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Executive Summary

It is now widely recognised and accepted that disabled people generally get a raw deal in relation to employment. They are up to seven times more likely to be unemployed than non-disabled people, and are often to be found in menial and low-paying jobs: they tend not to get access to training and career development opportunities and subsequently represent a wasted resource to the world of business.  

With the Disability Discrimination Act now being more widely implemented, and the “business case” for employing disabled people becoming more compelling, achieving diversity in the workforce is one of the drivers for business today. But how to set about achieving that diversity, and understanding what it means, is often a bit of a mystery.  In relation to including disabled people in the workforce there is the added difficulty of identifying and tackling the workplace barriers, both physical and attitudinal.

This workbook is designed to help with this process.  Based on a partnership project with Manchester Airport plc, funded by the European Social Fund, we have addressed three major strands of tackling the organisational changes needed in order to improve the employment prospects for disabled people.

We have considered

· policies and practices to do with recruitment, retention, and day to day management in respect of disabled staff,

· the commissioning and provision of training, especially for those with line management and recruiting responsibilities,

· the promotion of a positive culture in the workplace, and ways in which this might be tackled.

Included in the workbook are practical examples of tools used and explanations of activities undertaken.  In addition, there are some useful contact details and suggested sources of information and advice, as well as examples of “reasonable adjustments” that may be considered by employers.

It is our hope that employers will use this book, and our suggestions, to increase the number of disabled people in their workforce and begin to tackle the barriers which undoubtedly exist.  If we can support this process, then please contact us.

Breakthrough UK Ltd

Breakthrough UK Ltd was established in 1997 by Manchester City Council to externalise employment and training services to a disabled people-led organisation and to change the way services were provided for disabled people.  It provides training, employment and business opportunities to disabled people within the ‘Social Model of Disability’.

Now fully independent, Breakthrough UK Ltd is a company controlled and managed in the majority by disabled people to research, develop, and deliver appropriate services which promote and support independent living for disabled people.  In order to do this Breakthrough has committed itself to two key aims:

· Working with disabled people on a one-to-one basis to support them to 

           be independent and seek paid employment.

· Working to tackle the barriers and discriminatory policies and practices which disadvantage disabled people in the labour market.

Employment Support

Breakthrough supports employers by providing pre-employment training, support on the job, and possible funding support via the Government’s Workstep programme, previously the Supported Employment Programme.

Training for Work

We also have 3 work based training sites, which support disabled people into work by offering appropriate training and experience.

Research

Breakthrough is currently researching why some disabled people are successful in holding down jobs.  This eighteen-month project, will produce important research material, at the end of 2001, which will inform and influence our work.

Training and Consultancy Work

Breakthrough UK Ltd. is currently setting up a training and consultancy section which will aim to provide support to disabled people, employers and service providers.  It will address such matters as the Disability Discrimination Act and compliance, good practice in related matters such as recruitment and retention, as well as offering training in such matters as assertiveness and capacity building to disabled people.

Landing a Job

In 1999, Breakthrough was successful in obtaining European Social Fund (ESF) resources to undertake a project entitled ‘Trailblazers’.  This project aimed to support disabled people into training or employment and to work with training providers and employers to identify barriers and plan for their removal.  One major output of this work was the production of a report entitled, “Common Barriers and their Removal”, (available from administration at Breakthrough UK Ltd while stocks last) which identified barriers to disabled people in the workplace and offered action planning support to participating employers.

To build on this barriers work and to enhance the in-house knowledge and understanding of disability and employment matters for managerial staff at Manchester Airport Plc, and then make this knowledge more widely available through dissemination, Breakthrough obtained subsequent ESF funding to undertake a project in partnership with the Airport, entitled, “Landing a Job”.

Landing a Job was designed to offer training and consultancy to managers at the Airport and to support the identification of workplace barriers to disabled people in order to increase the number of disabled people employed at the Airport.

The project included: 

1. An analysis of personnel policies and procedures

2. The development of a ‘positive images’ poster campaign

3. A Jobs Fair

4. Disability Action Training and consultancy.

This handbook has been prepared as a guide for employers who would like to manage diversity more effectively, specifically in relation to the employment of disabled people, and reflects the work undertaken with the Airport.  It outlines the processes and key tasks that can be usefully undertaken in order to improve working practices, and offers ideas and practical tools to support these activities.

The Context

Managing Diversity

“The basic concept of managing diversity accepts that the workforce consists of a diverse population of people. The diversity consists of visible and non-visible differences, which will include factors such as; sex, age, background, race, disability, personality and work-style.  It is founded on the premise that harnessing these differences will create a productive environment in which everybody feels valued, where their talents are being fully utilised and in which organisational goals are met.”

Kandola and Fullerton 1994

Disability in the North West

The North West is home to approximately 6.9 million people, of whom 858,000 are disabled people of working age.  (Disability Rights Commission statistics based on the Spring 2000 Labour Force Survey).  This figure represents almost one fifth of the population of the region.

The Disability Discrimination Act 1995 (DDA)

The DDA was given Royal Assent in December 1995, and aims to end much of the discrimination which many disabled people face.  It gives disabled people rights in the areas of employment, access to goods, facilities and services and buying or renting land or property.

The employment provisions of the Act currently affect all employers with 15 or more employees.  The other provisions apply to anyone who lets or manages properties and all providers of goods, facilities and services, whether or not these are paid for, and regardless of how many people they may employ.

For service providers:

1. Since December 1996, it has been unlawful to treat disabled people less favourably than other people for a reason “related to their disability”.

2. Since October 1999, it has been necessary to make reasonable adjustments for disabled people, such as providing extra help or making changes to the ways services are delivered, so that disabled customers can access them.

3. In 2004, service providers will have to take reasonable steps to remove, alter or avoid any physical feature which makes it impossible or unreasonably difficult for a disabled person to access that service.

