Adults Social Care Process Flow Chart



Once you have decided that you or a person you know has a ‘need’, the first thing to 
do is contact your local authority Adults Social Care and ask for an assessment. 
Following a screening process through the Customer Service Centre, an 



appointment will be made for a visit, if necessary. Even if you do not meet the 
criteria, the authority is still duty bound to offer you advice and assistance on how 
your needs may be met via alternative means.

Before phoning, it is important that you and the client note down the issues and 
clarify their ‘needs’. You could use the peer support record form to identify what 
these needs are or maybe for the future. 

Be positive. Ask them what a good day would look like for them and discuss that. Go 
through daily activities from start to finish. The aim is to get the client to tell you what 
a good day would be like and how they/you (together) can plan to get over any 
issues/problems/obstacles in order to make this happen. Then ask them what a bad 
day is like and work towards a way of sorting out the issues one by one.

TIP: Remember to use the Socratic Method of questioning. It is important to get all 
the details. Remember to ask open questions like ‘How?’ not ‘Can you?’

Exercise 6

Fill in the form now, as if you were the client. Go back to what you have written in a 
day or two. Check it. Have you missed anything?

TIP: Write a diary or get the client to write a diary of your/their needs as you go 
through each step of the day. You may be surprised. Other things, issues or 
problems may come to you or them which you hadn’t originally thought of.

Quote: Keep a diary, and someday it'll keep you. Mae West

The Visit

On the allocated day, the client may wish for you to be present when the 
occupational therapist or the social worker visits. If so, it will be up to you to arrange 
a suitable time. Remember it is their needs that are being assessed, not yours. It is 
acceptable to help via prompting but let the client speak for his or herself. If the client
agrees, let the social worker see the peer support form and your notes. This may 
help all parties and reduce the need for the client to repeat themselves.

RAS/Needs Assessment

The Social Worker will also fill in a form with details about the client’s needs. 
This form is known as a RAS form (Resource Allocation Systems) or a Needs 
Assessment. The form is used to define each person's personal budget. Each area 



of need is scored and points allocated to that need. The points are given a financial 
value, which are totalled up as a sum. This defines how much the the client will get 
as a personal budget/direct payment. 

Note: the forms do change regularly, so it is not possible to give an accurate copy of 
such a form. However, as a guide, the type of questions they may ask, or you need 
to ask, are listed below.

A copy of the form for illustration purposes can be found: 

https://www.lincolnshire.gov.uk/residents/adult-social-care/adult-care-manual/forms-
library/124842.article

Things to consider

 

Getting Up

‘So tell me your routine from getting up in the morning.’

Issues to consider(Remember to ask, ‘how?’... not ‘can?’)

Getting out of bed.

Transferring

Getting to the bathroom. Bath and shower access. How/can toileting be managed? - 
getting to the toilet, cleaning, brushing teeth, washing, hair, feet, back, shaving, 
drying, hair, makeup.

Getting dressed. How/can this be managed? - top, bottoms, pants, socks, shoes.

Breakfast/Lunch/Dinner 

‘Can you get own breakfast/lunch/dinner?’ ‘How do you get breakfast?’

Issues to consider

Filling the kettle.

Opening jars for coffee/tea.

https://www.lincolnshire.gov.uk/residents/adult-social-care/adult-care-manual/forms-library/124842.article
https://www.lincolnshire.gov.uk/residents/adult-social-care/adult-care-manual/forms-library/124842.article


Pouring the kettle safely.

Carrying a hot drink to a table or chair.

Cooking – turning the cooker/oven on, lifting pans (or sliding pans), using the 
microwave, carrying pans to the sink, using cutlery.

Washing up - can you wash up, dry up, put cutlery and pans away safely?

Do you eat hot meals? How often?

Can you make yourself a small snack, say sandwiches or beans on toast? How 
would you do this?

Are there any dietary issues/needs? Religious needs or particular health needs in 
relation to food?

Are there any mental health issues regarding eating?

What do your main meals consist of? Is it a balanced or special diet?

Daily activities

How do you get around house? Do you use walls or furniture?

What about falls? What causes them and can you get up again? How do you do 
that?

How do you safely manoeuvre around the house/stairs? What about lifting and 
transferring?

Do you have a comfortable chair to sit on - one which you can get in and out of?

Is the lighting/heating suitable? Are you warm enough? Can you use heating 
thermostat or gas fire say, safely?

What about cleaning? - hoovering, dusting, changing bed sheets, wiping surfaces, 
picking up dropped items from the floor?

What about moving things around the home? General maintenance? Washing/ 
drying/ironing/ clothes?

How do you communicate with friends and family? Do you have visitors? How often?

Do you have a computer? Do you know how to use a computer? Would you like a 
computer? Are you aware of the benefits of having a computer?

How do you keep yourself occupied? Tell me what you do during the day.



Do you have any things you like doing at home (hobbies)? For example, listening to 
music, watching TV, talking to friends, gardening, needle work, reading. How do you 
do these things? Do you need help to access these things?

Can you get hot drinks in the day easily (see food section above)?

Outdoor Activities

Getting shopping - how do you get to the supermarket/shop/post office?

Medical visits? How do you get to doctors, dentist, and hospital?

If you can’t get there how do you manage?

When there, can you reach items and get about the store? 

How do you get shopping home and put away easily?

Money issues - getting to the bank/post office, paying bills. 

Are you security aware?

How do you buy clothes? In shops or online?

Can you exercise? If not, what stops you? Do you get any exercise regularly? Would
you like to?

Socially

How do you get out and about? Transport issues - toileting, drinks, meals. Can you 
get your equipment out i.e. wheelchair?

What do you enjoy most when out and about?

How often do you have breaks/holidays? How do you manage/cope/get around?

Do you have friends/family you can meet or go out with? How do you do this?

If you could do anything (within reason) that you really enjoyed, what would that be? 

What about clubs/social?  What stops you doing this? 

Sleeping/night time

Is the house safely secured at night?

How do you get undressed? How do you get in to bed?

How do you sleep?



Do you have troubled sleep? Why?

What do you do if need to use the toilet in the night/day? Can you get there 
safely/quickly and in time? Do you use a commode or bottle? How is this emptied? Is
there anyone around to help? Can you manage to clean yourself or change 
sheets/clothing etc if accidents occur? 

