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Introduction

In this guide, you’ll find practical advice on how to attract, recruit, 
develop and retain disabled employees, as well as what support 
and resources are available to help employers create a workforce 
that is representative and open to all. 

We want to help employers recruit and retain the very best talent 
to their business. We hope this guide will do that by inspiring more 
employers to take action to ensure everyone has the opportunity 
to achieve their potential and contribute positively to their 
organisations.

Welsh Government developed this guide with the kind help and 
guidance of many organisations, who have made numerous 
helpful suggestions and checked drafts. We are grateful for their 
contributions.

This is intended to be live, working guidance. If you would like to 
suggest any helpful additions, please email
SkillsGatewayforBusiness@gov.wales. 

mailto:SkillsGatewayforBusiness%40gov.wales?subject=




Policy position

Welsh Government is committed to creating 
a more equal Wales where individuals have 
equality of opportunity to gain employment 
and there is a culture of inclusive access 
to a workforce that reflects society and 
our communities. Within these pages you’ll 
find practical help and advice on recruiting, 
developing and supporting disabled people in 
Wales as part of your workforce. It will explain 
the benefits and advantages of an inclusive and 
diverse workforce, while dispelling the myths 
and perceived employer barriers to hiring 
disabled employees. 

The Welsh Government is committed to making 
Wales a fair work nation. Fair work is defined 
as work in which workers are ‘fairly rewarded, 
heard and represented, secure and able to 
progress in a healthy, inclusive environment 
where rights are respected’.

Equalities is an integral component of the 
characteristics of fair work which have the 
potential to make a positive impact on the 
employment of disabled people. 

Further information on this can be found in 
Fair Work Wales, the report of the Fair Work 
Commission, published in 2019. 

2

https://www.gov.wales/fair-work-wales




The many advantages of
employing disabled people

Disabled people are an asset to workplaces 
and bring new and different life experiences, 
talents and perspectives that are valuable and 
exciting.

Diversity and inclusivity in the workplace makes 
good business sense. 

• Access to a wide and varied talent pool. 
Your business should employ the best 
person for the job. Disabled people are 
an asset to workplaces and bring new 
and different life experiences, talents and 
perspectives that are valuable and exciting.

• Benefiting from the many advantages of 
diversity.  
By ensuring your business has a diverse 
workforce, you are making sure you have 
access to many different viewpoints, 
ideas, abilities and talents. It also ensures 
organisations have a greater understanding 
of the customer base – all of which will 
make your business stronger.

• A diverse skillset.  
Disabled people offer a wider perspective 
when problem solving. They may offer skills 
such as British Sign Language, which allow 
organisations to communicate better with 
customers.  

• A loyal, dedicated and hard-working 
workforce. 

For further examples of reasons why to employ 
a disabled apprentice, please click here. 

A diverse workforce can not only lead to 
increased productivity, creativity and profitability, 
but it will help to attract new customers and 
staff. As an employer, you want to attract, recruit 
and retain the best talent. Disabled people can 
broaden your pool of talent and give you a 
competitive edge.
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The social model of disability

Let’s change how we all think about disability.

The historic approach to disability in the UK has 
been based on the Medical Model of Disability 
(in which a person’s impairment is seen to be 
the thing which disables them).  

The Social Model of Disability distinguishes 
between ‘impairment’ and ‘disability’. It 
recognises that people with impairments 
are disabled by barriers that commonly exist 
in society. These barriers include negative 
attitudes and physical and organisational 
barriers, which can prevent disabled people’s 
inclusion and participation in all elements of life 
and means they cannot fulfil their potential. This 
approach is enshrined in the UN Convention on 
the Rights of Disabled People, to which the UK 
is a signatory.  

Put simply, the Social Model of Disability tells 
us that individuals may have an impairment 
or difference, but it is society that disables 
them by the obstacles we put in their way. For 
example:

• A person with a mobility impairment who 
uses a wheelchair is disabled by a building 
which doesn’t include lifts, ramps or 
accessible toilets;

• Someone with an energy impairment such 
as M.E. can be disabled by decisions to hold 
meetings at times when they are unable to 
participate. 

Here is a short video by Welsh Government 
which explains the Social of Model of Disability 
within the workplace.

 

Welsh Government is committed to using the 
Social Model in all aspects of its work and is 
encouraging other employers to think in the 
same way. That means it should be the basis for 
what we do ourselves as employers, managers, 
and colleagues of disabled people. 

The Social Model of Disability encourages us 
to think about how we can all take action to 
remove obstacles to ensure everyone can 
thrive. The Welsh Government has produced 
‘Action on Disability: The Right to Independent 
Living’, which is a framework and action plan 
using the Social Model. Please click here for 
the document. 

For further information and advice on the Social 
Model of Disability, please see Disability Wales’ 
website. 
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https://www.dropbox.com/sh/ix254zynj1hnmks/AAAY8_jEI39v04XnBK8E3pVha?dl=0
https://gov.wales/sites/default/files/publications/2019-09/action-on-disability-the-right-to-independent-living-framework-and-action-plan.pdf
http://www.disabilitywales.org/social-model/




Myth busting

There are many common myths around the 
barriers to creating an inclusive workforce.

Many of these stereotypes and preconceptions 
create and reinforce the barriers to a disabled 
person’s employment opportunities. They also 
limit the opportunities and pool of talent that 
your business can benefit from.

The benefits of recruiting and retaining people 
with impairments are many. It might be helpful 
to explore some of the myths and unconscious 
biases that could be stopping your business 
from recruiting more disabled people.

Myth: Employing someone with an impairment 
will be expensive and complicated.

Reality: It is good practice for employers to 
consider the individual requirements of all 
of their employees. Importantly, there isn’t a 
one-size-fits-all – therefore each employee will 
need personalised adjustments, so the best 
way forward is having a conversation with the 
individual about what they need to carry out 
their tasks.