A disabled person is covered by the Act if they have “a physical or mental impairment, which has a substantial and long term adverse effect on their ability to carry out normal day to day activities”.  The Act protects the rights of a wide range of “people with sensory, mental or physical disabilities” including people who use wheelchairs, blind and partially sighted people, deaf people, people with arthritis, people with long term illnesses and people with learning disabilities.  It also covers “people with severe disfigurements and, in certain circumstances, people who have had a disability in the past”, for example, someone who has had severe depression but has since recovered.

Unemployed Disabled People

Disabled people are almost seven times as likely as non-disabled people to be out of work and claiming benefits, and are twice as likely to have no qualifications.  Employment rates vary greatly between types of impairment and are lowest for people with mental illness and learning disabilities.  There is little difference between disabled and non-disabled people in terms of whether their job is permanent.  Working disabled people frequently earn low wages and many are under-employed.

The Business Case

The National Employers’ Forum on Disability, in its publication ‘Unlocking Potential’, puts forward a compelling business case for including disabled people in a diverse workforce.  Disabled people tend to stay longer with their employers, have less time off, improve the image of the organisation internally and externally as a good employer, and bring to the organisation an ability to identify, develop and deliver products and services to disabled people who are estimated to have a spending power, in the UK, of £45 - 50 billion.

Contact details for the National Employers’ Forum on Disability can be found in Appendix lll.
The Social Model of Disability

The Social Model of Disability starts with the premise that disabled people are not a problem; the problem is the way that society is organised, which prevents them from playing their full role in it. 

The Social Model of Disability, an analysis that has been developed by disabled people themselves, says that disability is the loss or limitation of opportunity for people with impairments or long term medical conditions to take a full part in the life of the community on an equal level with others due to physical, organisational and attitudinal barriers.

Disabled people should enjoy the same rights as everybody - to live in the same streets, go to the same places and do the same things.  Building access and inclusion in from the start is a much cheaper and cost effective course of action than looking at individual solutions.

The Social Model covers people with a range of impairments including:

1. People with physical and sensory impairments, such as people who have

     walking difficulties or who are deaf or blind.

2. People with learning disabilities.

3. People with long-term medical conditions.

4. People with mental health problems.

Equality for disabled people is best seen in the same light as equality for other groups that experience discrimination.  The Social Model of Disability represents a diversity approach, as opposed to the welfare, medical or charitable approach.

The Seven Needs for Independent Living

“The Social Model considers what changes would be necessary so that all people might live ordinarily independent lives.  Disabled people identify seven fundamental needs, which have to be met for independent living to be a realistic option.  Ordinary independence is not about doing everything for yourself entirely but simply about being in control of what happens to you.

In order to make decisions about what happens to you, you need information about choices.  You may need help making those decisions from someone who has been in the same position themselves hence peer counselling.

Then, of course, you need housing, which you can get into, move about in, live in, and which is in the right place.

Once in your home, you need equipment, technical aids, the tools to make possible the things you want to do.

If DIY is not your cup of tea, you need personal assistance, someone to do some things for you - what you want, when and how you want it, provided by someone of your choosing.  If you have to be at work by 9.00 am, it is no good waiting for a ‘carer’ to arrive to help you get up.

In order to work or participate generally in society you have to be able to get out of the house and get around which means transport.
Accessible transport is great, of course, until you get to your destination.  Then you have to get in.  Access to the built environment is essential not just to people in wheelchairs, but also those with sensory impairments, learning disabilities, babies and small children, tall people, small people, in fact everyone.

These are the Seven Needs.  If, as a society, we develop our environment and services to meet them, we will be building a society that includes rather than excludes people, in which the social causes of disability are slowly eliminated.”

Naomi Crosby and Rob Jackson 1988 (revised 2000)

Training

Whilst training has to be a major consideration for any employer who wishes to manage diversity more effectively, especially in relation to the employment of disabled people, it is important that this is not seen to consist solely of a series of training sessions.  Managing diversity encompasses the organisation’s processes and systems, its culture and the skills of the managers within it.  If training is to have the desired impact then the skills, knowledge and perspectives learnt should be easily transferable back to the workplace - a workplace that supports the training with its systems, human resource processes, and a culture that encourages every employee to reach his or her full potential.

Training Needs Analysis

The first step along the route to improving your policies and practices in disability matters is to understand your own starting point.

If an organisation carries out both an Access Audit and an Equal Opportunities (EO) Audit, it will enable senior management to analyse and develop a training strategy aimed at identifying and intervening in current employment policies and practices.  Some contacts to help you with organising an Access Audit and an Equal Opportunities Audit can be found in Appendix lll. 

After an Access Audit for an organisation has been completed, which is the first step in the process, an EO Audit should follow.  An EO Audit will identify and benchmark the current situation: culture, attitudes, systems and procedures in order to establish the nature and extent of the Disability Action Training that is required.

Examples of objectives set during an EO Audit could include:

1. To examine the business case for valuing diversity.

2. To develop an understanding of disability and diversity in general and      

          creating and managing diversity within the organisation.

3. To determine whether or not it is an issue for the organisation.

4. To decide on actions, if any, to be taken.

5. To set out a programme including review points.

An EO Audit consists of two phases: information gathering and implementation.

Phase I - Information gathering could involve:
1)     Setting up an Equal Opportunity Audit Committee (including management, women, trade unions, disabled people etc.) to which the responsible consultant who is carrying out the EO Audit will report regularly.

2)     Conducting a workforce analysis by gender, grade, salary, length of service, promotion rate.  This may already be available from the company or may have to be gathered by the consultant. 