What would you do in an emergency? Is there anyone you can call? Are there 
friends/neighbours/family to help?

What would you do if you felt really ill, all of a sudden?

Medical needs

Do you have case manager? A care plan? Do you see anyone regularly? Do you get 
any regular health services, e.g. physio.? Have you had a physio assessment?

How do you access services adequately - nurse/GP/hospital/dentist?

Are you visited by any medical profession?

How often? What for? 

Do you get pain? Do you have regular medicine? What about prescriptions and any 
memory issues? What about opening packages and getting right medicine? How do 
you manage this?

What about other care services you need? Massage, physio, chiropractor, and 
haircuts/podiatry? How do you pay for this?

Mental issues

How is your general health? Do you get tired easily? Do you get down? What could 
we do to help with this? Do you feel like you are coping or are you struggling? Do 
you feel lonely? What do you think we could do to help with this?

Equipment

What equipment (aids) do you have? Wheelchair electric/manual, walking frame, 
stick, cane, arm crutches, rollator, cushion, bed lift assist, clothing/dressing 
accessories, washing accessories toilet/shower/bath, (bath lift, rails, hosit) feeding 
accessories, reaching/grabbing accessories, transport for out and about, telecare, 
telephone? If deaf or other learning difficulties how do you communicate? Is this 
effective? What about the maintenance of these?



Emergency call outs

Who would you call and how? Would emergency services know your needs (ICE in 
phone), medicine tub in fridge? If prone to falls, do you have a bag ready to take to 
hospital in an emergency? Key safe? Tele-care system?

Other Awareness

Do you have smoke alarm, door chain, carbon monoxide detector? What about 
servicing of the boiler? Are you aware of door sales and other ‘free offer’ scams? Is 
there a telecare system? Do you know how to call emergency services? What about 
your medicines? 

Care

Do you have family/ friend/neighbours/paid care that can help? How often? What will
they help with? Do they help? In what way? Does this meet your needs? What 
happens if that person isn’t there? Is the person happy helping you? How has this 
affected the relationship?

Financial Assessment

In order to work out whether you are entitled to any money, a financial assessment 
will have to be done. This will ensure that the money you get is correct, bearing in 
mind any income or capital that you have. 

Exemptions from payment:

• Sufferers of Creuzfeldt Jacob Disease.
• Those subject to S117 of the Mental Health Act 1983, receiving after care 

services.
• people who have recently been discharged from hospital for the first six 

weeks.
•  Any equipment which costs less than £1000

Financial Assessment and Charges (Lincolnshire)

From April 2016, contributions to non-residential care are being assessed in 
accordance with the revised Non-residential Adult Care Contributions Policy.

https://www.lincolnshire.gov.uk/residents/adult-social-care/strategies-policies-and-
plans/non-residential-contributions-policy/129059.article

https://www.lincolnshire.gov.uk/residents/adult-social-care/strategies-policies-and-plans/non-residential-contributions-policy/129059.article
https://www.lincolnshire.gov.uk/residents/adult-social-care/strategies-policies-and-plans/non-residential-contributions-policy/129059.article


Capital Limits

The upper capital limit is currently set at £23,250. Below this level, a person can 
seek means-tested support from the local authority. This means that the local 
authority will undertake a financial assessment of the person’s assets and will make 
a charge based on what the person can afford to pay. In the financial assessment 
capital below the lower capital limit – currently set at £14,250 – is not taken into 
account in the assessment of what a person can pay in tariff income assessed 
against their capital. Where a person’s resources are below the lower capital limit of 
£14,250 they will not need to contribute to the cost of their care and support from 
their capital.

Disability related expenditure

It is recognised that it’s not cheap to be disabled ,though the above process talks 
about disability related expenditure bandings, if you feel that you expenditure is 
higher than the bandings allow, you are entitled to ask for all your disability related 
expenditure to be taken in to account regardless of the bandings. 

Quote: A life unexamined is a life unlived. Socrates

Exercise 7

Use the Financial Assessment form below to help you do your own budget before 
you go through it with other clients. Remember to check your entitlements to other 
benefits first (as above).

Financial Assessment Form

Financial Assessment Form  
Income

weekly/monthly  

 Yours Partners Joint
   

Attendance Allowance or Constant Att. 
Allowance    
Bereavement Benefits    
Carer’s Allowance    
Child Benefit    



Disability Living Allowance – Care 
Component (levels)    
Disability Living Allowance MOBILITY 
(information only)    
Earned Income (after tax and deductions)    
Housing Benefit    
Incapacity Benefit    
Income Support    
Income from Annuities    
Income from Trust Funds    
Independent Living Fund    
Industrial Disablement Benefits    
Jobseekers Allowance    
Maintenance Payments    
Occupational Pension    
Private Pensions    
Pension ‘Guarantee’ Credit    
Pension ‘Savings’ Credit    
Rental Income from Property    
Severe Disablement Allowance (SDA)    
Exceptional Severe Disablement Allowance    
State Retirement Pension    
War Pensions    
Working Tax Credit / Children’s Tax Credit    
Any Other Income    
    
Disability Living Allowance/Attendance 
Allowance    
    

Savings/Investments  Value £
Tick if 
joint

Bank Current Account(s)    
Bank Deposit Account    
Building Society Account    
Post Office Account    
Post Office investment A/C    
Premium Bonds    
Income or Capital Bonds    
Stocks & Shares    
Unit Trusts    
Tessa/ISA    
PEP Account    
National Savings Certificates    
Any other savings/investments    
 Yes No Vlaue £
Home owner    
Mortgage    

Disaiblity Related Expenditure
weekl
y£ Annualy £  



Cost of any speciality item caused    
by disability, for example:    
Cost of care and support    
provided privately    
Dietary needs    
Clothing/Footwear    
Equipment    
Heating/Electricity ( for charging 
wheelchairs etc?)    
Bedding    
Metered Water    
Garden Maintenance    
Domestic Help    
Laundry    
Transport    
Personal Assistance    
Community Alarm    
Others    

Money out on Debts and Loans  Value £
Tick if 
joint

Mortgage    
Bank Loan    
Rent    
Council Tax    
Service Charge    
Ground Rent    
Court Orders    
Child Support    
Water Rates    
Other    
Other relevant expenditure info    
  
  
  
  
  
  
  
  
  
  



TIP: To work out your gas/electricity average, for calculating disability related 
expenditure i.e. money for charging wheelchairs, using bed lifts etc, use the site 
below. It will give you an average for your property. If you are paying more you may 
be able to claim this as an expense. 

https://www.ofgem.gov.uk/ofgem-publications/64026/domestic-energy-consump-fig-
fs-pdf

With regard to working out water usage, i.e. for washing sheets etc., the average 
person uses 150 litres per day. So use this to work out if your bills are average or 
above average. If above average, you may be able to claim some money back as a 
disability related expense.

