


This ‘Three Steps’ booklet is all about 
helping you.

If you are at least 18 years of age and you have a
disability or long term health issue that has kept you
from working, you could be moving forward again in
three, easy-to-follow steps:

Step 1 Let’s talk about You

Step 2 Let’s talk about Jobs

Step 3 Let’s talk about St Loye’s

These three simple steps can help you on your way to a new job
and financial independence. 

If you would like help with any of these steps, please call us on
01392 255428.  
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Welcome...
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Earning your own money is just one of the many
benefits of getting a job.  Working will also:

make you feel confident and better about yourself
improve your health and sense of well-being
give you personal satisfaction
help you to meet new people
give you a sense of social independence
allow you to become financially independent

At St Loye’s, we have the experience and dedication to
help you get the most from these rewards, even if the goal
of earning your own living seems a long way off.   

We have been helping people with disabilities since 1937
and we have a deep understanding of the underlying and
often complex problems that disability and long term ill
health can bring.   

We take pride in our unique ability to support the whole per-
son and our dedicated, experienced staff are ready to
welcome you to St Loye’s and help you towards your
goals.
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Your job,
your working life



Let’s talk about you
Through our unique person centred approach, St Loye’s
seeks to build upon your strengths and abilities, with the
aim that you gain full paid employment at the earliest
opportunity.

What do you think your strengths are?

Do you feel ready to train for work?

What job would you really like to do?

If you haven’t already done so, we suggest you jot down
a few notes on:

• What you have done in the past

• What you liked about it

• What you didn’t like about it

• What you would like to do in 
the future

• The new skills you might need
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You may be surprised how flexible the job market
is nowadays and the wide variety of jobs that are
available.

Take some time to think about what you can do, what you would
like to do and what employers might value in you.

There are various skills and personal qualities that employers look for, many
of which St Loye’s can help you develop.  To assist with this we provide a
Personal Checklist.  This checklist helps identify the skills you already have,

what employers are looking for and those you need to develop.
The Personal Checklist may be introduced to you by your

Disability Employment Adviser, (DEA) or at one of our Meet
St Loye’s events, (for further details on this event please go
to page 20). If you would like to have a copy of the
Personal Checklist, please visit our web-site
www.stloyes.org.uk or call us on 01392
255428.

What skills do 
you have? What would
employers like about you?
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“St Loye’s
made me

realise what I
am capable of. I
never thought I
would be able

to work
again”



Businesses come in all shapes and sizes and it will help if you start
thinking about the types of employers in your own area.  

There may be shops, manufacturers, motor repairers, banks, 
construction firms, engineering firms, garden nurseries, retailers,
information technology/ computer specialists and many more.

Local employers may also be part of large multi-national companies,  
public sector bodies like your local council or smaller private firms with
fewer than ten employees.    

All of them should be familiar with the Disability Discrimination Act but
some will have work more suited to your skills and interests than

others.  

We recommend you take a good look around the areas
you can easily travel to and make a list of all the types

of businesses you’re interested in.  
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What type of employers are near you?

Let’s talk about jobs2



Employers - 
what job and career
opportunities do
they have for you?

The job market has changed greatly
in recent years but there are jobs out

there if you know where to
look and have the determination to succeed.

People move jobs more frequently than
they used to and both employers and
staff benefit from more flexible
working arrangements.  
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“There are
jobs out there if
you know where 
to look and have

the determination
to succeed”  



There will be many vacancies advertised in your area.  Here are
some tips to help you get a feel for what is available. 

Read the local newspapers as most have a job section each
week.

If you have internet access, look for a web-site called “This is
………. (the name of the town/city where you would like to work)”.
It will provide details of jobs in your local area.  Many businesses
also have their own websites which often have a jobs section.
Alternatively, you could visit www.jobcentreplus.gov.uk and click
on Job Search.

Visit your local Jobcentre Plus where an Adviser will be on hand
to help. Disability Employment Advisers (DEA’s) will have strong
connections with many employers who make every effort to
meet the needs of disabled people looking for work.

Speak to family and friends about your interests. They may
know of an organisation or business that is looking for new

people.  

