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Background to Disability Champions@Work

THE EUROPEAN YEAR OF DISABLED PEOPLE 

2003 was the European Year of Disabled People. The year progressed equal rights issues for disabled people. Across Europe attention was focused on the many areas of European society where barriers and discrimination still exist for the one in ten disabled Europeans. 

ABOUT THE AMICUS PROJECT 

Disability Champions@Work was originally an Amicus project to train and support workplace or health and safety representatives to become “Disability Champions” where they work. Disability Champions work with their employers to build a truly enabling workplace where disabled workers and job seekers can realise their full potential. Disability Champions are key contacts for disabled people at work and have their own web site for support, advice and up-to-date information. 

The exciting project - initially designed by the Amicus Disability Employment Rights National Advisory Committee - won £50,000 of targeted funding as part of the European Year of Disabled People. It exceeded all its targets recruiting 94 Champions and speaking to over 1000 people. Delegates at regional conferences were asked, as part of workshop activities, to think of a word to describe the role or concept of the Disability Champion; their words make up the crossword shown on the front cover of this book. This course was developed by East Riding College trade union studies centre in Hull.

You are now a valued part of this project. This, pack along with the enclosed CD Rom and the project website www.disabilitychampions.com will help you to develop your role as a Disability Champion and to make real improvements in your workplace.

Enjoy your course!

Dave Parr

Project worker – East Riding College, Hull.

Assessment Criteria

Building Equality

	Learning Outcome
	Level 2
	Level 3
	Evidence
	Location

	1. identify the impact of discrimination in the workplace and the union
	1.1 Describe the ways in which discrimination occurs

1.2 Identify the impact in the workplace and the union
	1.1 Describe how discrimination occurs, giving examples of its direct and indirect forms

1.2 Assess the impact of discrimination in the workplace and the union
	
	


	2. Identify methods and support for building equality
	2.1 Describe different ways of building equality

2.2 Describe sources of support for promoting equality in the workplace and the union

2.3 Explain how the identified sources support specific aspects of building equality
	2.1 Identify different ways of building equality

2.2 Assess the relative strengths and weaknesses of different ways of building equality

2.3 describe at least 4 different sources of support for promoting equality in the workplace and the union e.g. building membership support, company policy
2.4 Analyse the relative strengths and weaknesses of support for specific aspects of building equality
	
	


	3. Produce a plan for building equality in the union and the workplace
	3.1 Draw up a plan for building equality in the union and the workplace which includes actions
	3.1 Produce a detailed plan for building equality in the workplace and the union which should include aims, support, actions and timescales.
	
	


Level Achieved ________________

Date
________________

Signed ___________________ ___
Student __________________________

Recognising and Tackling Discrimination
	Learning Outcome
	Level 2
	Level 3
	Evidence
	Location

	1. Recognise how discrimination occurs
	1.1 Give examples of ways in which discrimination occurs
1.2 Describe the impact of discrimination
	1.1 Describe how discrimination occurs, giving examples of its direct and indirect forms
1.2 Assess the impact of discrimination for individuals, the workplace and the union
	
	


	2. Identify sources of support for tackling discrimination
	2.1 Identify a range of sources of support in tackling discrimination e.g. legislation, union policies

	2.1 Explain the usefulness of sources of support in tackling discrimination e.g. legislation, union policies
	
	


	3. Identify ways of tackling discrimination
	3.1 describe ways of tackling discrimination and promoting equality
	3.1 describe ways of tackling discrimination and promoting equality and assess their strengths and weaknesses
	
	


Level Achieved ________________

Date
________________

Signed ___________________ ___
Student __________________________
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ACTIVITY - INTRODUCTIONS
AIMS

· To get to know one another

· To share initial thoughts about Disability Champions

TASK

Talk to the person next to you and prepare to introduce them based upon the following questions:-

· Their Name

· Their Union / Positions held

· Their Workplace & Job

· How many Members they represent?

· Information about members (shifts part time etc)

· How did they find out about Disability Champions?

· What are their first thoughts about the project

INFORMATION - Before the DDA

Prior to 1995 legislation in the UK relating to disability dated back to the World War II. The 1945 Employment Act contained measures to ensure that people who had become disabled fighting for King and Country were not simply thrown on the employment scrap heap. It did this by imposing a quota system were every employer was obliged to make up 3% of its workforce with disabled people. "Disabled people" in this context meant people who were registered disabled with the state under the green card system. 

In theory fines and levis were served on employers who did not meet their 3% target. In practice this was difficult if not impossible to enforce and the system fell into total disrepute. 

According to Disability Rights Commission figures there are 8.5 million disabled people in the UK; that is around 14% - nearly 5 times the figure required under the quota system. 

INFORMATION - Who is covered by the Employment Provision of the DDA?

The employment provision of the DDA came into force on December 2nd 1996. 

It covers:- 

Employees 

Workers 

Self-employed 

Temporary workers 

Contract workers 

However, it excluded Crown Employees such as Prison Officers, Operational Fire Fighters, Armed Forces Personnel, and Police Officers. Also, employers with less than 15 Employees do not have to comply with the DDA (this figure was originally 20).
The 2004 Disability Bill removes all of these exemptions apart from Armed Forces Personnel extending protection to hundreds of thousands more workers. 

INFORMATION - What is a Disability Champion?

Disability Champions are trade union representatives with an interest in disability issues. They will be key contacts for disabled members. They will be trained to give advice and guidance to members and to their employers on disability issues. 

There are 10 golden rules:- 

A disability champion :- 

· recognises the abilities and potential abilities of all workers. 