3)     An analysis of recruitment, training, promotion and transfer policies, practices, procedures and literature.
4)     Interviews with management, employees and trade unions to investigate attitudes as to why certain sectors of the population are under-represented in the work force and identify possible solutions.

5)     Production of a report with detailed recommendations, priorities and a clear review process.

Phase 2 - Implementation could include: 

1)     Presenting the report and recommendations to the “Board” (or a similar 

         body)

2)     Establishing an Equal Opportunities Committee or a regular 

        management forum for discussion and decision on these matters.

3)    Planning a full programme of activities based upon recommendations in

        the report.

4)    Implementing the programme, with monitoring, review and regular 

        feedback to the Equal Opportunities Committee and the “Board”.

This would support activities to redress existing imbalances due to residual assumptions, prejudicial attitudes and structural barriers working against the full achievement of equal opportunities for disabled people.  Senior management will be able to set up training sessions with specific objectives and outcomes that fit into a broader strategic aim.

Training (particularly that given to recruiters and trainers) is something that has proved to be very successful to organisations developing positive action programmes.  Training is obviously vital to an organisation, and if equal opportunities and disability issues are also incorporated into other forms of training by trainers then the message is reinforced within the organisation.  Providing Disability Action Training to recruiters, managers and those who request it sends a message across an organisation.  It:

1)  Outlines the behaviour expected of employees at work.

2) Explains to employees how they should conduct themselves, and what  

     information they should be considering when making decisions.

3) Provides people with the skills and knowledge to deliver what is expected 

     of them.

Fair recruitment, selection and assessment training is essential for personnel staff and managers in order for them to carry forward recruitment drives, induction, training, career development and appraisal assessments with greater objectivity and fairness.
Delivering Disability Action Training

The aims of Disability Action Training could include:

1) Developing a more in-depth understanding of the key issues concerning 

     disabled people and employment.

2) Furthering the corporate aim of employing a diverse workforce.

3) Setting Action Plans to meet the corporate targets set in this area.

The objectives could be that, by the end of the sessions, a participant would be able to understand key issues relating to disabled people and employment including:

1) Terminology, images and stereotyping

2) Barriers to employment

3) The Disability Discrimination Act (DDA) 1995 and other relevant  

          legislation

4) Where and how to get further information and advice

5) Identify positive actions already taken.

6) Recognise and discuss different models of disability and their 

         implications.

7) Implement key practices in relation to the social model of disability,

         within the context of their own workplace.

8) Explain how company targets for employing a diverse workforce can 

          be met in relation to disabled people.

9) Outline and implement a team Action Plan for change in this area,       

          with  specific targets, milestones and monitoring points.

The outcomes of Disability Action Training could include such things as:

1) A shared understanding of issues concerning disabled people, disability and employment.

2) A prioritisation of action areas which will give highest returns in line with company criteria.

3) An understanding and recognition that this is a strategic issue, which will impact on the direction of an organisation.

Disability Action Training sessions should be run by suitably experienced disabled trainers, since they not only have a theoretical understanding of disability related issues but also a practical understanding too.

A Disability Action Training Programme is best delivered over two or three days, spread over several weeks. This allows employees the opportunity to take information back from a session and trial its application in the workplace.

In order for the training to have the desired impact the skills, knowledge and perspectives learnt in the session should be easily transferable back to the workplace: it may be useful to make links to job descriptions, person specifications, appraisals, targets, team outcomes, and so on.

Action Plans

Action planning is an essential part of any Disability Action Training programme.  Action planning enables employers and employees to set up goals and recognise achievements.  It provides them with an opportunity to plan and commit themselves openly to applying principles they have gained during a Disability Action Training session.  Recognising the achievements made towards managing diversity can:

1) Improve attitudes by acknowledging successes.

2) Focus on the strengths of employees and the strengths of their  

   colleagues while enhancing communication skills across the board.

3) Motivate people to achieve more.

Action Plans should encompass SMART goals.  This means that they should be specific, measurable, attainable, relevant and timebound.
	SMART TARGETS



	SPECIFIC

	Define the required result clearly and precisely

	MEASURABLE

	Aim for measurable outcomes, stating numbers and quantities where possible



	ACHIEVABLE

	Good objectives will be agreed by all concerned and will be seen as achievable



	REALISTIC

	Not too ambitious but not too easy!

	TIMEBOUND

	To be achieved within an agreed time frame


Reproduced in Appendices l and ll of this handbook are specimens and examples of Action Plans completed by managers to give ideas on how to use them in a practical way.
Making it Happen

From the outset of any Disability Action Training, it is essential to gain the commitment of those involved, and attendance should be compulsory for senior management.  Senior management, recruiters, and those supervisors and employees who attend Disability Action Training should commit to, and be held responsible for, applying the principles they have learned during the training sessions at every opportunity they are given, and to develop support and raise awareness amongst their colleagues.  Accountability must extend across the entire organisation and these requirements are best built into supervision and appraisal sessions.  Every employee needs to be aware not only of what is required of them but also that they will be accountable for their responsibilities in the implementation of initiatives.  Regular reviews of Action Plans and commitments made during Disability Action Training programmes should be carried out by experienced individuals.  For example, it is essential, after practising these commitments for say six to eight weeks, individuals should share at least one result of this commitment with their line manager and with those colleagues who attended their Disability Action Training sessions.  This will enable the cascade of good practice, either top down or bottom up throughout the organisation. 

Review and Plan

Review and evaluation is a crucial element of any change initiative.  The evaluation stage of Disability Action Training will be helped by reference back to the aims, objectives and planned outcomes of the training.  Thus, it is crucial to have produced these with clarity.  The EO Audit should also have given some data against which comparisons can be made.

The information gathered during the Disability Action Training should not be retained solely by management because, if creating and managing diversity is to be the responsibility of all employees, then they must also receive this information.  Information on progress towards Action Plans will serve as a reminder of the importance of diversity and may also elicit feedback from employees on how to proceed.  This process will be helped if someone is appointed as responsible for collating and circulating this information.