Employers have a legal duty to make 
reasonable adjustments to help disabled job 
applicants and employees in circumstances 
where a disabled person is placed at 
a substantial disadvantage.  Many of 
these adjustments can be as simple and 
straightforward as installing a ramp, allowing 
flexible working hours, reassigning tasks or job-
carving - where an employer identifies specific 
tasks that might be assigned to a disabled 
employee. You can find out more about making 
adjustments here.  
 
Specialist guidance and support for certain 
impairments is available through external 
organisations. Please see our resources page 
for links.

This does not need to be expensive, as 
often adjustments are low-cost (on average, 
around £751), and there is government funding 
available to meet costs over and above what 
it would be reasonable for the employer to 
pay. The UK Government’s Access to Work 
programme means employees may be able 
to access funding to assist with any potential 
adjustments. Please click here for more details. 

Myth: Health and safety always provides a 
legitimate reason for not taking on a disabled 
employee.

Reality: Health and safety should not be used 
as an excuse for not employing disabled 
employees, or for refusing to make reasonable 
adjustments to a workplace. In most cases it 
will be possible to make adjustments which 
will remove any health and safety risk to the 
employee or reduce it to an acceptable level. 
There is a wealth of advice, guidance, and 
support available to employers to help them 
recruit, develop, and retain disabled employees 
on our resources page.

Myth: It’s difficult to know what language to use 
and how to talk about it.

Reality: The Welsh Government has a handy 
guide here which explains what language you 
should be using. It is also important to ask 
people themselves about the language they 
use and to acknowledge the response. Most 
importantly, you should be having respectful, 
open conversations with all your staff to ensure 
that both employer and employee are satisfied 
with arrangements.

1Disability Rights Commission (2015). Top Tips for Small Employers: A guide to employing disabled people. Available 
online: http://www.smarttar.co.uk/wp-content/uploads/2015/12/top_tips_for_small_employers_-_a_guide_to_
employing_disabled_people.pdf
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https://www.gov.uk/reasonable-adjustments-for-disabled-workers
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Myth: This doesn’t apply to my employees so I 
don’t need to know any of this.

Reality: Many impairments such as mental 
health conditions are not always physically 
visible. However, an employer is under a duty to 
make reasonable adjustments if there are signs 
from which they could reasonably be expected 
to know that a job applicant or employee had 
such an impairment. Also, many people acquire 
their impairment within their working lives. Even 
if your employees don’t need adjustments now, 
they may do in the future. Your employee may 
not know themselves that support is available, 
so it’s important for you to be aware.

Myth: All staff are to be treated equally as it 
would be unlawful to treat a disabled person 
more favourably than a non-disabled person. 

Reality: The Equality Act 2010 contains a 
provision referring to a general positive action, 
which allows employers to take measures 
aimed at alleviating disadvantage or under-
representation experienced by those with 
protected characteristics, which includes 
those with a disability. There is also a separate 
positive action provision relating specifically to 
recruitment and promotion in employment. 

Whilst this is a complex area, the Government 
Equalities Office has published a quick start 
guide to using positive action in recruitment 
and promotion, which includes worked 
examples: an employer could, for example, 
decide to restrict access to a training course to 
disabled employees and this would be lawful. 
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https://www.gov.uk/government/publications/employers-quick-start-guide-to-positive-action-in-recruitment-and-promotion
https://www.gov.uk/government/publications/employers-quick-start-guide-to-positive-action-in-recruitment-and-promotion




Being open for business – 
attracting disabled employees

It’s important to be clear that your business is 
inclusive and welcomes disabled employees. 
This will raise the number of applications from 
disabled people, by signalling to prospective 
disabled applicants and employment 
organisations that your business is an inclusive 
and supportive place to work.

Remember that your business should have 
meaningful policies and procedures in place in 
addition to celebrating diversity on social media 
and online. 

Below are a few examples of how you can 
ensure that your business is inclusive:

• Be proud of your inclusive approach: 
Celebrate inclusion and diversity within 
your business through your social media 
channels, websites and other marketing 
materials. Disabled people need to see 
themselves reflected within the organisation 
to encourage them to apply. 

• Get involved: Celebrate awareness-
raising events, such as the United Nations’ 
Day of Disabled People, World Autism 
Awareness Week and Deaf Awareness 
Week, among many more including a week 
focusing on learning difficulties. This is a 
great way to promote and learn more about 
different impairments, including how you 
and your employees can help, and show 
your support.

• Create stepping stones: Could your 
business offer paid work experience 
placements, apprenticeships, work trials or 
internships for disabled people, to support 
them to learn workplace skills? If so, you 
could be instrumental in helping someone 
to get onto the career ladder – as well as 
helping your business to flourish. There are 
various organisations who can help you set 
this up – please see our resources page for 
more details. 

 
 
 

• Reach out to partners: There are plenty 
of organisations which support disabled 
people to secure employment. They’re 
always looking out for businesses to reach 
out and say they are open for business – 
so get in touch! You can find a list of some 
of these organisations in our ‘Resources’ 
section.

• Earn a badge: There are lots of schemes 
you can engage with to become an 
inclusive employer. See our resources 
page for how you can become a Disability 
Confident employer, for example. Display 
the badge with pride!

This is just a handful of ideas to make sure your 
business is welcoming to disabled employees, 
but of course there are many more things you 
can do!
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https://www.un.org/en/observances/day-of-persons-with-disabilities
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Recruitment

Application process
There are a number of steps you can take to 
widen the appeal of your job advertisements 
and make them more inclusive. Firstly, some 
people might not think that a job or business is 
welcoming to disabled people, so making clear 
that your organisation welcomes applications 
from people of all backgrounds is important. It 
may also be useful to remind candidates of the 
support that is available to them to attend an 
interview. If you use informal networks or word 
of mouth to recruit you may not be advertising 
that you are an inclusive workplace, therefore 
you could miss out on engaging with a wide 
range of talent and skills. Please consider if 
this is the best way to recruit - there is a lot 
of support available for you. It’s a good idea 
to regularly monitor the effectiveness of your 
recruitment practices. How many disabled 
people get employed as a result? What can you 
do to improve?