If you feel confident enough, telephone local
organisations and businesses to find out if they

have any job vacancies coming up.  Ask if you
can leave your details in case anything suit-

able becomes available.
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St Loye’s is here to help you into work at the
earliest opportunity and there are many ways
we can support you.

Let’s talk about
St Loye’s
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Matching your skills and 
attributes to jobs

We will talk through the questions in Step 1 and Step 2
We will then work with you to match your skills and attributes with:

your interests and career plans; and

the job market in your travel to work area.

Most importantly, we work with you to identify any
skills gaps you may have and any skills training,
development and support services you may
need.  

St Loye’s employs highly experienced staff
trained in support, development and counselling

techniques and they will be available to work
alongside you all the way. 

“I didn’t
know what I

could do until I
spoke to

St Loye’s”
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Once funding has been agreed, (see page 24 for more details on
funding), St Loye’s will appoint you with a dedicated Case
Manager.

Case Managers

Case Managers are responsible for overseeing and co-ordinating
your journey from assessment to the completion of your training
programme.

During your assessment they will discuss your employment aims,
focusing and building on your skills, aspirations and abilities.
From this, the Case Managers will build an Individual
Employment Plan, (IEP) in agreement with you.  Your IEP will
comprise of the correct type of training, development, support and

work experience as appropriate, to suit your needs and
enable you to reach your employment aim. 

Accommodation and Meals 

There is an option to train on a residential or non-
residential basis.  If you train on a residential
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Building you an individually 
tailored programme



basis, meals and suitable
accommodation will be provided
and every weekend St Loye’s will pay for
you to return home.

Health Centre

We will provide residential and day trainees access
to 24 hour care and medical facilities.

Skills Training

With our training staff and training partners, we offer a range of
courses and training modules to help you into work at the earliest

opportunity.

Our training programmes are frequently
updated to provide exactly what today’s
employers are looking for.

You will be able to discuss all of this
with your Case Manager at your first
meeting.  If you have any questions

prior to this meeting, please call us
on 01392 255428.

11

“I couldn't
have done 

it without the
support and
dedication of
the staff at
St Loye’s”



Please visit our web-site

www.stloyes.org.uk
to find out more about the many options available and how

we have already helped people, with our Success Stories.
Alternatively, call 01392 255428 and we will be more
than happy to discuss possible options with you.
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Support
Work

Here is a taster of just some of the
training we provide...

Business Skills

CateringHealth 
& Safety

Fork-Lift Training

LGV Driving

Key Skills (Maths and English)

Land Based Skills

Electrical
Training

Portable Appliance
Testing (P.A.T.)

Computer Aided
Design (CAD)

Customer
Services

PC Support
and Repair

Plastering



To enable you to reach your full potential,
the ‘Development Training’ you will undertake
while you are at St Loye’s will be about working
with you in a variety of ways so that you achieve
your goals.  In particular this will be about seeing you
on your journey to employment and beyond.

We want you to be successful during your time at St Loye’s.
We will offer you group work that will help you develop your
skills, build your confidence, restore your self-esteem, and
generally give you all the essential tools to help you find and
maintain a job.

Training mainly involves small group sessions, as well as,
some one-to-one mock interviews.  You will also be offered
support booklets to enhance your development and gain
greater self-empowerment.

Training can either be carried out on site or alternatively if you
are an external trainee the Development Training may be
undertaken as a Distance Learning Programme.
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Your Training

Development... 3



Includes:

• Valuing the importance of good nutrition

• Recognising and having more control over yourself and your body

• Trying exercises which increase coping mechanisms and help 
decrease anxiety and stress

These sessions are tailored to help your confidence grow
and to help re-build your self-esteem

Confidence Building/Self Esteem

Includes:

• The power of communications

• Tips on how to communicate confidently 
and effectively

• Body language

• The power of the words we use and how we use
them

1

Self-Development2

Communications Skills3

How do we help you develop
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We may also include into your development

training...