It is essential that actions and outcomes are built into daily / weekly / and monthly mainstream activities, policies and processes, especially planning.  In this way, these issues will not “fall off the agenda” but will gradually seep into the everyday culture of the organisation.

Personnel Policies and Procedures

For employers who aim to manage diversity more effectively, especially in relation to disabled people, there are a number of important considerations and actions that they might take into account when analysing and reviewing their personnel policies and procedures.

Developing a Strategic Approach within the Organisation

Diversity will be best managed if there is commitment at the highest level in the organisation and if this is clearly demonstrated at every available opportunity.  The diversity agenda must be a corporate commitment and explicitly stated as the responsibility of everyone within the organisation to implement.  It is also essential that resources are identified so that when surveys are undertaken and recommendations put forward  (for example Access Audits) these can be implemented, or else the organisation’s commitment will be questioned.  In addition, appropriate targets must be built into work plans and these must be related to strategic plans, Business Plans and other relevant documents.

The measurement of the effectiveness of policies and procedures will be easier if the organisation can generate baseline figures that provide an indication, for example, of the number of people in the organisation who consider themselves to be disabled, and their position in the organisation.

To demonstrate the commitment of an organisation to developing a diverse workforce especially larger organisations, it may be helpful to establish a Diversity Working Group that draws its membership from employees at all levels of the organisation and from all areas of activity.  Such a group must be seen to have support and commitment from management at the highest level, to meet regularly and to disseminate information widely.  This group might best be seen as addressing broad policy matters, whereas the Equal Opportunities Committee highlighted on page 11 might better be seen as addressing operational matters.  For practical purposes it may be sensible to combine the two functions into the remit of one group.

Where a large organisation employs a number of disabled people, it can also be beneficial to establish an Internal Support Group.  This would consist of employees who identify as disabled people and would have a specific remit: this could include, for example:

1. Information sharing

2. Peer support

3. Advising the employers

4. Acting in a “consultant” role

All organisations wishing to develop a diverse workforce should undertake an Access Audit covering physical, sensory and signage issues.  Useful contact addresses and telephone numbers can be found in Appendix lll.

Once such an Audit has been completed it must not be left on a shelf but implemented and reviewed regularly.  To ensure that this occurs many larger organisations have found the establishment of an Access Working Group to be a useful way forward: alternatively, this function could be added to the remit of existing task groups.

An organisation that is really committed to developing a diverse workforce will aim to develop a number of policies including:

1. A Diversity Policy which incorporates disability.

2. Recruitment policies and procedures that spell out exactly what should be 

     done and when.

3. Retention Policies for staff who become disabled during their working life.

Generating a Vacancy – Job Descriptions and Person Specifications.

If an organisation wishes to fill a vacancy, whether this is a new post or an existing one, the first step will usually involve the generation or review of a Job Description which outlines the main tasks that the person appointed would be expected to cover.  At the same time, an analysis of the post is usually undertaken which would break the job down into essential and sometimes desired competencies, or skills, knowledge and experience, which would form the basis of a Person Specification.

In order to ensure that disabled people are not excluded it is essential that the Job Description and Person Specification do not contain tasks or competencies that are unnecessary, or that are discriminatory, and do not assume that there is only one way of achieving the required job outcome.  Examples would include suggesting that a person had to have a specific academic qualification when disabled people may have reached the same level of competency but by a different route, or insisting that an applicant has a driver’s licence when the job required them to be able to get to a number of different locations - which could be achieved by walking, public transport or being driven.

Many employers commit themselves to guaranteeing an interview to any disabled applicants who meet the essential criteria: if so this needs to be spelt out on the Person Specification and the job advertisement.

Good practice suggests that it is essential that anyone involved in drawing up Job Descriptions or Person Specifications has received appropriate training in Disability Action and Personnel Procedures.

Designing Advertisements

When designing a job advertisement, the key elements of the job need to be described clearly and concisely.  The advertisement needs to make it clear that applications from disabled people will be welcomed.  These statements need to be highlighted in the advertisement and not only be visible using a microscope!  Applications should be welcomed in a variety of formats including Braille, large print, disk and audiotape etc., and this information needs to be included in the advertisement.  This has obvious implications for the design of application forms.  Application forms, Job Descriptions and Person Specifications should be available in various formats before the job is formally advertised.

The advertisement should give a named contact for further details / application forms etc.  This person needs to have been trained and specifically briefed about the vacancy and the formats that will be considered.  This contact point should include text telephone and /or minicom facilities for potential applicants who are deaf.  Further information can be gained from the RNID or “Henshaws Society for the Blind”: their contact details can be found in Appendix lll.

Placing Advertisements

Many employers report that disabled people do not apply to them for jobs.  There are several ways of addressing this.  An employer could undertake an assessment of where advertisements are currently placed.  If this shows that the main medium is the national and local press, consideration needs to be given to inserting the advertisement in local Job Centres, the disability press, local radio, talking newspapers, on the Internet, on Teletext and circulating the details widely to local disability groups. Details can be found in Appendix Vl.
It is also useful to target Disability Employment Advisers at all the appropriate Job Centres and to work closely with these individuals to develop enhanced working relationships.

On-going review and evaluation of resulting applications from disabled people will assist in refining the advertising practice.

Application Forms

As mentioned earlier, applications should be considered in a variety of formats.  In terms of hard copies, they should be clearly laid out on matt, pastel coloured paper.  The typeface should be Arial or an equivalent and be at font size 14 as standard.

The section of the form that relates to Equal Opportunities monitoring should be completely detachable from the main application form and should specifically state that it will not be seen by those shortlisting.