Advertising the job
Provide a diversity statement in your job 
descriptions and adverts so people can quickly 
identify your business as one which cares 
about inclusivity. Here’s an example: ‘If you’ve 
got the right skills for the job, we want to hear 
from you. We encourage applications from the 
right candidates regardless of age, disability, 
gender identity, sexual orientation, religion, 
belief or race.’

Ask all candidates whether they require 
adjustments or additional support during 
the application process to ensure they can 
perform to their best. Ensure applicants know 
you are positive about providing adjustments. 
Provide contact details if applicants would 
like information in an alternative format or 
if they require any adjustments. This could 
be contained within a sheet that can be 
separated from the main application, so that 
those who are undertaking shortlisting are 
basing their assessment of suitability on the 
person’s skills and experience, and not being 
influenced by other factors related to protected 
characteristics. 
 

Scrutinise your advert to ensure there 
aren’t any skills or qualifications advertised 
that are not required. Some apprenticeship 
or job adverts will specify that the applicant 
requires a driving licence which can exclude 
some disabled candidates – do they have to 
drive, for example, or can you reframe this as 
‘being able to travel’, which could be via public 
transport, taxis or other means?  Specifying 
‘verbal communication’ may alienate people 
who communicate via alternative means 
such as sign language. Ask yourself whether 
a certain skill, knowledge or qualification is 
really pivotal or if it can be developed once 
the person starts. If it can be, then consider 
listing it as ‘desirable’ rather than ‘essential’. If 
it is an occupational requirement, explain why.
Similarly, specifying that an applicant ‘must be 
physically fit’ may discriminate against disabled 
people.  If a job does have a particular set 
of physical requirements then these must 
be clearly described, and try to explain why 
they are a requirement. This allows disabled 
candidates the opportunity to assess whether 
they can meet the criteria and/or whether any 
adjustments to the role could be made to 
enable them to do it.

Using inclusive language will help to attract 
a wider range of potential candidates. 
Unnecessary jargon can make a job seem less 
appealing and more inaccessible to some, so 
plain language should be adopted. Please 
click here for Welsh Government advice on 
language. It’s always a good idea to ensure 
your advert is in a font which is easy to read 
and to provide a range of contact methods, 
such as telephone and email address. Check 
your application form is fully accessible. 

Checklist
X Don’t list criteria that are not essential to do 
the job 
X Don’t use terms like ‘physically fit’ or 
‘energetic’
X Don’t use unnecessary jargon 
✓ Do use inclusive language positively 
✓ Do provide a diversity statement in your job 
adverts
✓ Do ask all candidates if they require 
adjustments 
✓ Do advertise if you’re part of the  
Disability Confident scheme 14
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Shortlist and interview

It is easy for recruiters to hire individuals who 
reflect either their own image or their own 
idea of what ‘type of person’ fits within their 
team. Unfortunately, these preconceptions 
can prevent businesses from increasing 
their diversity and becoming an inclusive 
workforce. Considering all applicants’ skills 
and experiences objectively will help to find 
the best person for the role. Recruiting people 
who have different backgrounds to your own 
means your organisation can reap the benefits 
that diversity brings. For example, you may wish 
to consider training on ‘Unconscious Bias’ for 
those involved in the recruitment process. 

It’s important you try to make the recruitment 
experience as fair as possible for everyone, 
which might mean making recruitment 
adjustments for disabled applicants to ensure 
equal access to the recruitment process. This 
helps to ensure everyone is able to perform to 
their full potential. Explain the interview process 
clearly to candidates beforehand so they know 
what to expect, and ask if they require any 
adjustments. Everyone is individual and you 
should ask the candidate what adjustments 
they need to perform to their potential. 
Explaining the type of tasks beforehand will 
enable them to pick up where they may need 
reasonable adjustments. Some examples of 
adjustments at an interview might be: 

• Dim the lights for someone with epilepsy.
• Allowing personal support for a person with 

learning difficulties at interview.
• Where are your panel sitting? If they 

are placed in front of a bright window, a 
candidate with hearing impairment/loss 
might not be able to see their mouths to lip-
read. Put them in front of a blank wall and 
ensure they take turns to speak.

• If a deaf candidate needs a BSL (British 
Sign Language) interpreter it is helpful to 
provide the interpreter with the questions 
beforehand to prepare. For lengthy 
interviews, two interpreters may be required.

• Don’t make presumptions, for example, that 
a person with hearing impairment/loss will 
want the questions written down for them, 
as this could cause unnecessary offence.  

It’s always best to ask the candidate in 
advance what communication methods 
work best for them.

• Explain what candidates can expect at the 
interview, including how many people will 
be on the interview panel and their roles 
within the organisation. This may particularly 
support individuals with anxiety or autism. 

• Be punctual when it comes to the interview 
time for candidates with autism. If you’re 
running late keep candidates informed 
or consider rearranging the interview for 
another day. 

• Remember an interviewee with autism may 
respond better to literal questions. Invite 
applicants to take notes or offer to repeat 
the question if this helps.

• Be willing to adjust the time of the interview 
for someone who may need longer to travel.

• Provide more time on written tasks for 
people with dyslexia.

• Would a remote interview be a possibility? If 
so, think about how to ensure this works for 
the candidate – for example, using a video 
interview instead of a phone interview.