Documentary Proof of Expenditure

The authority may ask for some form of proof with regard to expenditure and income.
This is a good opportunity for you to start building a file of records so they are at 
hand when you need them. Keep them with the financial assessment forms.

Indicative Budget

Once the form has been completed, and your incomings and outgoings have been 
worked out, the local authority will write to you and give you an indicative budget. 
Check this, as this will be about the money you will get. If it is wrong, or you think 
you or the client should get more, go back through your budget and check again. 
Have you missed anything? Did you forget to tell them anything? Or have they 
worked it out wrongly? If so, write to them or telephone them to explain. Ask for it be 
looked at again.

Personal Budget/ Individual Budget/Direct Payment



The money you will get may be called different things. The choice as to the type of payment 
you get is up to you. 

A Personal Budget is money that is available to someone who needs support. The 
money comes from their local authority services.

The person controlling the budget (or their representative) must:

 know how much money that they have for their support.

 be able to spend the money in ways, and at times, that make sense to them.

 know what outcomes must be achieved with the money.

Individual Budget money for support could come from several places, including 
social services, the Independent Living Fund and Supporting People.

A Direct Payment is money that is paid directly to you so you can arrange your own 
support.

Personal/Support Plan

Now is the time to start thinking about planning for your future. You might have 
already done so. Now that you know roughly what you are getting, think about how 
you or the client can make best use of the money. How are you going to spend it? 
The authority will ask you to do a personal or support plan, which they will have to 
agree to before you can spend the money.

Exercise 8

Look at the draft personal plan below. Use it to record your own plans and ideas of 
things that you would like and things you would like to do. Be as imaginative as you 
like, as long as it achieves the outcomes and is approved!! Again remember to go 
through your notes/diary to make sure you have covered everything.

PERSONAL PLAN



Plan Summary
description of concerns, expectations of support and outcomes
Start by giving a short story of your concerns, type of disability and an overview of 
the difficulties you have.
Include what you hope to achieve, for example, more independence, more social 
activities, getting stronger, taking exercise, gardening, holidays, learning something 
new.......

Proposed Start 
Date

Everyday Tasks
Required:
For example, need assistance with...( give as much detail as possible)
Transferring/getting out of bed and in to wheelchair.
Bathing - to help me wash my hair and feet due to lack of range of movement.
Dressing - due to balance issues and lack of range of movement in body.
Toileting.
How are you going to get out and about? (specialist taxis)
TIP: These are just some examples. Go back to the form you filled in first with the 
client, or to the diary. Go through it and see what you could pay for or buy that would 
make it easier to do the things you or the client have difficulties with.  
Remember to add the things that you haven’t done before, like managing staff and 
insurances if you choose to do it yourself.

Health and Wellbeing
Do you need help to go to the doctors? Do you need other medical assistance such 
as a chiropodist? Or do you need to have a massage or see a chiropractor? What 
about going to the hairdressers? What about any equipment that would make your 
life easer?



Community Life
Do you need assistance and support to participate in community life? What about 
visiting the library, theatre, comedy shows, going for coffee, visiting friends and 
family in accessible venues? How will this improve your life?
What about learning something new that may increase your chances of 
employment? Computer classes?

Choice and Control
How would having these things in your life improve your life choices and give you 
more control? 
Example: By having the equipment and support mentioned in this plan, this would 
give me more independence of choice and control. I would be able to go out when I 
want and not be restricted to times when people are about to help. It would also 
enable me to have more choice and control over all my life and activities including 
fully participating within society for mine and others’ benefit.

Living Safely and Taking Risks
Again, what equipment could you buy/rent to keep you feeling safe? How would this 
equipment keep you safe? Would it allow you to contact people in emergencies?



Family and Relationships
Do you need help with maintaining family relationships? Maybe family are too far away and 
you need assistance to travel? Give details of where family are and how you could travel to 
see them. The same is true of friends and other people in your life. What about having a 
computer and learning how to use it? Could this help you keep in touch?

 

Contingency Arrangements
Detail plans if health or situation changes. Has a living will been made? Is LPOA in 
place?
Do you have a will? Have you planned for future needs? What about deterioration of 
your health? How will having the money help with this?
For example, planning for future deterioration of health – ‘hopefully by having this 
plan and the help in place, this will help slow down my deterioration, as I will have 
more assistance. I will use my muscles less, get less fatigued and be more positive in
life.’

Getting the Money

Before you get the money, you will need to start a bank account into which the 
money can be paid. It will need to be a separate bank account, as this will allow you 



or the client to ensure the money does not get mixed up with other finances. Banks 
are usually good at setting up separate accounts for direct payments, if you let them 
know that this is what it is for. You also will need to keep records. This should include
receipts and invoices and payslips (see below) of all payments that come in and out 
of the account.

Once the above stages have been completed, you will receive a letter from the 
authority telling you how much you will get as a budget, how often and when this will 
be paid in to your account.

Keeping Accounts

Set time aside to do your accounts, either weekly or monthly. Don’t let them build up 
as this can cause you unnecessary stress. Keep a written record, or use a spread 
sheet like the one below, to keep a running total. It is useful to keep a separate 
column, and number receipts as per this column, as this will allow you to find your 
receipts more easily. Keep all the receipts in one place, say a folder, and keep them 
numbered consecutively.

These records will be needed to show the authority what you have spent your money
on, when and if they ask to review your expenditure.