In terms of specific questions on the application form relating to disability, there should not be any questions that ask whether the applicant considers themselves to be disabled, the only appropriate question should relate to what reasonable adjustments the applicant would need should they be offered an interview.

When application forms are sent out, they should always be accompanied by a copy of the Job Description and the Person Specification, together with copies of the relevant policies and background documents.

Shortlisting

It is essential that the people involved in shortlisting have received training in Disability Issues and Personnel Procedures.  If people are not shortlisting on a very regular basis, it may be helpful for them to receive briefing packs about the impact that certain impairments may have on a person’s performance at interview and in a job, e.g. how to work with a British Sign Language interpreter if the applicant is deaf.

Good recording systems need to be in place to show how decisions to include and/ or exclude applicants have been made, and all records safely stored for future reference.

All candidates invited for interview should receive a letter advising them of the interview arrangements.  This letter needs to be available in a range of formats, and to ask specifically what, if any; reasonable adjustments will be required by the candidate.  It is appropriate to reimburse a candidate’s reasonable travel expenses.  Given the general inaccessibility of public transport this may consist of taxi fares.

At this stage in the recruitment process it is important to consider where the interview will be held and what car parking arrangements etc. are applicable.  Some people who may not ask for specific reasonable adjustments but have minor mobility difficulties, for example, may assume that the venue will be reasonably accessible and that there will be some car parking close by.  It is helpful for all candidates to be received on arrival and asked if they wish to be escorted to the interview room.  British Sign Language Interpreters are notoriously difficult to book at short notice: this task should be a priority.  A contact website can be found in Appendix lll.

The Recruitment Interview

All those interviewing should have been trained in Disability and Personnel Procedures.

The interview should be structured so that all candidates are asked the same basic questions although ‘probe’ and ‘follow-up’ questions will obviously vary and the focus is on the person’s ability to do the job.  Any medical questions should be limited to those that are strictly relevant to the job.

Where ability tests are being considered it is essential that this method of assessment is carefully considered to ensure that it is an appropriate method of testing candidates for this particular position and does not put disabled candidates at a disadvantage.  If such tests are used and a disabled person feels that they have experienced unfair treatment as a result it is essential that they have an opportunity to discuss this with the person responsible for recruitment and selection.

The issue of reasonable adjustments should be brought up and discussed only after an individual is made an offer of employment.

Induction and Training

It is good practice for any new employee at an organisation, whether disabled or not, to receive induction and training.  It is essential that any disabled person who is offered employment receives excellent induction and training as experience has shown that, where this does not occur, the retention of disabled people is severely reduced as they are not always able to benefit from more informal means of induction and training.

Induction programmes should include:

1. Practical information about the workplace and how it operates.

2. Introductions to colleagues and personnel in other parts of the

     company/organisation.

3. Explanations of relevant policies and procedures.

4. How the job fits into the overall organisation.

Appendix lV contains a fuller model of an Induction Programme.

Some disabled people may need more time and flexibility to settle in to their new role and to be able to organise their own work area.  Assigning an experienced colleague who is willing to assist the new employee to find their way around an organisation frequently brings benefits.

Mentoring, shadowing and work placements can be useful aids to any employee’s career development, and disabled employees in particular since they tend to experience less and slower career progression than non-disabled people.

It is essential that any induction and training material is available in a range of formats.

Reasonable Adjustments

Under the Disability Discrimination Act, there is a duty on the employer to be aware of reasonable adjustments that may be required.  Therefore, it is good practice to have a policy on reasonable adjustments.  The issue of “reasonableness” is still relatively untested, but will include such matters as size of the organisation and the resources available.  Examples of reasonable adjustments can be found in Appendix V.

An employer should discuss, after the job offer what, if any, reasonable adjustments will be required to enable the new employee to fulfil their role efficiently and effectively.  These agreed adjustments must be relayed to the disabled person’s line manager before they start work and where appropriate be in place beforehand, in consultation with the disabled person.

Many adjustments can be funded through the Employment Service’s “Access to Work” Scheme: if applications are made before the 6th week of employment then the Employment Services will usually meet the cost in full.  You can find your local office in the phone book.  However, it may take several weeks for applications to be considered. This time delay may have an impact on the probationary period and therefore needs to be built into the timescale for a disabled person to settle in fully.
Doing the Job

If there appear to be problems disabled people may benefit from more frequent discussions about their performance, especially in the probationary period. Where performance difficulties are highlighted it is important that these are discussed openly with the disabled person and are not assumed to be related to the fact that they are disabled.

It is essential that disabled people are given the same career enhancement opportunities and training opportunities as their colleagues, as many disabled people are under-employed in relation to the qualifications that they hold.  Also, disabled people who were born disabled may have been educated in a segregated environment and may lack some of the qualifications, confidence and life skills which people educated in the mainstream tend to pick up as a matter of course.

Some disabled people have impairments that fluctuate: in this case, it is useful to build regular reviews of reasonable adjustments into the supervision arrangements so those gaps in provision are identified early.

It is essential that any training or personal development material is available in a range of formats, and in a timely manner – that is, at the same time as the standard text material.  These same principles should also be applied to the general provision of day-to-day general information.

Retaining Employees Who Become Disabled

The majority of disabled people are not born disabled but acquire their impairment later in life.  It is essential that employers have in place practices and procedures that are sensitive, and that encourage people who become disabled or have conditions that are deteriorating / fluctuating to disclose such information and be offered adjustments to enable them to remain in their existing jobs for as long as possible.  The options of redeployment or retirement should be seen as an absolute last resort, and redeployment for disabled people should be generally separate from any medical redeployment scheme.

The supervision and appraisal process can be used as a tool to support plans and activities which enable retention to be fully pursued.