Interviews might not be the best recruitment 
process for some to showcase their abilities, 
so offer alternatives for people who have 
different ways of learning. Work trials can 
allow candidates to demonstrate their skills in 
a real-life working environment, for example: 
role play, presentations or exercises can also 
enable them to express their talents in a fairer, 
less restrictive format. Changing the testing 
format should not mean you’re not testing 
people equally – it should mean you’re testing 
them equally but in a different way, and see 
the section on adjustments for guidance. 
Remember that under the Equality Act 2010 you 
must not ask about a job applicant’s health until 
you have offered them a job, except to:

• Find out whether they need any 
adjustments during the recruitment process

• Find out if they can carry out an essential 
function of the job

• Monitor whether applicants are disabled 
(this must be anonymous).
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Retaining and supporting

Knowing how to support disabled employees 
within work is very important for your business, 
if your employees thrive, so too will the 
business.

Did you know that most disabled people 
become disabled within their working life?  
Supporting them to adapt within work is not 
only following the law, but also ensures your 
business can continue to benefit from the 
experience and ability of all, instead of losing 
valuable employees.

Adjustments
As an employer, you have a legal duty to make 
reasonable adjustments to support disabled 
job applicants and employees in circumstances 
where a disabled person is placed at a 
substantial disadvantage. This includes making 
workplace adjustments – adjustments that 
are reasonable to you, the employer, and 
the individual. Please note that reasonable 
adjustments are referred to as reasonable 
adjustments, workplace adjustments and 
recruitment adjustments.

Everyone is individual and you should ask your 
employee what adjustments they need. Larger 
employers may be able to make a referral to 
their Occupational Health team, who could 
make recommendations on suitable reasonable 
adjustments.

Please see the UK Government’s guide here, 
and our Resources page for suggested links 
to more specialised advice. Most adjustments 
cost very little or nothing, and If there are 
costs involved beyond an amount reasonable 
for the employer to pay, the UK Government 
can provide funding through the Access to 
Work Scheme. Please click here for more 
information. The specialist support employment 
organisations listed in the resources section 
can provide specialist support and guidance. 

 
 
 
 

Supportive Environment and Culture
It’s important to reassure all employees that 
they can, in confidence, raise any concerns 
about issues affecting them inside or outside 
of work. Both disabled and non-disabled 
employees could have additional challenges 
outside of work that may impact them in the 
workplace. It can be difficult for people to ask 
for extra support at work, whatever that may be, 
so try to create a supportive environment and 
culture where employees are encouraged to 
speak up if necessary.

• Ensure the relevant people within your 
business are aware of how to support 
disabled colleagues, while ensuring their 
right to confidentiality is upheld. This 
could be managed by providing training 
on supporting disabled colleagues, and 
managers in particular should have training. 

• Encourage employees to set up networks, 
such as a disability network, to ensure 
people have peer support within work.  In 
addition to their primary peer support 
function, these networks can also support 
the organisation, for instance, offering 
feedback to proposed changes to policies 
that affect staff working conditions.

• Consider collecting opinions anonymously 
through staff surveys, so employees have 
many ways to tell the business what’s 
working and what isn’t.

• Make a senior person within your business 
a ‘disability/equality champion’, which can 
highlight your business’ commitment and 
dedication.

• Encourage a mentoring system, to ensure 
people have extra support when they need 
it. Remember that disabled employees 
should be mentors as well as mentees2. 

• If you’re a large business, consider 
introducing a ‘workplace passport’. This is 
a document the employee can bring with 
them when they start new roles in new 
departments, and explains what workplace 
adjustments they need. This should only 
be shared with whoever the disabled 
employee explicitly agrees to share it with.

2Anne O’Bryan and Stephen Beyer, Valued in Public: Helping people with a learning disability to work in public bodies

https://www.gov.uk/reasonable-adjustments-for-disabled-workers
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• Have ways in which people can discreetly 
report any issues/concerns they may have 
with regards to accessibility. Have a clear 
equality/disability policy.

• Be mindful of any requirements a person 
may have to take part in work social 
events. Avoid organising social events 
in inaccessible places. For example, if 
planning a theatre trip and a member of staff 
is a British Sign Language user, it is helpful 
to plan to go on a day where this production 
is being signed.

• Check in with employees and ask how they 
feel accessibility arrangements are working 
and whether the business could be doing 
any more to support their requirements.

• If your organisation recognises a Trade 
Union, where appropriate, consult with /
involve their representative as they can be 
a very good source of skilled and useful 
advice.

Working From Home/Working Remotely 
Employees may find it helpful to be able to 
work from home, for many reasons. If this is 
possible, you should be supportive of this. 
Being flexible with working arrangements is 
important in giving employees the opportunity 
to perform to their best.

You need to ensure employees are supported 
whether they’re in the workplace, or at 
home. Below are some things you should be 
considering – but this is not an exhaustive list, 
as it will depend on the type of job:

• What workplace adjustments does your 
employee need? Is there a way of ensuring 
they have this support at home?

• What equipment does your employee need 
to ensure they can work to the best of their 
ability?

• What can you and colleagues do to ensure 
disabled colleagues are supported? For 
example, remembering good etiquette on 
video meetings such as turn taking and 
clearly identifying speakers to ensure deaf 
colleagues can understand.

• How will you stay in touch? Remember work 
is also important for social interactions – 
what is the best way to ensure they still feel 
part of the team?

The TUC have produced a risk assessment for 
home workers here. 

Language 
Language is a powerful tool. We use it 
in abundance in the workplace – from 
communicating with each other to assigning 
tasks and conveying ideas. It’s important to use 
both Welsh and English in a way that minimises 
offence and positively reinforces disability 
rights. 

Welsh Government have produced a guide 
here to help you to navigate the terms you 
should be using. Remember this is absolutely 
not an exhaustive guide. If you’re unsure, ask 
yourself: is this respectful language to be using? 

https://learning.elucidat.com/course/5ea8201298996-5eac468ab5b70




22

Development and progression

Investing in your employees is an investment in 
your business. 