· will ensure that employers enable their workers. 

· will help their employer find enabling solutions. 

· will share information, ideas and innovations with others. 

· understands that society and culture disable people, not "medical       conditions" 

· will strive to eradicate negative perceptions of disabled people. 

· will consider accessibility and inclusion in all aspects of their work. 

· will use the union's structures to influence policy on disability issues. 

· will be active campaigners. 

· will be justifiably proud of their achievements on behalf of others
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ACTIVITY – THE ROLE OF THE DISABILITY CHAMPION

AIMS

· To think about your new role

· To consider barriers to progress

On March 22nd 2003 delegates to the Amicus MSF East Midlands Region weekend school were asked, “What do you think a Disability Champion could/should do?” – Their responses are shown below:-
· Let the workers know they are a Champion 

· Special help to make sure everyone is equal 

· Find information on adjustments 

· Negotiate adjustments 

· Ensure adjustments actually work 

· Monitor degenerative conditions 

· Health & Safety issues - access & egress 

· Help people to retire when they want to and are not forced out of work 

· Recognise each person as an individual 

· Consider workers who are carers for disabled people in their families etc. (adjustments to work arrangements)

TASK
In your groups consider the statements above and add your own ideas. 

For each statement…
1. Do you agree with it? – why?

2. What could this involve?

3. How could you put this into practice?

4. What problems can you see?

ASSESSMENT CRITERIA
This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 3.1

INFORMATION - The duty not to discriminate

Section 5(1) of the DDA imposes a duty not to discriminate for a reason relating to a disability. An employer is deemed to have discriminated when... 

“for a reason which relates to the disabled person’s disability he treats him / her less favourably than he treats, or would treat, others to whom that reason does not or would not apply.” 

when "He cannot show that the treatment in question is justified" 

The employer must prove justification and that “the reason for it is both material to the circumstances of the particular case and substantial” [Section 5(3)] 

In the tribunal case Jones vs. Post Office 2001 the Court of Appeal upheld a justification defence where the employer restricted a driver’s hours on the basis of medical evidence and Risk Assessment. 

INFORMATION - The duty to make “Reasonable Adjustments
Sections 5(2) and 6 of the DDA imposes a duty on employers to make 'reasonable adjustments'. An employer is under a duty to make reasonable adjustments to arrangements to determine who is offered employment i.e. selection arrangements, terms and conditions or other arrangements on which employment, promotion, transfer or any other benefit is offered. 

This could involve:- 

Altering Working Hours 

Allowing time off for rehabilitation and treatment. 

Allocating duties to other people 

Transferring people to other jobs 

Providing or arranging training 

Providing a reader or interpreter 

Modifying equipment or manuals 

Adjusting the premises 

'Reasonableness' will be decided by the cost of the adjustments, the effectiveness of adjustments and the financial resources of the employer (note that this last point is not considered when deciding if a health and safety matter is 'reasonably practicable') 

In the tribunal case Fu vs. LB Camden 2000 – The EAT ruled that the employer had failed to consider the adjustments proposed by Ms Fu even though they relied on an occupational Heath advisor. 
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ACTIVITY – OVERCOMING OBSTACLES

AIMS

· To look at barriers to being an effective Champion

· To think of solutions to overcome them.

TASK

Workshop 2 at the Newcastle conference looked at the possible problems that Disability Champions could encounter performing their role. We asked them…

“ What obstacles could you face in trying to meet the needs of disabled people at work? (This could include resistance from your employer, other staff, limited resources, time, capacity, etc?)” There response was:-

· Prejudice from other colleagues 

· Piece work / bonus schemes 

· Identifying disabled individuals 

· Funding for training and time off 

· Arranging cover at work 

We then asked them to think how these obstacles could be overcome; they said:-
· Liaise with employer 

· Distance learning 

· Educate colleagues against prejudice 

· We are all able bodied people waiting to be disabled 

· Encourage employers to sign up to two ticks award 

Discuss the bullet points above and add any other problems you foresee to the list. Against each of your potential problems suggest solutions to overcome the issue.

Prepare a report back using a flip chart.
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ACTIVITY – DISABILITY DISCRIMINATION IN THE WORKPLACE

AIMS

· To explore why discrimination occurs

· To build trade union counter arguments

A primary objective of a Disability Champion will be to eliminate discrimination on the grounds of disability. Before we can do this we need to think about how this form of discrimination may manifest itself in the workplace.

TASK 1

Make a list of examples where an employer might discriminate against a disabled person.
TASK 2

Select an impairment (deafness, epilepsy, MS for example). Put yourself in the position of an employer and think why you might justify the issues raised in Task 1
For example; an employer may feel it was wrong to employ a deaf person as it would mean spending lots of money on training and sign language interpreters.

TASK 3

As a Disability Champion, what counter arguments would you use to show that the employer was wrong to discriminate in the cases identified in task 2. Are there any areas where you would find it difficult to counter the arguments?
ASSESSMENT CRITERIA
This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 1.1

INFORMATION - According to the DDA, what is disability?

The DDA only protects people with a ‘disability’. in an early test case, Goodwin vs. Patent Office 1995 – an Employment Appeal Tribunal (EAT) ruled:- 

The impairment must be physical or mental 

The impairment must adversely affect a person’s ability to  

     carry out day to day activities 

The adverse effect must be substantial 

The adverse effect must be long term 

The DDA does not define “impairment”. In the case O’Neill vs. Symm & Co. an Employment Tribunal ruled that ME/Chronic fatigue syndrome amounts to a physical impairment. 