Exit Interviews

It is good practice in any organisation to hold exit interviews with all employees who resign, to find out whether there were any amendments / adjustments that the employer could have made which would have encouraged the employee to stay.  Results from such interviews should be fed into reviews of the recruitment / retention policies.

Ideas for Cultural Change

The previous sections of this handbook have described a number of actions and policies that employers who wish to improve their approach to diversity may wish to consider.  In the long term, the culture of organisations needs to change.  As part of the “Landing a Job”, project two specific initiatives were implemented in order to begin a ‘culture change’.  These were:

1. A Jobs Fair

2. A ‘Positive Images’ Poster Campaign

The details that follow give a very brief idea of the work that was undertaken and why.  For more detailed information please contact Breakthrough’s Senior Employment Officer.
Jobs Fair

The Jobs Fair attempted to inform disabled people of vacancies that were available at a variety of organisations and to increase the awareness of employers of the talents and skills of disabled people as prospective employees.  The event was advertised to local disabled people and groups run by and for disabled people so that all parties could meet in a relatively informal setting.

Experienced support workers were provided who could accompany people around the Jobs Fair and provide any necessary support to access and to apply for vacancies on offer.  Employers were encouraged and supported to provide information in a variety of accessible formats; readers and British Sign Language Interpreters were provided.

The employers that participated were targeted because they were known to be positive about the recruitment of disabled people.  Wide ranges of jobs were on offer, with over 600 job vacancies offered through 19 employers. 

The intention was to attract several hundred disabled people to attend.  On the day, just over 200 disabled people attended.

Poster Campaign

Traditional views of disabled people often reinforce the stereotypical image of someone who is, alternatively, brave, tragic, dependant, incapable and in general need of “looking after”.

Our poster campaign attempts to deliver and highlight positive images of disabled people in their working environment.  The text on the posters is straightforward and factual, and the images presented are of people relaxed and capable in their working environment.

The aim of these images is to challenge preconceived ideas about disabled people and to “explode” some myths.  This is done by showing a number of disabled people in their own workplaces doing a range of ordinary and not so ordinary jobs.  The posters can be displayed as reminders and prompts for agreed actions around diversity and to reinforce a revised image of disabled people in the workplace.

Subject to availability, free posters can be obtained from the Administrator at Breakthrough UK Ltd.
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	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	Carry out an audit of policies which relate to the increase in employment of disabled people



	Provide report to management 



	PLANNING STEPS: How will this be done?
	By whom
	How will I check?
	When?
	Done

	Examine Gold HR Book and departmental work plans/policies


	Audit
	Check documentation
	March
	No

	Visit HR + Departmental Managers to discuss plans and progress


	Audit
	Check documentation
	April
	No

	Report back to management


	
	
	
	

	Whom will I tell and ask for support?

	Head of Internal Audit – ASAP



	How will I know when I have achieved my goal?

	Production of report with detailed recommendations




	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	Carry out an audit/survey of policies and procedures as they stand 

	PLANNING STEPS: How will this be done?


	What resources will you need e.g. Equipment, supplies, people, £
	Will you need support/permission form outside the team? Who?

	Examine documentation
	1 or 2 staff 
	No

	Visit departments
	1 or 2 staff 
	Meetings set up to discuss findings

	Production of report with detailed recommendations
	
	No



	Monitoring – Building in Key Milestones

	What will you review?
	How?
	When?
	Who will be responsible?

	HR policies
	Schedule a meeting with Human Resources
	March
	

	Departmental work plans


	Schedule a time and date to review departmental work plans
	March/April
	

	Interview managers
	Schedule dates and times to meet with managers and discuss attitudes; e.g., why certain populations, e.g., disabled individuals are under-represented  possible findings.
	March/April
	

	When do you aim to have your project finished?


	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	To recruit 12 Ambassador temporary staff under the disability scheme who would work during the summer season of 2001providing advice and assistance to clients – particularly disabled clients.



	PLANNING STEPS: How will this be done?
	By whom
	How will I check?
	When?
	Done

	Discuss the idea with the Department Services Manager to find out the feasibility
	
	Meeting
	Jan
	Yes

	Advertise for the staff through Job Centres and Breakthrough UK, Ready, Willing and Able and Workable
	HR, Departments 
	Advertisements sent out to relevant organisations
	March/

April
	

	Recruit the staff by interviewing, medical and reference checks
	HR, Departments, Manager
	Progress calls
	April/

May
	

	 Whom will I tell and ask for support?

	Department Service Manager and HR Adviser for the department in end of February/beginning of March re taking the initiative further and actually recruiting the staff

	 How will I know when I have achieved my goal?

	When the staff have commenced work as Ambassadors for the summer season


	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	Recruitment of 6/12 temporary staff for Ambassador type work

	PLANNING STEPS: How will this be done?


	What resources will you need e.g. Equipment, supplies, people, £
	Will you need support/permission form outside the team? Who?

	The feasibility discussion with the line manager
	Individual discussion between myself and line manager of the department
	Signatures of senior management before advert etc. can be placed i.e. Approval to recruit/appoint  - forms signed

	Advertisement
	Cost of advertisement fees HR Adviser, application forms support
	How and who are you going to gain this information from?

	Recruitment Process
	2 staff to sit in on interview panel and assist with the whole process
	Who from HR will be responsible for sitting in and assisting with the whole process?

	Induction of staff
	HR Adviser will send out all offer letters and conduct reference checks/medical reviews prior to individuals starting work
	Who has the final say whether someone is fit to work?  A manager or the medical doctor?

	Monitoring – Building in Key Milestones

	What will you review?
	How?
	When?
	Who will be responsible?

	Advertisement
	Check on the wording to attract individuals and where it is being placed to gain best responses
	Prior to advert being placed
	Line Manager

	Shortlisting
	Check the response rates from the returned applications and also follow up
	Closing date
	Line Manager

	When do you aim to have your project finished?