It’s important that you encourage and support 
all employees to thrive and progress within 
your business. This makes business sense – in 
encouraging and supporting your employees to 
flourish, so too will your business!

This means ensuring all of your employees 
have the support and opportunities they 
need to progress, if they wish to do so. Each 
individual’s career path will be different, but it’s 
important you think about the following general 
principles:

• Have an open conversation with employees 
regarding where they would like to go 
on their career path, and if helpful, set 
achievable short and long-term goals. 

• It’s good practice to ensure that each 
employee has their own set of objectives, 
tailored to their role and ability, which 
should be regularly reviewed. This could 
sit alongside a tailored development plan 
that an employee has created with their 
manager.

• Think about whether an employee will need 
more support and/or adjustments to enable 
them to progress. Do they need additional 
training to progress, for example, and do 
adjustments need to be made to ensure the 
training is in an accessible format?

• Ensure there is no unconscious bias when 
decisions are being made regarding 
promotion.  ‘Glass ceilings’ not only hurt 
the individual who is not being given the 
opportunity they deserve. In addition, it 
negatively impacts upon the organisations 
who may be wasting the talent it has within 
its staff group. 

• Ensure that the HR strategy is aligned with 
business strategy and that disabled people 
are offered the same access to appraisals, 
development, and training opportunities. 
Bringing all staff’s potential to the table is 
good business sense.

 
 
 
It’s a good idea to monitor the progression of 
disabled colleagues, to see whether there may 
be room for improvement in your business’s 
progression systems. 

Training
When thinking about training and other 
development opportunities, remember that 
some employees may need adjustments 
to ensure they can get the best out of the 
opportunity. Always ask what adjustments you 
should be making in good time, and ensure 
training is inclusive. 

Redundancy
If you are having to make a disabled employee 
redundant, it might be useful to signpost them 
to the organisations listed in the resources 
toolkit. These organisations may be able to 
help them to find other employment.
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Access to Work guidance

Overview
Access to Work is a demand-led, discretionary 
grant scheme that aims to help more disabled 
people start or stay in work. It can provide 
practical support for people who have an 
impairment or long term physical or mental 
health condition. Support can be provided 
where someone needs assistance or 
adaptations beyond reasonable adjustments.

The Access to Work grant is currently twice the 
average salary, having increased from £59,200 
in 2019 to £60,700 in 2020. The grant can pay 
for practical support to enable your employee 
to stay in work.

As Access to Work offers a personalised form of 
support, it is the responsibility of the individual 
to make a claim which they can do online or by 
telephone.

How it can help your business
• Hire disabled people with the skills you 

need.
• Retain an employee who develops an 

impairment or long-term condition (keeping 
their valuable skills and saving both time 
and money recruiting a replacement).

• Show that you value and support your 
employees by having good employment 
policies and practices.

What it can provide
Your employee can get help paying for support 
they may need because of their impairment 
or long term health condition. Each individual 
will have distinct reasonable adjustments and, 
therefore, it’s important to ask your employee 
what they need. Examples include:

• Aids and equipment in the workplace;
• Adapting equipment to make it easier for 

them to use;
• Travel to work;
• Communication support, including at 

interviews;
• A wide variety of support workers;
• The Mental Health Support Service; 

 

 
 

• Other practical support at work, such as a 
job coach or a sign language interpreter.

Eligibility 
Access to Work is available in England, 
Scotland and Wales. It provides advice 
and practical support to people who have 
an impairment or health condition and are 
employed, self-employed, or about to start 
work.

• Jobs can be part–time or full–time, 
temporary or permanent.

• The scheme has recently been extended 
to include disabled people on traineeships, 
supported internships, work trials or work 
experience.

• Applicants cannot get a grant for voluntary 
work.

• Applicants must be over 16.
• Live in Wales, England or Scotland.

How much it will cost
As an employer, you may have to share the cost 
with Access to Work if the person has been 
working for you for more than 6 weeks when 
they apply for Access to Work.

You will only have to share the cost for:

• Special aids and equipment;
• Adaptations to premises or equipment.

How to apply
The quickest and easiest way to apply is online 
at www.gov.uk/access-to-work.

http://www.gov.uk/access-to-work
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Language: the social model of 
disability

Language shapes thought. Thought shapes 
action.  

Welsh Government uses the Social Model 
of Disability, and not the medical model. The 
Welsh Government encourages businesses 
to think about disability in this way. The 
Social Model of Disability makes an important 
distinction between ‘impairment’ and ‘disability’. 
It recognises that people with impairments are 
disabled by barriers that commonly exist in 
society.

Please click here for more information on the 
Social Model of Disability.

The below guidance uses the social model to 
make our language more inclusive.

How to refer to disabled people collectively 

How to talk about disability

What to do 
and why

What not to do
and why

Refer to “disabled 
people/staff/
colleagues”

Those who 
understand the 
social model, 
recognise and 
accept the term 
disabled, because 
they are (sometimes) 
disabled by society 
or the workplace.  

Do NOT refer 
to “people with 
disabilities/
people who have 
disabilities”

This reinforces the 
medical model that 
disabled people are 
disabled by their 
impairments.

What to do 
and why

What not to do
and why

Make the distinction 
between impairment 
(the thing about 
a person which 
is different) and 
disability (the things 
which society/the 
environment/policy/
practice does to 
a person with an 
impairment which 
disadvantages 
them).

It is useful to refer 
to impairment as 
people “having 
an impairment or 
health condition 
or using British 
Sign Language” 
as it is inclusive of 
people who may 
not recognise or 
identify with the term 
impairment.  

This is about taking 
opportunities to 
challenge the 
prevailing medical 
model of disability.

Do NOT equate 
impairment and 
disability.