Mindful that every case could potentially end up at tribunal to establish such a ruling the Disability Discrimination (meaning of Disability regs 1996) were passed. In these regs the following are excluded:- 

Addictions, nicotine, alcohol etc 

   (except due to prescribed drugs) 

Tendency to set fires 

Tendency to steal 

Sexual deviance 

Tattoos 

Non medical piercings 

“Long Term” is defined as meaning at least 12 months or the rest of a person’s life. Indications of potentially substantial effects include the time taken to perform tasks and the way tasks are carried out. In the case Cook vs. Kitchen Range Foods Ltd the inability to stand for long periods of time was ruled as not a substantial effect. 

The 2004 Disability Bill extends the provision to include progressive conditions such as MS, HIV and Cancer from the point of diagnosis. Prior to this a person with such a condition was only protected by the DDA when it caused the effects listed above.

A person is ‘disabled’ according to the DDA if their condition affects their:- 

Mobility 

Manual Dexterity 

Physical co-ordination 

Continence 

Ability to lift, carry or move everyday objects 

Speech, hearing, eyesight, memory 

Ability to concentrate, learn or understand 

Perception of risk or physical danger 

An impairment is a condition where one or more of the previous would be affected if it were not for the use of treatment / prosthesis or aid. 

Case law on this is contradictory and confusing; in Powell vs. Manchester City Council controlled asthma was determined not to be an impairment. 

In Calvert vs. Tewelglen Ltd epilepsy controlled by medication was an impairment. 

Spectacles and contact lenses are specifically excluded

Standard Print Page 16

ACTIVITY – THE SOCIAL MODEL
AIMS
· To clarify our understanding of the Social Model

· To identify barriers to inclusion

· To consider ways of removing barriers

According to the Disability Rights Commission there are 8.5 million disabled people in the UK – that equates to one in seven. This figure is based upon the ‘social model’ of disability which says that society, and the way society is constructed, disables people not medical conditions. Because the DDA is based upon the medical model many of these 8.5 million people are not protected from discrimination simply because at a tribunal they would not meet the criteria laid out on the previous pages.
TASK 1

At a conference in Paris in October 2003, Wallis Goelen-Vandenbrock from the European Commission said “Disability is caused by a dynamic interaction between a person and their environment”. What did she mean by this? Discuss the statement in your group and prepare a report back.
TASK 2

Make a list of barriers that society put in place that potentially disable people. Why are those barriers there? Against each barrier list a way of removing it.

For example:-

	Barrier
	Alternative

	Steps

Small difficult to read text
	Access Ramp

Large clear print, plain background


Produce a flip chart in this format to report back to the rest of the group.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 1.1
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WORKPLACE ACTIVITY – MEETING MANAGEMENT
AIMS

· To introduce the Disability Champions@Work project to management

· To find out what your organisation does at present with respect to the employment of disabled staff.

· To establish your key management contacts.

TASK

Arrange a meeting with your management/personnel – you may already have done this prior to the course. This meeting is to find out the following from your employer:-

· Do you hold/use the two ticks symbol?

· How many disabled people do you employ?

· Have you made any adjustments for disabled employees; if so why?

· Do you have a member of the management or personnel team with specific responsibility for disability – if so who is it?

· Where would the company/organisation go for advice on disability issues?

· Obtain copies of the company’s equal opportunities and training policies.

This should be arranged before week 2 of the course. Take detailed notes from the meeting.
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ACTIVITY - FOLLOW UP FORM WORKPLACE REPORT
AIMS

· To compare existing standards at different workplaces

· To look for best practice and common issues

TASK 1

First discuss the basic headings of the report with members of your group and complete this matrix.

	Group members name and workplace
	Two Ticks?
	No of Disabled employees
	Examples of Adjustments? (Y/N)
	Manager responsible? (Y/N)
	Copy of equal opps policy? (Y/N)
	Has not yet had meeting

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TASK 2

Make a list of the key issues that came out of your discussions with management and note any examples of reasonable adjustments that have been identified.
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ICT ACTIVITY – THE PROJECT WEB SITE

AIMS

· To explore www.disabilitychampions.com

· To find information from the web site

The project web site is a key tool for Disability Champions to share ideas, information and best practice. You will find a great deal of information there to help you in your new role. Some of this is generated by the project team, some of it by the Disability Champions and other visitors to the site.

TASK

Log on to the internet and visit the web site www.disabilitychampions.com 
Use the web site to find out the following information:-

1. What is the latest event that the Disability Champions team have been involved in?

2. List the names of other Disability Champions in your geographical area.

3. What adjustments have been posted on the web site that have helped visually impaired workers?

If time permits try logging into the training area using the following


Username

training


Password

learner

Here you will find links and information relating to the course. You could also try signing the guest book, reading some of the conference reports, visiting the recommended links or leaving a message on the message board.
ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 2.1
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ACTIVITY – THE LANGUAGE BARRIER

AIMS

· To consider acceptable language

· To discuss areas of confusion

· To think of ways of preventing problems

Some Disability Champions have reported that they were nervous discussing issues with disabled people because they were scared of saying the wrong thing. Language changes with time; terms and phrases often take on new meanings or implications. Champions have said that they were worried that they could quite innocently cause offence. As with all areas of equality there are a number of taboo words and phrases but there are also grey areas. Is a person blind or visually impaired? Is an individual a disabled person or a person with a disability? 

TASK

In your group discuss the issues of language and grey areas or areas of confusion. From your discussions decide:-
· How issues relating to language could affect your role as a Disability Champion.