	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	Using last Access Audit prioritise recommendations 

	Explore who ‘owns’ accessibility problems 

	PLANNING STEPS: How will this be done?
	By whom
	How will I check?
	When?
	Done

	Set up initial meeting to identify what can be done in this financial year.
	Design and Construction and Department
	Meeting is held- objectives are outlined
	Jan 2001
	Yes

	Improved lighting to end of area and colour contrasted grab rails in accessible toilets to be done by 05/04/01
	Design and Construction to work on this.
	
	April 2001
	Being completed

	How will this be done?
	By whom
	How will I check?
	When?
	Done

	Budget identified for the next financial year.
	
	
	
	

	Schemes to be identified – ongoing process being careful not to implement scheme, which may be detrimental to others.
	Accessibility Group

(D+C+ Department)
	
	15/2/01
	

	Accessibility Group highlighted need for ownership within the area and suggested Design should take this on.
	
	
	06/2/01
	

	Whom will I tell and ask for support?

	Line Manager 

	How will I know when I have achieved my goal?

	When planned work for the year has been completed and budget identified has been expended.


	PLANNING SHEET

	ACTIVITY: What do we want to do/achieve?

	Review, analyse and identify amendments to recruitment and training for Managers to ensure objectivity is a paramount constituent of the provision.



	PLANNING STEPS: How will this be done?
	By whom
	How will I check?
	When?
	Done

	Review of current provision


	
	Self
	2/01
	Yes

	Analysis of current provision against requirements with particular reference to DDA


	
	Self
	2/01
	Yes

	Provision of upgraded training product


	
	Attendance
	3/01
	Yes

	How will this be done?
	By whom
	How will I check?
	When?
	Done

	Job Descriptions
	
	
	
	

	Person Specifications
	
	
	
	

	Check Lists
	
	
	
	

	Advertisements
	
	
	
	

	
	
	
	
	

	Whom will I tell and ask for support?

	

	How will I know when I have achieved my goal?

	Delivery of revised programme.


	Monitoring – Building in Key Milestones

	What will you review?
	How?
	When?
	Who will be responsible?

	Current Programme
	Course Content
	2/01
	

	Analysis
	Benchmarking
	2/01
	

	Revised Product
	Benchmarking


	3/01
	

	Delivery
	Attendance
	3/01
	

	When do you aim to have your project finished?
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	PLANNING SHEET



	NAME: 



	ACTIVITY: What do we want to do/achieve?



	· 

	· 

	· 

	PLANNING STEPS: How will this be done?
	By whom
	How will I check?
	When?
	Done

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	PLANNING STEPS                                                                      

CONTINUATION SHEET No:……



	How will this be done?
	By whom
	How will I check?
	When?
	Done

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	Whom will I tell and ask for support?



	

	

	

	How will I know when I have achieved my goal?



	

	


	RESOURCES PLANNING SHEET

CONTINUATION SHEET NO : ………

	ACTIVITY: What do we want to do/achieve?



	· 

	· 

	· 

	· 

	PLANNING STEPS: How will this be done?


	What resources will you need e.g. Equipment, supplies, people, £
	Will you need support/permission form outside the team? Who?

	1. 
	
	

	2. 
	
	

	3. 
	
	


	Monitoring – Building in Key Milestones (Please refer back to your Planning Sheet) 

    CONTINUATION SHEET No: ……

	What will you review?
	How?
	When?
	Who will be responsible?

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	When do you aim to have your project finished?


Appendix lll

Useful Internet / Contact Links

	European Disability Forum
http://www.edf-feph.org/
Access the European Disability Bulletin for regular European disability news.


	British Council of Disabled People

http://www.bcodp.org.uk/
The organisation for disabled people’s organisations in this country.  Up to date news, views, and research.


	Disability Network

http://www.disabilitynet.co.uk/
Wide ranging news and information internet resource for disabled people.

	Ability Net

www.abilitynet.co.uk
Provides information about the use of computer technology for disabled people.


	TUC (Trades Union Congress)

http://www.tuc.org.uk/
Provides information on the New Deal, One Pilots and Social Security and TUC disability information.
	DfEE Disability Pages

http://www.disability.gov.uk/
Department of Education and Employment, click on Disability Rights Task Force for the full and vital report to take disability rights forward. 




	Inland Revenue

http://www.inlandrevenue.gov.uk/home.htm
Has information on Disabled Person’s Tax Credit and Working Families Tax Credit.


	Benefits Agency

http://www.dss.gov.uk/ba/
Home page of the Benefits Agency.  Has the Decision Maker’s Guide online at this address.  

	Royal National Institute for the Blind (RNIB)

http://www.rnib.org.uk/.

Major UK website for people with visual impairments.

	Scope – The charity for people with Cerebal Palsy

http://www.scope.org.uk/.


	RADAR 

http://www.radar.org.uk/

	Disability Rights Commission

www.drc-gb.org
e-mail enquiry@drc-gb.org


	Henshaws Society for Blind People

http://www.hsbp.co.uk

	Deafness Support Network

http://www.deafsoc.co.uk
Council for the Advancement of Communication with Deaf People.

tel:    0191 383 1155 (voice)

Text: 0191 383 7915 
	The Employers’ Forum on Disabilty
www.employer/forum.co.uk
National employers’ organisation concerned with employment and training of people with disabilities.


	Manchester Disabled Peoples’ Access Group

tel: 0161 273 5033 (voice and text)

email: admin@mdpag.org.uk
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Basic information to be provided on Day One

	
	ITEM
	CHECK

	
	The Induction Timetable.
	

	
	A Contract of Employment
	

	
	An outline of the staffing structure
.

	

	
	A new diary.
	