• Sharing ideas and being part of a  

team

• Power of positive thinking

• Practice makes perfect

• Setting yourself goals

• Personal Presentation

• Changing negatives into positives

• Overcoming barriers

• Giving and gaining information

• Coping and dealing with change

“St Loye’s has
not only provided

me with the training
and experience, but it

has given me back
my confidence and

self belief”

15



16 16

• Positive effects of body language

• How to be practical

• Role Plays

• Group discussions

Telephone techniques...

• Production of an up to date CV

• How to apply

• How to interpret an advert

• Letters of application

• Where to start and why

• Location / travel

• What salary?

• What hours?

• Research methods

• Speculative letters and visits to employers

• Email etiquette

Helping you find a job...

Covering methods of application...

Other areas of 
development
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• Paper format

• Online applications

• Evaluating completed application forms

Application forms...

• Interview techniques and tips

• Positive use of body language

• Selling yourself in a positive way

• A panel interview and a one to one interview

Interview techniques...

• Money management and benefits

• Helping you to keep that job

Keeping & maintaining the job...



St Loye’s employs specialist support staff which
includes coaches, healthcare professionals, night
support wardens, counsellors, clinical psychologists,
alternative therapists and support staff that can assist
you daily.

Support services include...

helping you to ensure that your opinions
are heard.

housing, benefits, money management,
travel, social and domestic issues.

support and opportunities with other
agencies.

health advice and guidance  - individual
lifestyle awareness and health support.

access to specialist services where
required.

If you need specialist support that is not mentioned here, call us on
01392 255428 to discuss your individual requirements.

Advocacy
(Personal support)

Practical Advice

Co-ordination

Healthcare Needs

Counselling and
Clinical Psychology

Support Services

18
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Helping with work
experience/placement
and finding you a job

GAINING and RETAINING employment is
what your time with St Loye’s is all about.

St Loye’s will work closely with Shaw Trust* to
help you with work experience/ placement and
finding a job. 

During you training period with St Loye’s
you will receive ongoing support and
advice on preparing your CV, job-hunting
techniques, applying for jobs, benefit
schemes and incentives.
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*Shaw Trust is a national charity that supports thousands of disabled and disadvantaged people
to achieve their employment aims. They are the largest UK provider of employment services for
disabled people and are well versed in the financial aid and benefits available.  All of this helps
towards a smooth transition from training to moving into the workplace and sustaining your job.
You can find out more about Shaw Trust by visiting either www.stloyes.org.uk or
www.shaw-trust.org.uk.

“St Loye’s
has made a

huge difference
to me and my

family as I don’t
want to be

unemployed”



This optional event offers you an ideal opportunity to
visit us and meet with staff to discuss in more detail,
our:

• Range of programmes into training      
• Support Services
• Personal Development  
• Employment Opportunities

You will also be able to talk with current trainees
and a Disability Employment Adviser, as available.

If you are unable to attend any of the given dates, or do not feel this event is
best suited for you, there are a number of other options available

that allow you to speak with staff prior to training with us.
For more information please call 01392 255428.

If you are planning to attend one of our forthcoming
events, please make sure you book your place in
advance, by calling us on 01392 255428.
Numbers of visitors to our venue are restricted, so
it is essential that you book to avoid disappoint-
ment on the day.

Please visit our
web-site

www.stloyes.org.uk

or call
01392 255428

for times, dates,
directions and
venue details

Meet St Loye’s event
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“I met the 
staff at a St Loye’s

event and they were
fantastic. They were so
committed to helping 

people reach their potential
and provide support along

the way. This is exactly
what I've been looking

for and I can't wait
to start”



Paul heard about St Loye’s Foundation whilst
recovering from a spinal fusion operation. He
had always maintained an interest in cooking
and decided to apply for the cookery course.

Paul achieved a City and Guilds level 2 qualification in
Professional Cookery and since qualifying has worked as a Commis
Chef at the 4 Star Woodbury Park Hotel and Country Club in Devon.
Whilst working there, Paul achieved the ‘Employee of the Month’ award and
received a cash prize.

Paul said: “I really enjoyed the course; it was exactly what I wanted to do and
provided the necessary training to achieve my goal of becoming a chef”.

