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This is a live document to be revisited over several sessions

	Participant name
	

	Participant signature
	

	Advocate name (if required)
	

	Advocate signature (if required)
	

	Employment Support Officer
	

	Date of initial VP completion
	




I understand that in an emergency situation, I can contact one of the following

•	The Samaritans - 116 123 (free from any phone),  email jo@samaritans.org 
	Talk about anything that is upsetting you, 24 hours a day, 365 days a year.
•	National Debtline - 0808 808 4000, Monday-Fridaya, 9am-8pm
	Advice and support around debt
•	Citizens Advice - 0800 144 8848
•	Local GP- www.nhs.uk/service-search/find-a-gp
•	Police - 111 (non-emergency) or 999 (emergency)


Communicating with me

	I have been made aware of the benefits and risks of using text, mobile phone and email to communicate with my Employment Support Advisor and agree that (please tick):

	YES
	NO

	my Employment Support Advisor can let me know as soon as possible if they need to 	rearrange an appointment with me
	
	

	my Employment Support Advisor can contact me for monitoring purposes after I have gained employment
	
	











Health and wellbeing
	
Prompts for discussion:
• How do you meet the criteria for this  
   programme? 
• What barriers to work does that create for 
   you?
• What reasonable adjustments or 
   accommodations would you need? 
   (Well being plan)
• Will you be disclosing a disability or health 
   condition? (Health Passport) 
• Do you have other issues with physical 
   health? 
• Do you keep fit and healthy?
• Are you having any current treatment or 
   medication?
• Does this affect your sleep pattern?
• Do you have a learning difficulty?
• Do you have mental health or emotional  
   wellbeing issues?
• Do you think you have low self-esteem?
• Do you avoid interaction with others where 
   possible?
• How do you view your communication skills?
• What are your hobbies and interests?
	



Communication, integration and support networks
	Prompts for discussion:
• Tell me about your support network (family, 
   friends and others)
• How are you around others, in groups or in  
   new social situations?
• What situations make you feel less confident 
   and most confident?
• What other organisations do you work with, 
   for example JCP, social workers, support 
   workers, health visitors, probation officers?
• What social groups do you belong to, for 
   example church, gyms, clubs, sport groups?
• Do you have any cultural or religious beliefs 
   we should be aware of?
• What social media do you use, for example do 
   you have Facebook friends or online group 
   memberships?
• What is missing?  What support do you feel 
   you need?
	



Stability
	Prompts for discussion:
• How are things at home, with relationships?
• Do you a good financial situation?  Do you
   have a bank account? 
• Have you done a “Better off in work” 
   calculation?
• Are you on any form of benefit?
• What do you spend your money on?  Do you 
   worry about money?
• Do you misuse alcohol, drugs or gambling?
• Are you an ex-offender (MAPPA)?
• Do you have any issues with housing? 
   (Signpost for support)
• Do you know how to access foodbanks and 
   other support?
• Do you feel safe?  Do you feel secure*
• Are you experiencing any form of domestic 
   abuse, for example emotional, physical, 
   financial etc?*
   * Follow relevant Local Authority 
      safeguarding policy
	



Functional Skills
	Prompts for discussion:
• How are your English, maths and IT skills?  
   Have you used these at work?
• Do you know your existing skills?
• Do you have any qualifications, including 
   vocational qualifications?
• Do you access to a smartphone, tablet or 
   computer?  
• What skills would help you achieve your employment goals?
• Is English your second language?
	























Employment preparation and readiness
	Prompts for discussion:
• Do you have a current CV?
• If not, do you know how to write a CV?
• Can you write a covering letter?
• What is your work history and work experience?
• Can you identify appropriate jobs and apply for them? 
• Do you know how to present yourself for an interview
• Do you need to disclose a criminal conviction?  Use the Unlock website. 
	























Job skills and experience
	Prompts for discussion:
• What training have you completed?
• Do you have any volunteering experience?
• Have you done any learning while in work?
• Do you need further training?
• What transferable skills do you have?
	























Employment and career aspirations
	Prompts for discussion:
• What are your career aspirations?
• What type of work do you think is most 
   suitable for you, for example outdoor, Indoor,   
   cooking?
• What employment sectors would you like to 
   look at?
• What would your work preparation look like, 
   for example with childcare, transport etc? 
• What is important to you in a job? 
• What would be your strengths at work?
• What would be your challenges at work?
	























Paid employment goal and career goal
	Prompts for discussion:
• What are your short-term and long term 
   career goals?
• What is your preferred location for work, for 
   example within 10 miles of home, by using 
   public transport etc?
• Do you want full-time or part-time work?  
   What hours would you like to work?
• Have you completed a “Better off in work 
   calculation”?
• What salary range are you looking for? 
• Do you drive? 
	























If close to work, employed at registration or in need of in-work support

Job role and understanding
	To check role clarity and confidence in job expectations
• Can you describe your job role and main 
   responsibilities in your own words?
• Which parts of your role feel clear and 
   manageable?
• Are there any tasks you find confusing and 
   unclear?
• How confident do you feel carrying out your 
   duties independently? 
• Have your responsibilities changed since you 
   started work?
	






















Skills and strengths at work
	To identify existing skills to build on
• What parts of your job do you feel you are 
   good at?
• What skills do you use most in your role?
• What feedback have you received that made 
   you feel confident?
• Which tasks do you enjoy the most and why?
• What achievements at work are you proud of 
   so far? 
	






















Workplace environment
	To ensure job fit and environmental sustainability
• How do you feel about your work 
   environment, for example noise, space, 
   lighting, pace etc?
• Do you feel comfortable with your 
   colleagues?
• Is your workload manageable?
• Do you feel safe and supported at work? 
• Are any aspects of the workplace affecting 
   your wellbeing? 

	























Communication and relationships
	To support positive workplace relationships
• How do you get on with your manager?
• Do you feel comfortable asking for help?
• How do you usually communicate at work 
   (verbal, written, informal)?  
• Are instructions given in a way that works for 
   you?
• Have you experienced any misunderstandings 
   at work? 
	























Reasonable adjustments and accommodations
	To identify and review adjustments under equality legislation
• What adjustments are currently in place?
• Are these adjustments working well?
• Are there adjustments that would help you 
   do your job better?
• Do you know who to speak to if adjustments need reviewing? 
• Would support with self-advocacy be helpful? 

	























Health wellbeing and resilience
	To prevent job breakdown and promote sustainability
• How does your work affect your health and 
   wellbeing?
• Do you feel tired, stressed or overwhelmed 
   during or after work?
• What helps you cope when work feels 
   difficult?  
• Have you had any absences related to health 
   and wellbeing?
• Do you feel your work hours are right for 
   you? 

	























Attendance, routine and reliability
	To identify patterns and support needed
• How are you finding your work routine?
• Do you feel able to get to work on time 
   consistently?
• Have you needed support with attendance or 
   timekeeping?  
• What helps you maintain a good routine?
• Are there external factors affecting your 
   reliability, for example transport, caring 
   responsibilities, health conditions etc? 

	

























Support links (each local authority to add as appropriate)

Better off Calculation ‘Entitled To’/Incentives Planner
Wellness Action Plan
Surviving and Thriving Document
Health Passport
Budget Plan
Home | Live Well Cheshire West 
Access to work
Kudos AD 
Acas | Making working life better for everyone in Britain
Work - Citizens Advice
Mental health support & wellbeing in the workplace | Mind
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