Example Spreadsheet

Direct 
Payments     

Date in:

Payment 
Amount 
IN

Payment 
Amount 
OUT Paid to/Buy Purpose

Receip
t link

Total 
Remainin
g

29/11/2011 £X,XX,XX  LCC Direct payment  
£X,XXX,X

X

30/11/2011  £X,XXX Scooter mart
Electric 
Wheelchair 1 £X,XXX,X

01/12/2011  £XX RADAR Dis Right book 2 £X,XXX,X

07/12/2011  £XXX
Support 
Worker Pay 26 hours 3 £X,XXX,X

07/12/2011 £XXX.XX  LCC Direct payment  
£X,XXX,X

X

01/01/2012 £XXX.XX  LCC Direct payment  
£X,XXX,X

X

06/01/2012  £XXX Mr Massage
Treatment/Mas
sage 4 £X,XXX,X

06/01/2012  £XXX
A&O 
Cleaning

Cleaning/ 
Ironing 5 £X,XXX,X

07/01/2012  £XXX
Support 
Worker Pay 26 hours 6 £X,XXX

16/01/2012  £XX.XX Travelodge
Respite 
Manchester 7 £X,XX,XX

file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CTravelodge%20manc%20160112.docx
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CSHAUN%20PAY%20SLIPS%5CShaun%20Dec%20PAYSLIP.docx
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CAC%20cleaning%20invoices%5CAC%20Cleaning%20Services%201.docx
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CMassage%5CMassage%20invoice%20-%20060112.rtf
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CHAT%5CAccounts%5CSB%20payslips%5CShaun%20Breen-%20November%20pay%20slip.docx
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CDisability%20rights%20handbook%2011211%20radar.docx
file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CPowerchair%20invoice.doc


01/02/2012 £XXX.XX  LCC Direct payment  
£X,XXX,X

X

07/02/2012  £XXX
Support 
Worker Pay 26 hours 8

£X,XXX,X
X

Client Use Spread Sheet

Direct 
Payments     

Date in:

Payment
Amount 
IN

Payment
Amount 
OUT Paid to/Buy Purpose

Receipt 
link

Total 
Remaini
ng

 
calcuatio

n

file:///C:%5CIggy%5CAppData%5CRoaming%5CMicrosoft%5CExcel%5CDirect%20payment%20recipts%5CSHAUN%20PAY%20SLIPS%5CSahun%20pay%20slip%20January.docx


TIP: If the formula below is used and inserted in to where it says calculation on the spread 
sheet, it will automatically work out the calculations for you.  

=IF(ISNUMBER(B4),(B4+G3),(G3-C4))

Getting Help to manage your Direct Payment

Sometimes we all need a slight hand. New provisions under the Care Act guidance 
state that you can actually use some of your budget to pay a family member to help 
you manage your direct payment. You must inform and get this authorised by your 
local authority should you wish to do so. 
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Organising Support

Having the money in your account is only the first step in personalised support. Now 
you need to think about spending that money wisely. 

The first step may be to go online (if you have the facility, or go to your local library 
and use their free computers) to see what services are available. Do a ‘search’ for 
carers, cleaners, gardeners or other services that you may wish to purchase. 
Alternatively, go through a local editorial or magazine looking for services, or ask 
around. Make sure you check prices to ensure you are getting the best deal. ‘Phone 
around to find out what is available. 

Lincolnshire county council have a web site which may help you find such services, 
follow this link and see what they have to offer.

https://www.lincolnshire.gov.uk/adult-care/

Agency or Self Support

Along the way you may decide to go through an agency to buy in your support, or 
alternatively, you may decide to employ someone yourself. There are pros and cons 
with both alternatives. Ultimately, you or the client will have to decide what is best for
you or them.

Here are some things to think about.

Agency: 

Good – less stress, all the work is done for you.

Bad – some of the money you have will be taken by the agency in costs and 
therefore you may have less money to go around.

Self support:

Good – all the money can be spent on your needs and not used up in admin costs.

Bad - employing people can seem daunting, and can take up time.

Employing People

If you decide to go down the route of employing people, here are some of the things 
to consider and some useful pointers which might make things easier.



Finding the Right Person

The first step is ask around. Your neighbours and friends can all be employed to do 
bits and pieces for you, within reason and without too much hassle. You may be able
to pay them for this. Ask them to spread the word. The only restriction is on 
employing family members or partners. However, under certain circumstances, this 
too can be allowed. Check with your social worker.

Once you have asked your family and friends, think about advertising to find people 
outside your normal circles. Adverts can be placed relatively cheaply in local shops, 
supermarkets, job centres, or you could even try Facebook or Twitter to get an even 
wider audience. 

Before you advertise for a carer, cleaner, gardener or other service, you need to be 
sure of what you need them to do. How much you will pay them? When and how 
often do they need to come? It is good to draft an advert which you can use to 
advertise for the services you require.

TIP: Go back to Socratic Method to make sure you have asked yourself all the right 
questions!!

Advertise

There are lots of places you can now advertise for free, as well as by word of mouth, 
try local sotres and noticeboards, how about putting it on multi media sites like 
Facebook or twitter? Some users have already set up places where adverts can be 
placed for free. 

Facebook: 

https://www.facebook.com/groups/655968601169117/

Some other sites to try include gum tree or indeed both places where you can 
advertise for jobs for free.

https://www.facebook.com/groups/655968601169117/


Example Advert:

WANTED
Carer/Home Help

20 hours a week.

For local assistance with dressing, toileting, bathing, house cleaning and some 
light gardening etc.

Must be flexible and able to drive.

Good rate of pay.

For more details please call Mr XXXXXXXX on : XXXX XXXX

References and CRB check will be required. 

Date closing :

 

Interviewing people

Hopefully, you will receive some responses to your advert or request for carers 
through friends. Before you invite people around, speak to them on the ‘phone. 
Ensure you’ve got a few questions that you have prepared beforehand. This isn’t a 
full interview, this is just to ensure that you weed out unlikely candidates. See if there
are similar interests, or if you like what they are saying. Do they seem friendly?

Things to ask

Tell me a little about yourself.

Have you done this type of work before?

Where? When?

Once you have a list of people (or perhaps it is someone you know) it is important to 
have time to sit down and interview them. This can be as casual or as formal as you 
like. Telephone beforehand, give them a time and date and ask them to bring any 
documentation or references for you to see. 

Ensure someone is there with you or the client for safety. It also helps to get another 
person’s point of view. 



Interview questions

It is good to have a list of interview questions ready before the interview. Here is a 
draft list of questions which you may use:

 What kind of job are you looking for and why?

 Do you have a clean driving licence?

 What is your availability/notice period?