Graeme was a psychotherapist, but due to a lower back condition,
he was unable to continue. After being in touch with his DEA and
St Loye’s Foundation Graeme decided to train as a Police Station
Representative. The course took place at Cardiff University Law
School where he was supported and financed by St Loye’s
Foundation.

Graeme aims to become self-employed and as the only person in his local area
of Rhondda Cynon Taff in Wales to have this qualification, his services are
already greatly in demand.  Graeme said: “St Loye’s has been absolutely
incredible. It was fantastic to find an organisation so willing to help”.
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Success Stories...



Paul was interested in becoming an Electrician, but since
becoming unemployed he could not afford the training. His DEA
put him in touch with St Loye’s Foundation who were able to
organise and fund his course at PGL Training, a specialist
provider of training for the construction industry. 

Paul achieved a City and Guilds level 3 qualification in Requirements for
Electrical Instillation and an EAL Certificate of Domestic Electrical Instillation,
Intermediate Level. Paul now works for the franchise Mr Electric and is in
charge of covering the Devon area.

Paul said: “I have wanted to train as an electrician for a long time but without
St Loye’s’ help, I would not have been able to do this course”.

Chris previously trained at St Loye’s but became unemployed
after being Ill Health Retired from the Royal Mail. He decided
that he would like to go back to work so got in touch with his
DEA and retrained at St Loye’s Foundation on the Business
Skills course, updating his office and I.T. skills.

Once Chris finished the course he undertook a work placement with West
Kent Area Police after which he was taken on a one month contract

in the same position. Subsequent to this, Chris was called for an
interview and obtained the permanent position of ‘Recruitment

Assistant’ at Kent Police Headquarters. 

Chris said: “St Loye’s staff and fellow trainees enabled me
to restore my self confidence and return to work after so
many years of being knocked back”.

For full details of these, and more, success stories
please visit our web site www.stloyes.org.uk.
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As part of the Government Work Based
Learning for Adults Programme, training for
unemployed adults with disabilities is
Government funded.

Access to Government Funding

Government funded applications must be made through your
Disability Employment Adviser (DEA) at your nearest Jobcentre
Plus office. If you call St Loye’s we will be able to put you in touch
with your local Disability Employment Adviser.  

Your DEA will look at local training options with you before considering the
specialist support offered by St Loye’s which is funded and individually
approved by the Government’s Residential Training Unit. 

If you haven’t already visited St Loye’s, your DEA may suggest that you come to
one of our regular Meet St Loye’s event, (see page 20 for more details). If you are
unable to attend any of our Meet St Loye’s events, or do not feel this event is best
suited for you, there are a number of other options available that allow you to
speak with staff prior to training with us. For more information, please call us on
01392 255428.

Once you and your DEA are sure that St Loye’s is the best option for you, an
Application for Training form will be filled in and sent to the Government’s
Residential Training Unit.  

Funding your
way into work
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As soon as funding is approved, your DEA and St Loye’s will be notified
and St Loye’s will contact you about your assessment. Once the

assessment has been completed and providing you’re ready for training,
St Loye’s Case Managers will work with you to develop your Individual
Employment Plan.

If you have any questions relating to the application for funding
process, please contact us on 01392 255428.

If you would like to find out more about the role of the DEA or the support
offered by Jobcentre Plus then please visit their web-site on: -

www.jobcentreplus.gov.uk

Private or Direct Funding:

If you choose to privately or directly fund your training with 
St Loye’s, you will need to contact us so that we can assess your needs

and readiness for training.

Other Funding Options:

St Loye’s is keen for you to train for work and if you have
any problems with funding then please contact us

as we may be able to help you find other funding
options.
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St Loye’s Foundation Llandarcy, Neath - Satellite Office
The Courtyard, D’Arcy Business Park, Llandarcy, Neath, SA10 6EJ
Main enquiries: 01792 824888 or 01392 255428 Fax: 01792 814590  
E-mail: info@stloyes.ac.uk          Web-site: www.stloyes.org.uk

Shaw Trust
For the team based at St Loye’s Foundation:
Main enquiries: 01392 255428
Web-site: www.shaw-trust.org.uk

Jobcentre Plus
Contact details for your local Jobcentre Plus Office or social security office are
in your local phone book and at the following web-site:
www.jobcentreplus.gov.uk 

St Loye’s Foundation Brittany House - Main Office

Brittany House, New North Road, Exeter EX4 4EP
Main enquiries: 01392 255428 Fax: 01392 420889
E-mail: info@stloyes.ac.uk          Web-site: www.stloyes.org.uk

This section includes the contact details for St Loye’s Foundation and also a
range of organisations that you may find useful.