· How these issues could be overcome

ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 1.1
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ACTIVITY – INTERVIEWING FOR MEMBER’S NEEDS

AIMS

· To prepare to interview members

· To start developing you own interview form

In your role as a Disability Champion you will need to talk to disabled members to find out their issues. To provide a complete service to your members you will typically need to:-

· Talk to the member to find out their issues.

· Find information about their impairment.

· Find information about existing and potential “Reasonable Adjustments”.

· Take the issue up with management making recommendations and suggestions.

· Liaise with both the management and the member as changes are made.

· Review the changes made with the member upon completion/implementation.

TASK

By the end of this course you will have developed a proforma to conduct an initial interview with a member and document progress through the stages shown above. Today’s task is to begin drafting this form.

Discuss the information that you will need to record and the questions you will need to ask. Aim to have enough idea of your form’s content to conduct some sample interviews over the coming week to test the form.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 3.1
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WORKPLACE ACTIVITY – TRIAL INTERVIEW
AIMS

· To try out your draft interview form

· To look for areas of improvement

TASK

Using your draft proforma from today’s activity interview one or two disabled members explaining that this is a ‘trial’ interview to develop your process. Following the interview review your form and make any necessary changes.
ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 1.2

Standard Print Page 23

ICT ACTIVITY - ACCESS to WORK

AIMS

· To look at sources of funding

· To practice internet based research

Many “reasonable adjustments” to workplaces cost money. It is often fear of these costs that cause employers to discriminate against disabled people when it comes to employment. Access to Work (AtW) is a Government scheme to help employers with the cost of adjustments. 
TASK

Use the Internet and other resources to answer the following questions:-

1. Which Government Department administers AtW?
2. What is their website address?
3. What is the postal address and phone number of your nearest office?
4. Is AtW just for people in work and can it help jobseekers?
5. Can AtW help people with a temporary disability such as a broken leg?
6. Would AtW pay for taxis for a disabled employee who could not use public transport?
7. Will the person need to go for an interview with AtW?
8. Who claims the money and how much can be obtained?
9. When will AtW pay 100% of the cost of adjustments?
10. Is there a time limit for support? If so is it an absolute limit?
ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 2.1
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ACTIVITY - FUNDING – WHAT DOES IT MEAN?

AIMS

· To calculate potential Access to Work funding
· To build negotiating cases

· To develop trade union arguments for equality

Being able to show your employer that they will be able to claim back money spent will be a great help in negotiating adjustments but there could well be other issues too. The following case studies involve not only funding calculations but the development of supporting arguments in other areas.

TASK

In your group work through the following four case studies and prepare a report back.

1. [image: image2.png]


A profoundly deaf member needs to communicate with colleagues in another area of the factory, their manager and also the union office. The member uses a Uniphone 1150 minicom at home and has suggested that four of these would provide a solution to this problem. Minicoms cost £189.05 each. How much of the cost would the employer have to meet and how much would be funded by Access to Work?
2. [image: image3.jpg]


A visually impaired employee requires adjustments to access computer systems. Her preferred solution is a state of the art Braille reader, an ALVA 584 Satellite Pro retailing at £6,511. The employer recognises the need to make the adjustment but has proposed using Dolphin Supernova audio screen reading software at a cost of just £995. Work out the cost of each adjustment with AtW funding and see if this helps with the members request.
3. A member approaches you with a request for assitance. Their job involves moving around the site both in doors and outside. Some days the person finds this very difficult due to their impairment and would like a powered scooter to be available. How much is this likely to cost and what could ATW contribute?
[image: image4.jpg]



4. [image: image5.jpg]


A member contacts you regarding and internal job vacancy that has been advertised at work. The member is qualified for the job and feels they have a real chance of getting it. The only problem is that the job is located in a first floor office with no access other than stairs. How, as a Disability Champion, can you help this member? What issues and options would you raise with management?

[image: image6.jpg]




INFORMATION - Becoming a Disability Symbol User
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Information for employers

(Reproduced from the Jobcentre Plus Website)

Jobcentre Plus is a new business within the Department for Work and Pensions. It replaced the Employment Service, which ran Jobcentres, and those parts of the Benefits Agency that provided services to people of working age through social security offices. 

The launch of Jobcentre Plus has led to renewed focus on employers. In a market where it is increasingly difficult to find and keep skilled and motivated staff, employers are recognising that employing disabled people is a key factor in improving efficiency, productivity and overall business success.

What is the disability symbol?

It’s a recognition given by the Jobcentre Plus to employers who have agreed to meet five commitments regarding the recruitment, employment, retention and career development of disabled people.

Why use the disability symbol?

If you are reviewing your organisation’s approach to employing disabled people or trying to create a more diverse workforce then the disability symbol may help. By using the symbol you will help make it clear to disabled job applicants that you welcome applications from them and are positive about their abilities. It will also show existing employees that you value their contribution and will treat them fairly should they become disabled. It is also worth bearing in mind that by employing disabled people you will be better placed to recognise, develop and deliver goods and services for your disabled customers.

What other benefits are there?

Staff development and confidence are improved when your company is seen to be a good employer of disabled people. Disabled people are as hard working and as dependable as many other employees. In their daily lives disabled people acquire transferable problem-solving skills, which maybe useful in the workplace. Most do not require adjustments at work but if they do, a Disability Employment Adviser, (DEA), or an Access to Work adviser, may be able to advise on the type of assistance available. Your organisation also stands to increase operational effectiveness; decrease costs, improve service delivery, and possibly minimise litigation by being an employer which is, and is perceived as, being 'Positive About Disabled People'.

How will I recognise the Disability Symbol?