 What skills would you bring to this carer role?

 What experience have you had caring for an elderly/disabled/wheelchair-
bound person?

 Why did you apply for this role?

 Are you able to do heavy lifting?

 Are you comfortable with animals/pets? (if their role will involve pet contact)

 What kind of cooking can you do? (if this will be part of the role)

 Are you flexible about hours?

 Do you have references?

 Have you had a CRB check?

Remember there are some questions relating to the following subjects which you 
shouldn’t ask:

 Marital status

 Childcare arrangements

 Sexual orientation

 Plans about starting a family

 Trade union membership

 Political affiliations

 Religion



Exercise 9

Why not practise to feel more comfortable about asking questions? You could 
practise with the supporter, client or a friend using the questions above. Is there 
anything else you would like to add to the questions? Why not jot them down. 

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
_____________________________________________________________________________

Even if you really like a particular person, make sure you interview everyone in the 
same way. Before offering anyone a job, make sure you have checked their 
references and that they are DBS ( Disclosure and barring service) checked. This 
may help to ensure that they are trustworthy, as it is a check of whether the person 
has previously been convicted of an offence.

If they have not been DBS checked, you can have this done for a small cost:

https://www.gov.uk/dbs-update-service

In some cases your local authority may help you with this.

Offering the Job

Once you are happy, it may be wise to offer the person the job in writing. Include the 
terms and conditions of the employment in the letter or alternatively attach a written 
contract to the letter. Remember an employee is entitled to a written statement of 
your main employment terms within two months of starting work.

Exercise 10

Write your own letter or job offer or contract. Remember you need to add or include 
the following at the least.

Hours to be worked, what they are required to do, start time, end time (or flexible), 
rate of pay, holidays, sickness etc. 

TIP: Keep a copy on file. In fact, it is useful to start a folder, so that you can keep all 
employment documents together.

Draft Contract of Employment

https://www.gov.uk/dbs-update-service


This contract is governed by the laws of England

This contract is between

YOUR NAME

YOUR ADDRESS

AND

EMPLOYEE’S NAME

ADDRESS



JOB TITLE - i.e. carer/personal assistant. It could also say permanent/part time after 
probation period (usually 3 months).

JOB DESCRIPTION – this job will involve supporting……………..with their day to day 
activities. This could involve some personal care, preparing meals, helping ……..access
activities and appointments. This is not an exhaustive list and may vary from time to 
time.

HOURS OF WORK - work will normally be between …….. and …….. Monday – Friday. 
There may occasionally be a request to work outside these times. Supervision will also 
be paid for (for example 1 hr month). The average hours per week worked will be........
(This is useful for part time hours and for working out holiday requirement).

Pay will be …….. per hour, paid on the last Friday of the month. After a year’s 
employment, pay will be evaluated and rises may occur, dependant on the personal 
budget received. (You may wish to have a different wage for the probation period and 
this will have to be spelled out here…..for example, £8 per hour until the 3 month 
probation period is up, then £8.50 per hour).

If you are to work a bank holiday this will be paid at time and a quarter.

Mileage will be paid separately to wages, as will expenses. Mileage forms will need to 
be filled in and receipts kept for expenses.

HOLIDAYS - your holiday year will start from the day you are employed. No holiday pay 
will be paid for the first ……months (can be no longer than 3). After that, you will be 
entitled to 5.6 weeks per year including bank holidays. This equates to …. hours. 

You may be asked to take some set holidays and this will include the week between 
Christmas and New Year. (Usually no more than 2 set weeks).

Notice for holiday leave will be 4 weeks for both parties, except in exceptional 
circumstances.



SICKNESS - In event of illness and being unable to turn up for work, you must 
contact ………before 9am, or at least 1 hr earlier than your shift start, if you are due 
to start work before this time. Sick pay will be paid with accordance to government 
regulations.

NOTICE OF TERMINATION - During the probation period both parties will be 
expected to give 2 weeks notice. This increases to 4 weeks after this time. 

However, if the employee behaves in an inappropriate way or there is gross 
negligence, termination can be instant, with one week’s pay.

CONFIDENTIALITY - It will be expected that, during and after this employment, you 
will not disclose any confidential information about the client or the employer.

Other Terms you may want to add:

Signed    Employer                                                Date

Signed    Employee                                               Date



Training

You might want to consider training your staff on some basic matters, such as First 
Aid, Health and Safety and Manual Handling. Job Centre Plus and other voluntary 
organisations do many courses for people looking for employment, covering 
payment for these if they are unemployed, or for a very small cost. 

Insurance

Your budget should include the provision of taking employer’s liability insurance. This
covers your employees for accidents or injury while they are working for you. There 
are a number of specialist carer companies, which offer cover for well below £100.

PAY/Tax - Things you need to know

P45/P46

Your employee, when he starts with you, should give you a P45. If not, you should 
get him to fill in a P46 form, available from here: 

https://www.gov.uk/new-employee/employee-information

Ensure you keep a copy, as this has vital information you will need.

Current rates

These rates are for the National Living Wage and the National Minimum Wage from 
1 April 2016.

Year 25 and over 21 to 24 18 to 20 Under 18 Apprentice

April 2016 (current rate) £7.20 £6.70 £5.30 £3.87 £3.30

TIP: Remember these amounts change in October every year, so put a date in your 
diary to check: https://www.gov.uk/national-minimum-wage-rates

https://www.gov.uk/national-minimum-wage-rates
https://www.gov.uk/new-employee/employee-information


Tax

Generally, a person can earn up to their personal allowance before you have to worry 
about their tax payments (see chart below). However, bear in mind that this is the total
amount they should earn for the year. If they have other jobs, this may take them 
above the thresholds, if all are added together, so make sure you check.

2015 - 2017 2016 - 2018 2017 -2018

Personal allowance 10,600 11,000 11,200

Basic Rate Limit 31,785 32,000 32,400

Higher Rate Threshold 42,385 43,000 43,600

National Insurance

You pay Class 1 National Insurance contributions. The rates for most people for the 
2016 to 2017 tax year are:

Your pay Class 1 National Insurance 
rate

£155 to £827 a week (£672 to £3,583 a 
month)

12%

Over £827 a week (£3,583 a month) 2%

Holidays

This online link from Business Link will help you work out your employee’s holiday 
entitlements: https://www.gov.uk/holiday-entitlement-rights

Sick Pay

Calculations are available here:

https://www.gov.uk/holiday-entitlement-rights
https://www.gov.uk/national-insurance/national-insurance-classes


https://www.gov.uk/statutory-sick-pay-ssp

Becoming an Employer

If you employ someone, it may be best (and necessary) to register with HMRC as you
will get guidance and information to keep you up to date. Whether you are an 
employer depends on whether the employee is considered to be actually working for 
you.