Some phone numbers are ‘free phone’, which means calls are usually free of
charge from landlines.  For most other phone numbers, calls are charged at
the rate of local or national calls.  Call charges may be different if you call from
a mobile phone or public phone.  You should check the exact call charges with
the provider concerned.

Useful Contacts



For St Loye’s Brittany House

By Train: 
Visit www.thetrainline.com to plan your journey to Exeter by rail, or call
National Rail Enquiries on: 08457 48 49 50.  There are two train stations;
Exeter St Davids and Exeter Central. From Exeter St Davids, catch the H1 or
H2 bus to Exeter High Street, from here walk towards Waterstones book shop
and turn left onto New North Road. 

By Bus: 
Intercity buses arrive at the main bus station. From here, exit onto Paris Street
turn right and continue up the hill. Cross the High Street continuing on to New
North Road and past Waterstones book shop on your left. 

By Car: 
Please note that whilst there is no general parking at Brittany House, we do
have limited Disabled Parking spaces, please call us on 01392 255428 for
more details.  There are also disabled car parks next to the Brittany House
offices and at Exeter Central library near by.  For information on the nearest car
parks, please visit www.exeter.gov.uk, search car parks and click on: read
more about car parks.  A choice of car parks will be listed.  The nearest ones
to St Loye’s, Brittany House are King William and Howell Road. 

From the North (M5)
Leave the M5 at junction 29, at the traffic lights turn right onto Honiton Road
(A3015) signposted towards Exeter. At the roundabout take the 2nd exit
signposted to the city centre. 

How to find us...



From East (A30)
Follow A30 towards Exeter until it becomes the A0315 Honiton road at the M5
junction. From here follow the instructions above. 

From the South, South West A38/ A380 
Join the A30 towards Okehampton, exit at the Alphington/ March Barton turn
off. Take the 2nd exit signposted towards Exeter City Centre (A377). 

From the West (A30) Okehampton/ Cornwall
Follow the A30 towards Exeter. Exit at the Alphington/ Marsh Barton turn off.
Take the first exit signposted towards Exeter City Centre (A377).

By Taxi:
From Exeter St Davids and Central Railway stations, or Coach Station – ask for
St Loye’s reception at Brittany House on New North Road.  Please remember
to keep your receipts if your travel expenses are to be reimbursed.

For more detailed directions for all of the above, St Loye’s Residential
Accommodation Facilities and our Meet St Loye’s Open Days, please visit our
web-site www.stloyes.org.uk or call us on 01392 255428.

For Llandarcy, Neath – Satellite office

After exiting the motorway, turn South towards Llandarcy, Holiday Inn Express.
The D’Arcy Business Park is on your right.

For more detailed directions please visit our web-site www.stloyes.org.uk
or call us on 01792 824888 or 01392 255428.



If you haven’t done so already, please contact your local Jobcentre Plus office
to find out more about the options available to you.

If you would like to attend one of our next Meet St Loye’s events, or would like
to chat about the options open to you, please call us on 01392 255428.

We look forward to hearing from you and to welcoming you to St Loye’s.

St Loye’s is a registered charity and with your help we can help more people to
change their lives.  A very high percentage of the people we work with have their
lives changed for ever, other grow in confidence and whilst
perhaps not in work they are in a better place than
they were.  What we do we do well!  

EVERY POUND RAISED MAKES A 
DIFFERENCE
Donations, however large or small, are
always gratefully received as every penny
directly benefits our trainees looking to work.

To make a donation or to find out how you can
support St Loye’s, please visit our web-site
www.stloyes.org.uk or call us on 01392
255428.

What next...?



Notes...
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