This reinforces the 
medical model, 
suggesting that the 
disabled person 
is disabled by 
their impairment, 
not barriers within 
society.
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How to refer to impairment on an individual 
level (if there is a need to do so)

How to talk about people who aren’t disabled

Other guidance

• Some disabled people may consider that 
they ‘suffer’ with their condition.  If that is 
their perspective, respect it. But do not use 
the term ‘suffers from…..’ yourself; a lot of 
disabled people do not see their lives in 
that way.  

• Do not use the term ‘wheelchair bound’.  
Wheelchairs are liberating tools, not things 
which ‘bind’ you.  Please use the term 
‘wheelchair user’. 

• It is appropriate to refer to additional 
learning needs, access requirements, 
communication requirements and 
reasonable adjustments.  Do not use the 
term ‘special needs’ which has connotations 
which many disabled people do not like, 
although it remains in use in society.

• There are a wide number of unhelpful 
terms about disabled people which are 
fortunately seen less now than used to be 
the case.  Obviously avoid these at all costs.  
Examples include ‘the disabled’ / ‘the deaf’ 
etc., ‘handicapped’ and pejorative terms 
relating to individual impairments.

• For disabled people who use personal 
assistants, refer to these people as personal 
assistants, not carers.

• Disabled people are often described as 
‘vulnerable’, which isn’t helpful.  People 
with impairments should not be assumed 
to be ‘vulnerable’. Anyone (disabled or 
non-disabled), at different times in their 
lives, may become ‘vulnerable’ for different 
reasons.  Failure to provide the right 
support/access requirements/reasonable 
adjustments to disabled people may place 
them in more vulnerable situations.  

• It is very important to acknowledge the 
terms that your employee identifies with 
themselves. For example among those with 
a hearing impairment/loss, different terms 
can be used – e.g. some wish to use Deaf 
with a capital D if they identify as culturally 
Deaf.

What to do 
and why

What not to do
and why

In many cases it will 
be sufficient and 
appropriate to refer 
to the nature of the 
impairment eg blind, 
sight impairment or 
loss, Deaf, hearing 
impairment or loss, 
mobility impairment/
wheelchair user, 
energy impairment, 
cognitive 
impairment, learning 
difficulty, mental 
health condition, 
autistic etc.  

In some cases, it 
may be appropriate 
to be more specific 
and refer to an 
actual condition 
eg MS, dyslexia, 
epilepsy or 
depression.

When dealing with 
individuals, you 
should be respectful 
of how they describe 
themselves.

Do NOT refer to 
impairments as 
disabilities e.g. visual 
disability, energy 
disability etc.

This continues 
to confuse the 
difference between 
impairment and 
disability.

Do NOT refer to 
‘hidden disabilities’ 
(medical model) – 
the term ‘invisible 
impairment’ is 
preferred if you want 
to make the point 
that impairment is 
not always apparent.

What to do 
and why

What not to do
and why

Use the term “non-
disabled”

It is factual and 
makes no value 
judgements about 
disabled people.
 

Do NOT refer to 
people who are 
“able-bodied”.

This suggests that 
there is something 
“wrong” with 
disabled people and 
that they are “not 
able”.
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Covid-19

The Covid-19 (Coronavirus) crisis has meant 
that businesses across Wales have needed to 
adapt by further utilising technological solutions, 
allowing staff to work from home, and employ 
coping mechanisms for sickness absence - all 
of which can be conducive to providing an 
inclusive environment for all protected groups, 
in particular those with health conditions and 
impairments. 

It is important to make sure that if employees 
are working from home, you think about what 
adjustments can be put in place to ensure 
they can work to their full potential. If in the 
workplace, you must ensure that employees 
with a learning difficulty are made aware of any 
workplace social distancing measures in a way 
that they can understand.

The current situation may present new 
difficulties, particularly if colleagues are 
using face masks. If they use communication 
support, these services may only be available 
remotely as interpreters will not want to expose 
themselves to Covid-19. Communicating 
through a screen may also be more difficult for 
some if it muffles sound. Please ask employees 
how you can best support them.

Organisations have produced guidance 
specifically focused on supporting disabled 
colleagues during the pandemic. Please click 
on the links for details:

• The Wales TUC has provided guidance on 
Covid-19 and disabled workers here. Please 
also see all of the TUC’s Covid-19 equality 
guides here, which includes guides on 
supporting BME colleagues. 

• The Business Disability Forum have 
designed a guide for employers on what to 
consider when returning their workforce to 
their original workplace environment. Please 
click here for more details.

• The Equality and Human Rights Commission 
have also developed guidance here and 
here. 
 
 

 

• The National Deaf Children’s Society Cymru 
is raising awareness among employers of 
the barriers that face masks present, and of 
key communication tips that can be used to 
help. They have developed some tips and 
info here.   

• With more and more meetings being held 
virtually, Wales Council for Deaf People and 
Wales Council of the Blind have produced 
this guidance document on how to ensure 
that any meetings that are being held are 
accessible for people with sensory loss. 

https://www.tuc.org.uk/disabled-workers-wales-and-covid-19
https://www.tuc.org.uk/EqualityGuides
https://businessdisabilityforum.org.uk/covid-19/back-to-business-considerations-for-employers-supporting-disabled-employees-post-lockdown/
https://www.equalityhumanrights.com/en/our-work/our-response-coronavirus-covid-19-pandemic
https://www.equalityhumanrights.com/en/advice-and-guidance/coronavirus-covid-19-guidance-employers?utm_source=Twitter&utm_medium=social&utm_campaign=SocialSignIn&utm_campaign=%21WALES%21%20EHRC%20Wales%20e-newsletter%20%7C%20May%202020&utm_source=emailCampaign&utm_content=&utm_medium=email 
http://www.ndcs.org.uk/blog/the-impact-of-face-masks-on-deaf-children
http://www.wcb-ccd.org.uk/downloads/Making%20meetings%20accessible%20for%20people%20with%20sensory%20loss.pdf
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Resources

Government Support for Employers
In this section, you’ll find information on the 
services and funding that may be available to 
you to assist with recruiting disabled employees 
and creating an inclusive workplace.