Check with HMRC (see link for PAYE online below) or Business Link first to see 
whether you need to register as an employer.
https://www.gov.uk/employing-staff

PAYE online

You may wish to give a paper copy of a payslip. However, if it looks like your 
employees may be getting paid above the minimum tax or NI thresholds, it may be 
beneficial to register with HMRC and download the following programme to help you 
keep records. 
http://www.hmrc.gov.uk/paye/tools/basic-paye-tools.htm

It is quite straightforward and user friendly. The programme will give you the 
information about the amount of tax to be paid, as well as any National Insurance you 
may have to pay. It will also supply you with a pay slip that you can give to your 
employees. 

Paying HMRC

For Tax and National Insurance can be paid to HMRC via this link if you havbe a debit
card :

https://www.gov.uk/pay-tax-debit-credit-card

TIP: Set a half day a side per month in your calendar to do the necessary paperwork. 
If you can manage, you may be able to combine it with the day when you are sorting 
your other invoices and updating your expenditure spread sheet. You will need to 
include this expense on the form anyway.

TIP: Remember you don’t have to do all this yourself, you can pay someone to 
manage this for you. Also check with your local tax office, as they often do free 
courses for new employers. 

https://www.gov.uk/pay-tax-debit-credit-card
http://www.hmrc.gov.uk/paye/tools/basic-paye-tools.htm
https://www.gov.uk/statutory-sick-pay-ssp


Buying Goods or Services

Employing someone seems to be the main issue for most people on direct 
payments. However, buying goods and services using your budget may come a 
close second.

Disability VAT Exemptions

If the thing you are buying is disability related expenditure, you may be entitled to 
VAT relief on the item. Check with the retailer as this could save you money. You can
give the form below to the retailer, or service provider, to try to claim your VAT relief.

H.M. CUSTOMS & EXCISE – VAT EXEMPTION CERTIFICATE

To help disabled people who are buying special products for their own needs, or for a
registered charity, the government allows relief from VAT. This is subject to the 
following conditions:

i) If you are disabled or chronically sick, or are buying goods on behalf of 
someone who is disabled or chronically sick, we can relieve the VAT 
provided that you complete the declaration below.

ii) If you are a business or institution, and you are registered for VAT, you 
must pay the VAT. However, when a disabled or chronically sick person 
buys the goods from you, you can relieve the VAT.

iii) VAT relief applies only to goods which are specially designed for disabled 
or chronically sick people.

REMEMBER, to obtain the VAT relief you MUST complete the declaration below and
return it to us.

DECLARATION

I declare that I am disabled and/or chronically sick and that I am receiving goods 
from [                                                 ] which are to be used to assist me and/or other 
disabled or chronically sick people. I claim that the supply of these goods is eligible 
for relief from VAT under Group 14 of the Zero Rate Schedule of the Finance Act of 
1986.

Signed:……………………………………………..Date:……………………………

If you are buying these goods on behalf of someone who is disabled or chronically 
sick or a charity, please detail the person’s or charity’s name below:

Name:-----------------------------------------------------------------------------------------------

Your Rights when Things Go Wrong with Goods and Services



If you have bought goods or services and you are not happy with what you have 
received, then you have some basic rights, as laid down in law.

The Consumer Rights Act came into force on 1 October 2015. The law is now clearer
and easier to understand, meaning that consumers can buy and businesses can sell 
to them with confidence. On the rare occasions when problems arise, disputes can 
now be sorted out more quickly and cheaply. Alternative Dispute Resolution, for 
example through an Ombudsman, offers a quicker and cheaper way of resolving 
disputes than going through the courts. 

This states that goods you buy must be:

- of a satisfactory quality

- fit for any particular purpose made known at the time of the sale

- as described

This states that services must be delivered:

- with reasonable skill and care

- within agreed price

- within a reasonable time

These rights cannot be taken away from you. In relation to goods, you are covered 
for up to six years. 

https://www.citizensadvice.org.uk/Global/Public/Campaigns/cra/ConsumerRightsSu
mmary-GoodsF2F.pdf

If you feel the goods are unsafe, or the service provider is using sharp practise, 
contact your local Citizens Advice please visit citizensadvice.org.uk or call 03454 04 
05 

TIP: Additional insurance may not be worth paying for. Remember you are already 
covered by law. Check the small print.

The first step is to always contact the supplier, not the manufacturer (as some 
traders might say). Put your complaint in writing if necessary.

https://www.citizensadvice.org.uk/Global/Public/Campaigns/cra/ConsumerRightsSummary-GoodsF2F.pdf
https://www.citizensadvice.org.uk/Global/Public/Campaigns/cra/ConsumerRightsSummary-GoodsF2F.pdf


For further advice contact your local Citizens Advice Bureau.

http://www.adviceguide.org.uk/england.htm

Community Services

There is a range of services, both large and small, available locally, that might be 
able to assist you with your needs. Have a look at the useful links page at the end of 
this manual to see what they have to offer.

Perhaps you or the client could think about developing your own services? You may 
have particular skill or knowledge that you can share with others.

Think about Time Banking. This is where a group of people share their time helping 
each other.

Time Bank Example

http://www.adviceguide.org.uk/england.htm


Quote: Coming together is a beginning; keeping together is progress; working 
together is success. Henry Ford

In the same way, why not organise activities in a group? If you are all on direct 
payments, you could share your costs, making your money go a lot further. Perhaps, 
if planning a trip somewhere, travelling together will save money. Even with a book 
or knitting club, you could take turns to meet at each others’ homes. Try to find like- 
minded individuals to share the activities you like. If practical, you could share your 
carers and transport on the days that you meet, saving money again. The more 
people you know, the easier it will be for you to find the services you need. The most 
important thing to remember is that you are in control. It is up to you how you spend 
your money.

Exercise 10 

Look at the things you mentioned in your support plan. What things did you note that 
you would like to do with your budget?