The Disability Symbol (displayed above) is a circular symbol, usually green, with two ticks.

Who can become a disability symbol user?

There are around 5100 employers who use the disability symbol. They include small, medium and large employers from private and public sector organisations all over Great Britain. Symbol using employers make certain commitments to the employment, retention, training and career development of disabled people. The commitments are the same for all symbol users, but the way you implement them can fit in with your existing procedures and practices.

How do I become a disability symbol user?

If you decide you want your organisation to become a symbol user you should contact the Disability Employment Adviser (DEA) at your local Jobcentre or Jobcentre Plus office and agree a time for them to come and to visit you. The DEA will work through the commitments and discuss how you might make them work within your company or organisation. 
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ACTIVITY - THE “TWO TICKS” SYMBOL

AIMS

· To look at the requirements of the standard

· To see how you feel your employer shapes up

The ‘two ticks’ symbol has been around for some time. It is a standard that is quite far reaching in it’s scope and aims to help disabled people at work, disabled people seeking work and existing workers who become disabled.

TASK 1
Listed on the following pages are the criteria for holding the Positive about Disabled People “Two Ticks” symbol.

Read through them and tick one of the boxes against each based upon the following criteria:-

1. My employer does this, I know of examples
2. I think my employer does this or would if the need arose
3. I do not think my employer does this and I believe getting it done would be difficult
4. my employer does not do this
This form is also on your CD Rom if you need extra copies.
TASK 2

Your CD Rom contains a spreadsheet. This spreadsheet will translate the results of your survey into a score and also flag up any of the commitments that have essential criteria outstanding. The scoring system gives a value of zero for an employer who just meets the requirements of the award but goes no further. Scores are boosted by having evidence to demonstrate the essential criteria and adopting the desirable criteria up to a maximum of 82. Enter the data from your form on the worksheet called “Disability Champion’s View” and safe the file on a floppy disk.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 3.1
Commitment 1

To interview all disabled applicants who meet the minimum criteria for a job vacancy and consider them on their abilities.
The aim of this commitment is to encourage disabled people to apply for jobs by offering an assurance that should they meet the minimum criteria they will be given the opportunity to demonstrate their abilities at interview stage.

Essential Action

	Action required
	1
	2
	3
	4

	this commitment applies to all vacancies, internal and external, without exception
	
	
	
	

	ensure minimum criteria are available to disabled applicants and, in the job advert / specification, make applicants aware of where they can access this information
	
	
	
	

	when sifting applications to reduce interview numbers any disabled applicant meeting the minimum criteria must be set aside for interview and not subject to subsequent change in the minimum criteria
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider including a brief statement explaining what the symbol means in the job advert. For example "All disabled applicants who meet the minimum criteria for the job will be invited to interview Minimum criteria are available from."
	
	
	
	

	consider including details of the minimum criteria in the job advert itself
	
	
	
	

	place job adverts in the disability press to attract disabled applicants, for example 'Disability Now'
	
	
	
	

	monitor what happens to disabled applicants through internal and external recruitment processes
	
	
	
	


Commitment 2

To ensure there is a mechanism in place to discuss, at any time, but at least once a year, with disabled employees what they can do to make sure they can develop and use their abilities.
The aim of this commitment is to ensure that disabled employees are getting the same opportunities as others to develop and progress within their job.

Essential Action

	Action required
	1
	2
	3
	4

	identify who your existing disabled employees are in order to fulfil this commitment
	
	
	
	

	bring this commitment, and the action it requires, to the attention of all employees who have responsibility for managing staff
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	encourage a working environment which encourages disabled employees to discuss their development at any time 
	
	
	
	

	ensure there is a mechanism in place for a disabled employee to speak to an alternative member of staff should there be a problem with their immediate supervisor 
	
	
	
	

	monitor the views and actions taken as a result of this commitment and consider sharing widely
	
	
	
	

	publicise this commitment widely, i.e. internal guidance/news letters
	
	
	
	


1. My employer does this, I know of examples
2. I think my employer does this or would if the need arose
3. I do not think my employer does this and I believe getting it done would be difficult
4. my employer does not do this
Commitment 3

To make every effort when employees become disabled to make sure they stay in employment.
The aim of this commitment is to make sure that employees know that, should they become disabled, they will have your support to enable them to continue in their current job or an alternative one. Retaining an employee who has become disabled means keeping their valuable skills and experience and saves on the cost of recruiting a replacement.

Essential Action

	Action required
	1
	2
	3
	4

	ensure there is a mechanism in place for you to consider all the options should an employee become disabled or if an employees existing disability becomes worse 
	
	
	
	

	ensure that this commitment is widely known amongst employees
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider how flexible your procedures are to accommodate this commitment. For example do you offer flexible working patterns, job sharing, home working?
	
	
	
	

	consider developing procedures to monitor the progress of employees who have become disabled or whose disability has worsened
	
	
	
	

	make sure that supervisors/managers know about the support available from the disability service should one of their members of staff develop a disability. For example, advice on job restructuring, adapting workstations, work preparation or retraining and financial help through Access to Work in cases where it proves impossible to retain the person could you, consider using your business network to assist the disabled person in their jobsearch?
	
	
	
	


Commitment 4

To take action to ensure that all employees develop the appropriate level of disability awareness needed to make your commitments work.
The aim of this commitment is to provide awareness of disability issues to all staff in order to improve the working environment.

Essential Action

	Action required
	1
	2
	3
	4

	define what the appropriate levels of disability awareness are. For example in a large organisation, personnel specialists could receive detailed disability equality training, whereas a trainer might need to examine how to accommodate people with different disabilities in a learning environment. Line Mangers and colleagues would probably benefit from a general understanding of how attitudes and environment can affect disabled people, with perhaps some guidance on disability etiquette when meeting a disabled person. 
	