Good Practice and Business Standards

Disability Confident 
The Disability Confident scheme supports 
employers to make the most of the talents 
disabled people can bring to your workplace. 
Not only can being Disability Confident help 
you to attract disabled apprentices, employees 
and customers, but your business will be seen 
as leading the way in your sector and beyond. 
There are different levels so you can mark 
every step of your journey.

Employers who are signed up to the scheme 
are helping to positively change attitudes, 
behaviours, and culture towards impairments 
in the workplace. They also remove barriers 
for disabled people and those with long-term 
health conditions in their working environment, 
to ensure everyone has the opportunities to 
fulfil their potential and realise their aspirations. 
Please click here for more information.

Healthy Working Wales 
Healthy Working Wales can provide employers 
with information, guidance and good practice 
examples to help you improve the health and 
wellbeing of your workforce. Its aim is to enable 
working-age people in Wales to stay fit and 
healthy so they can remain in employment, or 
return to work following a period of ill-health. 

The programme consists of a range of 
services which aim to improve organisational 
performance and reduce the costs and burden 
of ill-health and absence through one-to-one 
support, training events, workshops, and online 
and telephone information and guidance.
For more information please click here or 
contact the team using this e-mail address 
WorkplaceHealth@wales.nhs.uk. 

Small Workplace Health Award
Healthy Working Wales offer an evidence 
based framework for improving the health, 
safety and wellbeing of your employees 
and your organisation. This award is free to 
businesses in Wales with 50 or less employees.
Click here for more information.

Healthy Working Wales The Corporate Health 
Standard
The Corporate Health Standard is a continuous 
journey of good practice and improvement, 
that can be used as a tool to support the 
development of policies for promoting the 
health and well-being of all employees. This is 
for employers with more than 50 employees.
Click here for more information.

Health and Safety Advice
As an employer you are responsible for 
the health, safety, and welfare of all your 
employees, whether they have an impairment 
or not. Click here for the Health and Safety 
Executive advice.

Support for Employees

Access to Work
As an employer, you have a duty to make 
certain changes to make sure a disabled 
person is not substantially disadvantaged 
when working. If the support required by an 
employee is above and beyond an employer’s 
duty to make reasonable adjustments under 
the Equality Act, then Access to Work may be 
able to assist. 

Access to Work offers tailored, personalised 
support to help disabled people in/into the 
workplace. The discretionary grant scheme 
could help to cover the costs of practical 
support, such as getting to and from work, 
special aids/equipment and adaptations or 
support worker services to undertake tasks 
such as answering the phone or going to 
meetings. 

Please click here for guidance on applying for 
Access to Work.

https://www.gov.uk/government/collections/disability-confident-campaign
http://www.healthyworkingwales.wales.nhs.uk/home
mailto:WorkplaceHealth%40wales.nhs.uk?subject=
https://phw.nhs.wales/services-and-teams/healthy-working-wales/the-small-workplace-health-award/
https://phw.nhs.wales/services-and-teams/healthy-working-wales/the-corporate-health-standard/
https://www.hse.gov.uk/disability/index.htm
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Access to Work (Mental Health Support 
Service)
Access to Work provides tailored support 
for those with a mental health condition. 
The Mental Health Support Service (MHSS) 
delivered by external partners, Remploy and 
Ingeus (also known as Able Futures), provides 
individualised workplace support from 
experienced mental health practitioners. The 
MHSS delivers a package of tailored support 
and advice for up to nine months and can 
provide coping strategies, a step-by-step 
support plan, advice on adjustments, and 
support for employers to enable them to fully 
understand the person’s condition.

Remploy offer a confidential and free mental 
health service in which employees can access 
support for depression, anxiety, stress and 
other mental health issues affecting their work.
Employees can call or email specialist advisers 
who can provide practical advice and tailored, 
work-focused mental health support for nine 
months. In addition to this, employees can get 
help with a support plan to keep them in, or 
return to work, as well as ideas for workplace 
adjustments to enable them to fulfil their role. 
Please click here for more information.

Able Futures
Able Futures provides employers and 
employees with support and resources to 
help them demonstrate their commitment 
to supporting people with mental health 
conditions in the workplace. 

• Advice on supporting a worker with a 
mental health condition.

• Education and a toolkit for you, your 
colleagues and your leadership team

• Internal promotion of an easy-to-use service 
for your employees.

Please click here for more information.

In-Work Support
The In-Work Support Service offers free and 
confidential support for people who are 
struggling to stay in work due to a health 
problem.

 

This includes people who are on sickness 
absence due to:

• a musculoskeletal problem
• a mental health problem

If a person lives or works in North Wales 
(Anglesey, Conwy, Denbighshire or Gwynedd) 
or in South West Wales (Bridgend, Neath Port 
Talbot or Swansea) they may be eligible for free 
support.

The In-Work Support Service provides rapid 
access to tailored occupational therapy, 
physiotherapy, and psychological therapy 
services, designed to assist people to return to 
work or manage a health condition in work.

Please click here for more information.

Work and Health Programme Wales
The Work and Health Programme Wales is 
delivered through Remploy and offers tailored, 
community-based employment support for 
unemployed disabled people to enable them 
to develop their skills and enter work. The 
programme offers up to 21 months of holistic 
support to individuals both before employment 
and once in the workplace. Employers can 
work with Remploy to offer access to work trials 
and work placements for potential candidates 
through the programme. 

Please click here for more information.

https://www.remploy.co.uk/employers/mental-health-and-wellbeing/workplace-mental-health-support-service-employers
https://www.able-futures.co.uk/
https://businesswales.gov.wales/skillsgateway/skills-and-training-programmes/workplace-skills/work-support
https://www.remploy.co.uk/about-us/current-programmes/work-and-health-programme
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External specialist support 
and advice

In addition to the general advice above, there 
is a lot of advice from specialist organisations. 
Please see links to external websites below. 