Now think about how you can make those things happen. It is usually useful to break
things down into smaller steps. Start with a list of the things you want to do. Try to list
them in order of which you think is the most important. Take the first three 
(remember small steps). Now look at them. For each one, write down how and when 
you are going to do them. Set dates so they are specific and you can check to see if 
you have done them. If not, it is ok. Just reset a date and try again.

      Action from personal plan                  How                                             When____ 

_1._______________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
_2._______________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
_3._______________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

IMPORTANT NOTE: Care and Support Bill
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Me, Work? But I’m disabled!

Work can be defined a number of different ways. It does not have to be 9 to 5, five 
days a week. It does not even have to be a paid job. It could be voluntary or helping 
someone in the community. It is great to get out and mix with people. You may even 
be able to work from home. And no, you won’t lose all your benefits. Why not try 
giving it a go?

Have a look at how it will affect your benefits:

https://www.gov.uk/moving-from-benefits-to-work

If you like the idea of giving working a go, to see if you can or are still capable of 
working, there is a scheme to help you do some paid work, whilst on benefits. This is
called Permitted Working.

Under the Permitted Work rules for ESA you can:

 earn up to £20 a week

 work for less than 16 hours a week and earn up to £115.50 a week, for 52 
weeks or less (or for any length of time if you’re in the support group)

You can also do ‘supported permitted work’ and earn up to £115.50 a week. This 
must be part of a treatment programme, or supervised by someone from a local 
council or voluntary organisation whose job it is to arrange work for disabled people.

You must tell the Department for Work and Pensions (DWP) if you start doing 
permitted or supported permitted work. They’ll send you form PW1 to fill in and send 
back to them.

Remember to notify your benefits office before you start to have this approved.

https://www.gov.uk/employment-support-allowance/eligibility

Support whilst at Work

If you need a carer or assistive technology to help you work, you may be able to get 
support and the assistance paid for you via the Access to Work Scheme. This can 
include travel to and from your work place. If you have a carer, he/she could go with 
you and you could claim the hours that he cares for you from the scheme. 
Alternatively, you could use your Personal Budget/Direct Payment towards this.

https://www.gov.uk/access-to-work

https://www.gov.uk/moving-from-benefits-to-work
https://www.gov.uk/access-to-work
https://www.gov.uk/employment-support-allowance/eligibility
https://www.gov.uk/employment-support-allowance/what-youll-get


If you feel under skilled 

Again, there is support via the governments Work Choice Scheme. The DWP also 
have specialist trained Disability Advisors to help support you through the 
employment process.

https://www.gov.uk/work-choice

Will they consider me if I’m disabled?

The law under the Equality Act states that an employer must not discriminate against
you if you are disabled. If you are suitable for the job, they must make reasonable 
adjustments in the work place to accommodate your needs. They can even get 
funding to help them buy any equipment or support needed (see section support 
whilst at work above). They must not ask you about your disability or sickness. 
However, you may wish to tell them what adjustments they may need to make.

Two Ticks Scheme

Some employers are very positive about employing disabled people. They will 
sometimes advertise showing a symbol of two ticks. 

https://www.gov.uk/looking-for-work-if-youre-disabled/looking-for-a-job

Before you start....

Think of the skills and qualifications you have; the things that you have done; the 
experiences you have had in life. Often people underestimate their talents and do 
not appreciate the full range of skills they have. Say you help out at the local bowls 
club, and you are the chair of the club, you can say that you have managed a group 
and organised the year’s activities. You may have taken meetings and insured that 
information is passed around. These are all management skills that you may have 
without even realising it. You need to put all these together to show prospective 
employers what you have done in life. The idea is to develop a Curriculum Vitae (CV)
listing all these things. 

Exercise 11

Have a look at the topic areas listed below. See what you can fill in. Remember to 
think broadly.

https://www.gov.uk/looking-for-work-if-youre-disabled/looking-for-a-job
https://www.gov.uk/work-choice


CURRICULUM VITAE

Name:

Address:

Telephone:

Date of Birth:

EDUCATION  

Dates Name/Address of School

Dates Name/Address of Further Education

QUALIFICATIONS  

Dates  Type of exam/qualification Grade/Pass

PROFESSIONAL QUALIFICATIONS  

Date Type of exam/qualification Grade/Pass



You only have to do this once. When it is completed, you can use it to apply for jobs. 
Even if some employers have their own application forms, you can use the 
information within your CV to act as a reminder which can help you fill in the 
application form.

The CV will give you an idea of your strengths and perhaps help you decide what 
type of job you would like or would be good at.

Finding a Job

Once you have decided, the next step will be actually finding a job. Even if you have 
not got experience, try volunteering or supporting a local group. It will get you out. 
You will meet people and gain valuable work experience. Other avenues you could 
try are the job centre, local newspapers, or even online. 

If you are thinking of volunteering, you might wish to contact the Lincolnshire 
Community Volunteering Service:

http://www.lincolnshirecvs.org.uk/

Or the National Health Service:

https://www.ulh.nhs.uk/jobs/volunteering/

Or even a local charity that you’re interested in.

Applying for the job

Most jobs will require you to fill in application form. You have already prepared your 
CV, so you can use this to fill in the main bits of information required. Don’t forget to 
send it back. There is usually a space for a blurb. This is your opportunity to sell 
yourself. Talk about your experiences and what you have to offer.  

You may already have an idea of where you would like to work but may not know if 
they have any jobs. In this case, write them a letter asking if they have any positions 
available. Give a short description of yourself and tell them why you think you would 
be a good employee. Attach your CV and see what happens. Don’t get disheartened 
if you don’t hear anything immediately; keep trying, it is early days.

Exercise 12

See the draft letter below, which you can use as a template. Fill in the gaps, so you 
have an idea what you might want to write.

https://www.ulh.nhs.uk/jobs/volunteering/
http://www.lincolnshirecvs.org.uk/


[Your Name]
[Address]
[Address]
[Address]

[Post Code]
[Tel No]
[Email]

[Name of Person/ Company/Employer]
[Their Address]
[Their Address]
[Their Address]
[Their postcode]
   

[Date]

Dear Sir or Madam,

Subject – e.g.  Position of Shop Assistant

I am writing to see if you have any positions available within your company for 
the above mentioned position.