	
	
	

	ensure that new staff and people moving posts receive the appropriate level of awareness training
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider taking people on a work preparation trial so that you and your existing employees have experience of working with a disabled colleague.  For further advice contact your DEA 
	
	
	
	

	set up mechanisms to evaluate the effectiveness of your awareness raising activities
	
	
	
	


1. My employer does this, I know of examples
2. I think my employer does this or would if the need arose
3. I do not think my employer does this and I believe getting it done would be difficult
4. my employer does not do this
Commitment 5

Each year, to review the five commitments and what has been achieved, to plan ways to improve on them and let employees and Jobcentre Plus know about progress and future plans.
The aim of this commitment is for the employer to monitor your own practices and achievements in meeting their symbol commitments and to identify areas for further progress or good practice to share with others. The commitment also helps you to plan how to let people know initially that the company has become a symbol user, and to keep them up to date with developments. Progress should be fed back to Jobcentre Plus Disability Service at your annual review.

Essential Action

	Action required
	1
	2
	3
	4

	ensure that it is clear who is responsible for collecting information to make the review effective and what information needs to be collected
	
	
	
	

	ensure there is a mechanism in place to share the results of the review with all employees
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider conducting a disability audit to get a bench mark from where to start
	
	
	
	

	consider recording recruitment and career progression information about disabled people to review the effectiveness of your disability policies
	
	
	
	


1. My employer does this, I know of examples
2. I think my employer does this or would if the need arose
3. I do not think my employer does this and I believe getting it done would be difficult
4. my employer does not do this
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WORKPLACE ACTIVITY - THE “TWO TICKS” SYMBOL

AIMS

· To find out your managers awareness of ‘two ticks’

· To see how your employer feels they compare to the standard

TASK 1 – Your Company’s view of ‘Two Ticks’

Give the managers two ticks forms (the following 6 pages) to the appropriate member of your management or personnel team to complete on behalf of the company. This will give you a comparison with your own views.

When you receive the completed from enter the data on the spreadsheet on the worksheet called “Management’s View”.

This form is also on the website if you need extra copies. 

TASK 2 – Interviewing Members

Using your revised interview form conduct further interviews with members to find out their issues.
Listed on the following pages are the criteria for holding the Positive about Disabled People “Two Ticks” symbol. Your Trade Union Disability Champion has completed an identical form with based on their opinion/knowledge.

The disability champion will compare your views with their own and then meet with you to discuss any areas of difference with a view to agreeing a common set of results.

Please read through the commitments and tick one of the boxes against each based upon the following criteria:-

1. Our organisation does this and could show evidence/examples
2. Our organisation would if the need arose without hesitation
3. Our organisation does not do this and I believe getting it done would be difficult

4. It would be very difficult for our organisation to meet this

Commitment 1

To interview all disabled applicants who meet the minimum criteria for a job vacancy and consider them on their abilities.
The aim of this commitment is to encourage disabled people to apply for jobs by offering an assurance that should they meet the minimum criteria they will be given the opportunity to demonstrate their abilities at interview stage.

Essential Action

	Action required
	1
	2
	3
	4

	this commitment applies to all vacancies, internal and external, without exception
	
	
	
	

	ensure minimum criteria are available to disabled applicants and, in the job advert / specification, make applicants aware of where they can access this information
	
	
	
	

	when sifting applications to reduce interview numbers any disabled applicant meeting the minimum criteria must be set aside for interview and not subject to subsequent change in the minimum criteria
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider including a brief statement explaining what the symbol means in the job advert. For example "All disabled applicants who meet the minimum criteria for the job will be invited to interview Minimum criteria are available from."
	
	
	
	

	consider including details of the minimum criteria in the job advert itself
	
	
	
	

	place job adverts in the disability press to attract disabled applicants, for example 'Disability Now'
	
	
	
	

	monitor what happens to disabled applicants through internal and external recruitment processes
	
	
	
	


Commitment 2

To ensure there is a mechanism in place to discuss, at any time, but at least once a year, with disabled employees what they can do to make sure they can develop and use their abilities.
The aim of this commitment is to ensure that disabled employees are getting the same opportunities as others to develop and progress within their job.

Essential Action

	Action required
	1
	2
	3
	4

	identify who your existing disabled employees are in order to fulfil this commitment
	
	
	
	

	bring this commitment, and the action it requires, to the attention of all employees who have responsibility for managing staff
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	encourage a working environment which encourages disabled employees to discuss their development at any time 
	
	
	
	

	ensure there is a mechanism in place for a disabled employee to speak to an alternative member of staff should there be a problem with their immediate supervisor 
	
	
	
	

	monitor the views and actions taken as a result of this commitment and consider sharing widely
	
	
	
	

	publicise this commitment widely, i.e. internal guidance/news letters
	
	
	
	


Commitment 3

To make every effort when employees become disabled to make sure they stay in employment.
The aim of this commitment is to make sure that employees know that, should they become disabled, they will have your support to enable them to continue in their current job or an alternative one. Retaining an employee who has become disabled means keeping their valuable skills and experience and saves on the cost of recruiting a replacement.

Essential Action

	Action required
	1
	2
	3
	4

	ensure there is a mechanism in place for you to consider all the options should an employee become disabled or if an employees existing disability becomes worse 
	
	
	
	

	ensure that this commitment is widely known amongst employees
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider how flexible your procedures are to accommodate this commitment. For example do you offer flexible working patterns, job sharing, home working?
	