Please note that although Welsh Government 
uses the Social Model of Disability language, 
we are not responsible for the language 
or advice on external sites, which may use 
different language. We are also not responsible 
for any content on external websites.

Please note this list is not exhaustive, but 
provides examples of guidance that can be 
found on the internet free of charge. It will 
be regularly updated, so if you would like to 
include any other links to further advice, please 
let us know.

General guidance for supporting disabled 
employees

Disability Wales 
This organisation has lots of information, 
including the rights of disabled people, a 
handy guide to inclusive language and imagery, 
and more information on the Social Model of 
Disability. Click here for their website, and here 
for their Good Practice Guidance Toolkit.

#WorkWithMe 
A joint initiative from Scope and Virgin Media, a 
business to business community committed to 
becoming more inclusive for disabled people. 
Join the community and find out more by 
following this link.

Business Disability Forum
Business Disability Forum is a not-for-profit 
membership organisation that makes it easier 
and more rewarding to do business with and 
employ disabled people. Click here for their 
website.

Equality Human Rights Commission 
 
 
 
 

 
 
 
 
 
Wales TUC
The Wales TUC have produced a range of 
guidance. Please see the links below for more 
details:

• Disability and Hidden impairments in the 
workplace 

• Autism awareness in the workplace

There are various organisations around Wales 
who work with disabled people to help them to 
find work. Examples are listed below:

Remploy
An organisation which specialises in disabled 
people’s employment. In the employer’s section 
you can find guidance and resources to help 
you to support disabled employees.

Agoriad Cyf
Agoriad’s mission is to bring businesses, 
disabled and disadvantaged individuals 
together to realise employment and learning 
opportunities that are mutually beneficial. Their 
teams seek the best opportunities and match 
these with appropriate training, as they work 
with their business friends to ensure a seamless 
transition into work for the people they help. 

Elite
A supported employment agency, supporting 
employers and employees, that provides 
holistic person centred support, including 
work preparation, job-finding services, one 
to one job-coach training and support at the 
workplace, career development support, job 
retention services and bespoke employer 
training.

 
 
 
 
 
 
 
 

http://www.disabilitywales.org/
http://www.disabilitywales.org/wp-content/uploads/2018/03/WAY-TO-GO-Toolkit-E-with-links.pdf
https://workwithme.support/join-the-community/
https://businessdisabilityforum.org.uk/
https://www.equalityhumanrights.com/en
https://www.tuc.org.uk/wales
https://www.tuc.org.uk/sites/default/files/DHIWtoolkitEng_1.pdf
https://www.tuc.org.uk/sites/default/files/DHIWtoolkitEng_1.pdf
https://www.tuc.org.uk/autism-awareness-workplace
https://www.remploy.co.uk/
https://www.agoriad.org.uk/
https://elitesea.co.uk/
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Specialist guidance and support
The Department for Work and Pensions has 
general guidance on some impairments here. 

The following are external organisations who 
specialise in certain impairments.

Learning Disability Wales
An organisation specialising in supporting those 
with learning difficulties, including access to 
courses and training.

Royal National Institute of Blind People   
Please click here for the RNIB’s guidance 
for businesses to support blind and partially 
sighted people.

National Deaf Children’s Society
Please click here for information on how to be 
‘deaf-friendly’, and help deaf young people 
into work. 

British Deaf Association
Please click here for information on British Sign 
Language (BSL).

RNID
Please click here for guidance and resources 
on how to support employees who have 
hearing loss.

Mind
A mental health organisation which provides 
information on mental health in the workplace.

British Dyslexia Association
Please click here for information for employers 
on how to support employees with dyslexia. 

National Autistic Society
Please click here for guidance and advice 
for employers on how to support autistic 
employees.

Epilepsy Action
Please click here for guidance on adjustments 
for those with epilepsy. 

 
 
 
 

Autism Wales
Please click here for information about Autism. 

Please also see the following link: 

• https://autismwales.org/en/employment/i-
am-an-employer

Merthyr Tydfil Institute for the Blind
A charity specialising in supporting, training, 
and developing disabled people to enter and 
sustain employment in South Wales. Support 
is offered to both individuals/employers, 
which aims to support integration to increase 
awareness and understanding. Please visit 
www.mtib.co.uk for more information.

https://www.gov.uk/government/publications/employing-disabled-people-and-people-with-health-conditions/employing-disabled-people-and-people-with-health-conditions#advice-on-specific-conditions
https://www.ldw.org.uk/
https://www.rnib.org.uk/services-we-offer-advice-professionals/employing-blind-or-partially-sighted-person
https://www.ndcs.org.uk/documents-and-resources/breaking-the-sound-barrier-a-guide-to-recruiting-and-supporting-deaf-colleagues/
https://www.ndcs.org.uk/information-and-support/products-and-technology/technology-case-studies/technology-at-work-case-studies/ provides examples of useful technology
https://www.ndcs.org.uk/information-and-support/products-and-technology/technology-case-studies/technology-at-work-case-studies/ provides examples of useful technology
https://bda.org.uk/
https://rnid.org.uk/information-and-support/work/
https://www.mind.org.uk/
https://www.bdadyslexia.org.uk/advice/employers
https://www.autism.org.uk/
https://www.epilepsy.org.uk/info/employment
https://www.asdinfowales.co.uk/
https://autismwales.org/en/employment/i-am-an-employer
https://autismwales.org/en/employment/i-am-an-employer
http://www.mtib.co.uk
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If you need an accessible version of this document please email 
SkillsGatewayforBusiness@gov.wales.

 
Please tell us the format you need.

If you use assistive technology, please tell us what this is.
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