[I... Explain why you want the job, and any experience that you have briefly, and 
what skills you can offer, e.g. excellent customer service skills,

]

I look forward to hearing from you in the near future. I have enclosed my 
Curriculum Vitae for your perusal.

Yours faithfully

Your signature

Your Name 

Enc.

Quote: Before anything else, preparation is the key to success.



Preparing for the Interview

Hopefully it won’t be too long before you have an interview. Once you have been 
invited for interview, let the organisation know if you have any disability related 
issues for which they need to make adjustments. For example, an interpreter for 
BSL, or a wheelchair accessible room, or the use of a computer with any special 
software for any tests they may ask you to take. As mentioned above, these are 
‘reasonable adjustments’ the employer must make for you and is prescribed by law 
under the Equality Act.  

It is time to prepare yourself for the interview. Give yourself a week or so. Firstly, try 
to find out as much as possible about the organisation you want to work for. Find out 
about their ethos, their current plans, how the business or voluntary organisation is 
doing. Check with people you know, who may already work there, or friends of 
friends. Check the internet, local newspapers etc.

It is important that you look smart on the day. If you know what the company ethos 
is, this will give you a head start. If you are on benefits and you need to smarten 
yourself up for the interview, did you know you can (in some instances) claim money 
back, including travel costs? Contact your local Job Centre for more information.

Before the interview, it might be helpful to go and have a look at where the premises 
are. Check transport, routes, times, accessible car parking etc. This will help you 
plan the time it will take for you to get there on the day.

The Interview

On the day of the interview, remember to be a little early, so you have plenty of time.

Once there, make yourself comfortable. If you feel nervous, try to relax. Take a few 
deep calming breaths. The interviewers are only people and want to get the best out 
of you.

Try to smile and look at the interviewer(s).

TIP: If you feel intimidated by looking at people, look over the shoulder of the person 
asking the question and look at their ear. This often gives the impression that you are
looking straight at the person.

Obviously, they will ask you some questions. The good news is that the majority of 
questions are standard and you can prepare for them beforehand.

Exercise 13 

Look at the interview questions below.



Practise how you would answer these a few times, with a friend or supporter. Make 
some notes with each one and, if necessary, take them in to the interview with you 
as a pointer (it is allowed!).

Practise interview questions:

1. ‘So, tell me a little about yourself?’

They don’t want your life story, just some brief pointers. 

Education:

Work Experience:

Type of person you are:

Things you enjoy:

2. ‘Why are you looking (or why did you leave you last job)?’

Don’t mention money!  Mention that you want to stretch yourself, learn something
new, or give back to society.

3. ‘Tell me what you know about this company?’

It helps if you have done your homework.

4. ‘Why do you want to work at X Company?’

As above, preparation is the key. Do your homework.

5. ‘What relevant experience do you have?’

Talk about any related work or experience you have. Remember to include 
anything you do voluntarily, or as a hobby. It is relevant.

6. ‘If your previous co-workers were here, what would they say about 
you?’

Be positive about yourself. Sell yourself. Go back to your good points. Don’t 
speak badly about previous co-workers or bosses.

7. ‘Have you done anything to further your experience?’

Again, mention relevant hobbies, interests, night classes.



8. ‘How are you when you're working under pressure?’

Be positive. You may work well under pressure. You may thrive under pressure. 
And you may actually PREFER working under pressure. 

9.   ‘What motivates you to do a good job?’

Again, don’t say ‘money’, even if it is! You should be motivated to try to help 
people, to give something back. You want to share your experience. 

10.   ‘What's your greatest strength?’

This question and number 11 are difficult for most people. Ask some friends or 
loved ones. what do they say?

11.   ‘What's your biggest weakness?’

Again, be positive. Turn weaknesses into strengths. Say you have difficulty being 
motivated. You could say, ‘Well it takes me a while to get going. I like to think 
things over to make sure I’ve got the correct information before starting. I’m a bit 
of a perfectionist’. 

12.   ‘Let's talk about salary. What are you looking for?’

Prepare for this question. What do people in this type of job get paid? Do your 
research.

13.   ‘Are you good at working in a team?’

You always answer YES to this one. It is the only answer. Try giving them an 
example from your life, from any groups, friends or work experiences that you 
may have.

14.   ‘Tell me a suggestion you have made that was implemented.’

This can be wide as you want - anything you have done in previous employment 
or voluntary organisation.

15.   ‘Has anything ever irritated you about people you've worked with?’

The best way to answer this question is to think for a while and then say 
something like ‘I've always got on just fine with my co-workers actually.’

16.   ‘Tell me about any issues you've had with a previous boss.’

Simply answer this question with extreme tact, diplomacy and if necessary, a big 
fat loss of memory. In short, you've never had any issues.



17.   ‘Would you rather work for money or job satisfaction?’

It is fine to say money is important, but remember that NOTHING is more 
important to you than the job.  

18.   ‘So, explain why I should hire you.’

Here is where you sell yourself. Go back over all your positive points.

19.   ‘Can you give me an example of when you’ve....?’

Here, they are trying to bring you out. They want to check your practical 
experience, so again, prepare. Common questions relate to:

- where you have worked as part of team

- where a member of the public has been rude to you

-   where you have had an issue with a work colleague - how have  
you resolved this? 

20.   ‘Finally, do you have any questions to ask me?’

This is very important. Yes, of course you do - just a few. Here are some 
pointers;

‘If I was taken on, how soon can I start?’

‘Talk about some of the benefits the company has.’ 

‘Can you just go over the leave entitlement/bonus scheme?’ etc.

‘What is the organisation currently working on/trying to improve?

‘What are the training /promotion prospects like in this job?’ 

Hopefully, practise will make you perfect, and in the not too distant future you will be 
employed.

Once You Are Employed 

Let the benefits office know you are in employment. You may still be entitled to help.

https://www.gov.uk/moving-from-benefits-to-work

Exercise 14 

https://www.gov.uk/moving-from-benefits-to-work


Well, you are almost done. Now is your chance to reflect on what you have learnt. 
Just make some brief notes as a refresher. Could this manual be improved in any 
way? Would you like to learn more about a specific subject? Then let me know.

Email: iggy@haloabletec.co.uk

Tel: 07749982114 

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________

mailto:iggy@haloabletec.co.uk
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