	
	
	

	consider developing procedures to monitor the progress of employees who have become disabled or whose disability has worsened
	
	
	
	

	make sure that supervisors/managers know about the support available from the disability service should one of their members of staff develop a disability. For example, advice on job restructuring, adapting workstations, work preparation or retraining and financial help through Access to Work in cases where it proves impossible to retain the person could you, consider using your business network to assist the disabled person in their jobsearch?
	
	
	
	


Commitment 4

To take action to ensure that all employees develop the appropriate level of disability awareness needed to make your commitments work.
The aim of this commitment is to provide awareness of disability issues to all staff in order to improve the working environment.

Essential Action

	Action required
	1
	2
	3
	4

	define what the appropriate levels of disability awareness are. For example in a large organisation, personnel specialists could receive detailed disability equality training, whereas a trainer might need to examine how to accommodate people with different disabilities in a learning environment. Line Mangers and colleagues would probably benefit from a general understanding of how attitudes and environment can affect disabled people, with perhaps some guidance on disability etiquette when meeting a disabled person. 
	
	
	
	

	ensure that new staff and people moving posts receive the appropriate level of awareness training
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider taking people on a work preparation trial so that you and your existing employees have experience of working with a disabled colleague.  For further advice contact your DEA 
	
	
	
	

	set up mechanisms to evaluate the effectiveness of your awareness raising activities
	
	
	
	


1. Our organisation does this and could show examples
2. Our organisation has not done this but would if the need arose
3. Our organisation does not do this and getting it done would be difficult
It would be very difficult for our organisation to do this

4. Commitment 5

Each year, to review the five commitments and what has been achieved, to plan ways to improve on them and let employees and Jobcentre Plus know about progress and future plans.
The aim of this commitment is for the employer to monitor your own practices and achievements in meeting their symbol commitments and to identify areas for further progress or good practice to share with others. The commitment also helps you to plan how to let people know initially that the company has become a symbol user, and to keep them up to date with developments. Progress should be fed back to Jobcentre Plus Disability Service at your annual review.

Essential Action

	Action required
	1
	2
	3
	4

	ensure that it is clear who is responsible for collecting information to make the review effective and what information needs to be collected
	
	
	
	

	ensure there is a mechanism in place to share the results of the review with all employees
	
	
	
	


Desirable Action

	Action required
	1
	2
	3
	4

	consider conducting a disability audit to get a bench mark from where to start
	
	
	
	

	consider recording recruitment and career progression information about disabled people to review the effectiveness of your disability policies
	
	
	
	


1. Our organisation does this and could show examples
2. Our organisation has not done this but would if the need arose
3. Our organisation does not do this and getting it done would be difficult
4. It would be very difficult for our organisation to do this
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ACTIVITY - DEFINING A PROCESS FOR SOLVING PROBLEMS

AIMS

· To think through the complete interview process

· To identify when to liaise with the project website

· To think about involving other people 

Task

As part of last weeks work based activities you will have interviewed members using the proforma created since week one. 

The original activity stated that the interview would be one part of a process that identified issues to be followed through to a review of the implemented solution.

This activity’s aim is to think about the full process. In defining your process you will need to consider the following:-

· Recording progress

· Interaction with …

· the member concerned

· the management

· www.disabilitychampions.com

· your fellow champions

· Confidentiality/dignity

· Review and evaluation

· Sharing best practice and lessons learned

In your group produce a flow chart showing the process for solving a member’s problem from initial interview to the member being happy that the issue has been resolved to their satisfaction.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 3.1
Flow Chart Boxes

	
	Use this shape with either the word START or STOP to show the beginning and end of the process

	
	This is a decision box. Use this whenever there is a ‘what if’. You then have two routes in the process, label one YES and one NO.



	
	This is a standard operation box. You could use this for operations like ‘arrange meeting with team leader’

	
	This shape indicates a document. It could be used for ‘print interview form’

	
	This indicates multiple documents and could be used for ‘file completed form’

	
	Use these shapes with a number in if your chart needs to go onto another page. Put a number in the boxes to show what connects with what.
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ICT ACTIVITY - Researching a Specific Disability

AIMS

· To produce a report for publication on the web site

· To carry out detailed research

· To allocate tasks to team members

TASK

In your role as a Disability Champion you will need to find out information about specific impairments and potential adjustments that may solve problems arising from it. 

In your group choose an impairment (tinnitus, ME, epilepsy etc) that you have some interest in/knowledge of and produce a short report about it. You may wish to cover:-

· The nature of the impairment

· Potential effects on work, home or social life

· Numbers of people in the UK affected

· Popular misconceptions/negative perceptions

· Potential related “reasonable adjustments”

· Contacts for further information (websites, help lines etc)

Allocate tasks to group members with a view to having a word processed report by the end of the day that can be sent to the project website developer to be added to the Information page.
Remember to make note of any websites you use to find information so links can be made to them at the end of your work.
ASSESSMENT CRITERIA

This activity should provide some evidence for the Recognising and Tackling Discrimination unit; criteria 1.1 and 1.2 and the Building Equality unit; criteria 1.1 and 1.2.
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WORKPLACE ACTIVITY – Agreeing targets

AIMS

· To compare your views with those of your management

· To begin to develop a portfolio of evidence for ‘two ticks’

· To identify issues for continuous improvement planning

TASK

Arrange to meet the manager who filled in the ‘two ticks’ audit questionnaire. The aim of this meeting is to fill in another copy with responses that you both agree to. Explain to the manager that the purpose of this exercise is to establish where your organisation is at present and that your role is to help make improvements. The criteria you should use are:-