	
	Mission Statement
	

	
	Confidentiality Policy
	

	
	Equal Opportunities Statement.
	

	
	Health and Safety Policy.
	

	
	Fire Procedure
	

	
	Disciplinary & Grievance Procedure
	

	
	Complaints Policy
	

	
	Timesheet
	

	
	Log Sheet
	

	
	Holiday Request Form
	

	
	Sickness Self Certification Form
	

	
	Telephone extension list
	

	
	Minicom instructions
	

	
	Typetalk instructions
	

	
	Travel / subsistence amounts
	

	
	Diagram of building
	

	
	
	

	You should already have:

	
	Job Description
	

	
	Person Specification
	

	
	Personal Details Form
	

	
	Social Model / Independent Living briefing sheet
	


INDUCTION TIMETABLE.
The purpose of this timetable is to provide an outline of "introductory sessions" with significant people, to help new staff to be familiar with the job and the context in which they will be working.  

DAY ONE – 

SESSION 1: 






- WELCOME

- Explanation of induction programme

- Collection of personal details


description of the overall team and management structure, 


context of new staff’s jobs in relation to other jobs


lines of accountability and management


performance, targets and pay


introductions to staff members, 


tour of workplace - toilets, kitchen/tea facilities, fire alarms, extinguishers, 


fire exits and procedure, first aid arrangements, parking, security/keys


run through diary, significant meetings, events etc already timetabled.


Site visits – 

SESSION 2 -                                                                                                            

Brief explanation of current development plans, 


some basic history and background to the job and the project.


Systems: including timekeeping, time off in lieu, arranging leave, 


ensuring office cover, notifying sickness or other absence.


allocated time with existing staff to informally discuss your new job, and


what it entails.


SESSION 3 -  
 

how we deal with post, phone calls, visitors, distributing information


basic financial procedures - petty cash, expenses claims, 


authorisation of work-related expenditure, salary arrangements,


basic equipment - answerphone. photocopier (incl. ID number),   

         computers, 


printers,  minicom, etc


health and safety aspects/procedures; 


disciplinary & grievance procedure,


union details.

SESSION 4: 
- Explanation of relevant policies and procedures, including - 



equal opportunities





confidentiality






health and safety






complaints







others
(if any)




SESSION 5 (final session):


clarification of the job and its purpose.           

clarification of new worker's tasks, 


identify gaps in knowledge and clarify

clarification of what decisions the new worker can take alone, what needs

to be checked, and who should check it.


clarification of the probationary period, how it will be conducted and by


whom


clarification of supervision and management structures.

	Date of mid-term probationary period review 

(13 weeks)


	

	Date of end of probationary period review     

 (25 weeks)


	

	Probationary period to be conducted by:



	Induction completed / not completed satisfactorily - 

	Manager



	Employee
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Reasonable Adjustments – Making Changes- Checklist

Employers may have to make one, or several, of the following adjustments:

· alter premises

· allocate some duties to another employee

· alter working hours

· transfer the person to another place of work

· allow absences during working hours for rehabilitation, assessment or treatment

· give or arrange additional training

· provide specialist equipment, acquire or make changes to equipment

· alter instructions in reference manuals

· modify procedures for testing or assessment

· provide a reader or interpreter or support worker / P A (personal assistant)

· provide supervision

Appendix Vl.

Media Checklist for Advertising Job Vacancies

	Greater Manchester Coalition of

Disabled People

Carisbrooke 

Wenlock Way

Gorton

Manchester M12 5LF

Tel: 0161-273-5153

Fax: 0161-273-4164
	Ceefax (Jennifer Dobbs)

Read Hear

CSV  Media

237 Pentonville Road

London N1 9NT

Tel: 0207-833-1894

Fax: 0207-833-5689

Email : jdobbs@csv.org.uk


	Employment Service

Levenshulme Job Centre

Manchester

M12 4QP

Tel: 0161-253-3800

Fax: 0161-253-8989


	Manchester Evening News

Deansgate 

Manchester

M60 2RD

Tel: 0161-832-9191

	Jobs Update

Manchester City Council

Town Hall

Manchester

M60 2LA

Tel : 0161-234-3300


	Jobs Northwest

Guardian Group

Manchester

M3 3RN

Tel: 0161-832-7200

Email : Stephen.dow@guardian.co.uk


	Disability Now

6 Market Road

London N7 9PW

Tel: 0207-619-7320

Fax: 0207-619-7331

Email: dan.batten@scope.org.uk

	Ready, Willing, Able

27 Harborough Road

London SW16 2XP

Tel: 0208-696-7006/0208-677-0262

Fax: 0208-696-7006

Website: www.readywillingable.net


	Disability Research mailing list:

Disability.research-request@jiscmail.ac.uk
(Email list admin: Mark Priestly at:

British Coalition Of Disabled People

Disability Research Unit

Leeds University)
	Centre Independent Living (CIL)

Armley Grange Drive

Leeds LS12 3QH

Email: info@leedscil.org.uk


	DANMAIL

Email: m.higgins@sheffield.ac.uk
(Send messages to moderator Mike Higgins.  As of March 2001, list has approximately 200 members)


	Greater Manachester Coalition of Disabled People DAT Project

Email: dat.project-gmcdp@wccom.net


	DEE (Disability Equality in Education)

Publishers of Inclusion Now

Contact: Sue Rickell

Tel: 0117-965-5420

Email: suerickell@allies61.freeserve.co.uk
	The Big Issue

Tel: 0151-707-9191

Fax: 0151-707-9180

Email:

Richard.brown@bigissueinthenorth.com


	Disability Arts in London 

DAIL Magazine

34 Osnaburgh Street

London NW1 3ND

Tel: 0207-916-4202

Fax: 0207-916-5396

Email: enquiries@dail.dircom.co.uk
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