1. Evidence can be produced

2. Procedures demonstrate the criteria but there are no hard examples

3. Only anecdotal evidence exists

4. No evidence exists

These objective criteria should help you resolve any differences of opinion. When evidence is collected it should be filed in a portfolio to demonstrate the company’s position should you be audited against the standard (if you hold the symbol) or wish to apply for the symbol (if you do not at present).
ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 3.1.
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ACTIVITY – LEGAL FRAMEWORKS FOR DISABILITY EQUALITY

AIMS

· To look at legal frameworks in other EU Countries

· To assess the pro’s and con’s of different systems

Across Europe there are three distinct styles of legislation with respect to equality of opportunity for disabled people and employment. These are:-

· Anti discrimination laws based upon rights, were individuals can seek justice through the court system if those rights are not afforded. Examples of this can be found in our own DDA, the USA and Canada.

· Compulsory employment, were employers are forced to meet a quota of disabled workers or they pay levis. This is the case in many central European countries and was in the UK until 1995. Examples of quotas are:-

· Italy 7%

· France 6%

· Germany 5%

· Austria 4%

· Spain 2%

· Voluntary compliance with government funded financial incentives. This is the case in the Scandinavian countries.

TASK

Consider the implications of the three systems above in your group with respect to:-
· The effectiveness of getting jobs for disabled people

· The kind of jobs disabled people get

· Career progression and equal pay

· Dignity at work

RESOURCES

· www.daveparr.co.uk/dc/paris.pdf
· other internet based resources (use search engines)

ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 2.1
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ACTIVITY - ACTION PLANING; MAKING TWO TICKS WORK

AIMS

· To develop an action plan

· To identify shortfalls against the ‘two ticks’ standard

By now your manager should have completed their two ticks audit form and you should have an agreed target score printed out with your results, targets and signatures on it.

The next step is to plan your strategy for improvement. For each action point you will need to think:- 

· what you can do to demonstrate and evidence the assessment criteria 

· who should do what

· timescales for action

· recording evidence and setting new goals

Your first priority is to get all of the criteria met with a score of at least 2. When you have achieved this you can go on to look at the desirable criteria and moving your essentials up to score 1.

· Concentrate on easy ‘quick fixes’ first

· Think about the solution to the more difficult issues even if you cannot see them being implemented in the near future

· If you cannot think of ways of evidencing the criteria discuss them with the other people on the course or post a message on the project website to seek help from other Disability Champions

· If you or your employer need clarification on the meaning or sentiment of any criteria contact your local Disability Service Team (details can be found on the website)

Once you (and your employer) have achieved your agreed target score you will need to go through this process again to see how you will meet your next goal.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 3.1.
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ACTIVITY - PROMOTING THE ROLE

AIM

· To think of ways of expanding the network of Champions

· To think how your union’s structures can compliment the project

The Disability Champions team are taking every opportunity to spread the word about the project and what is being achieved. They recognise, however, that the real advocates are yourselves and the members you will be working with.

TASK

This activity is to think about how you will promote the fact that you are a Disability Champion and tell people what that means and also how you will encourage other people to get involved.

Set yourself action points with realistic target dates. There is no easy answer to communication! Think about all the options open to you. Email and electronic communication allow you to get to people quickly but there really is no substitute for meeting people face to face.

Think about promoting the role to:-

· Other areas of your workplace

· Other members of your branch/region

· Other trade unions you have links with

· Employers/trade unions of your family and friends
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ACTIVITY - EVALUATING SUPPORT

AIMS

· To look think about the resources used on the course

· To assess the effectiveness of resources

TASK

Based upon your experience during this course make a list of the methods of support and research you have used. This may include;-

· Talking to disabled members

· Talking to other people within the union

· Web sites

· Help lines and disability organisations

· Other Disability Champions

· Management

Against each of the items describe how you have used them and what help they have been to you. Explained how each has helped you either with specific activities on the course or in finding information to help resolve member’s problems.

ASSESSMENT CRITERIA

This activity should provide some evidence for the Building Equality unit; criteria 2.2 and 2.3.
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COURSE EVALUATION

Course End Date
____________________

Venue


____________________ 

About the Facilities

Please rate the following in relation to the course venue.

	
	Poor                     Excellent

	Classroom facilities
	1
	2
	3
	4
	5

	Accessibility
	1
	2
	3
	4
	5

	Parking
	1
	2
	3
	4
	5

	Catering facilities/availability
	1
	2
	3
	4
	5

	Access to IT
	1
	2
	3
	4
	5


Any other comments about the venue?

About the Course

Please circle one response to each statement

The pace of the course was:-

	Rushed
	About right
	Too slow


The course content:-

	Met my aims
	Partially met my aims
	Was not what I expected


The course materials where:-

	Clear and easy to follow
	Adequate
	A little difficult to understand


What was the best part of the course?

What activities would you change or leave out – and why?

Any other comments about the course?

About www.disabilitychampions.com

Are there any areas of the web site that you found difficult to use, find or access?

Is there anything you would like to see added to the site?

Any other comments about the web site?

About you as a Disability Champion

Which of these statements most fits how you feel having completed the training course?

	I am still unsure of the role
	

	I feel I need to know more before I can be effective
	

	So far so good – lets see what happens
	

	I am confident I can make improvements
	

	This is brilliant – let’s get on with it!
	


What further support do you feel you will need from the Disability Champions’ project team in future?

Please use the space below to give us any additional comments about the course and your new role.
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