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The National Co-ordination Team for Widening Participation 

 

Disability FOCUS Guide 
Employability 

 

 
 

Introduction 
This guide will be of use to staff with responsibility for directly supporting student 
employability in post-16 education institutions, whether this is delivered through central 
services or academic departments. Careers services and disability or learning support 
services staff will benefit from considering the guide as will academic staff that support 
learners to develop skills which enhance employability as part of the curriculum.  
 
The guide covers the remit of staff dealing with a range of associated employability 
issues. These include: organising placements, field trips and overseas study; delivering 
sandwich courses, foundation degrees and employability skills programmes; and co-
ordinating work-based learning and volunteering opportunities.  
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The term ‘employability’ is used in this document to refer to all the above areas of 
activity. It involves the development of a set of achievements, skills, understandings and 
personal attributes that make students more likely to gain employment and be successful 
in their chosen occupation (ESECT, 2002)1. Employability for disabled students within 
post-16 education institutions means focusing on the issues of gaining rewarding 
employment at an appropriate level.  
 
Considering the statements below will help staff to plan, organise and deliver accessible 
and inclusive employability provision for disabled people. 
 

Content: 
 
A. Strategy, policy and procedures  

B. The physical environment - facilities and equipment 

C. Information  

D. Application, enrolment and induction  

E. Confidentiality and disclosure  

F. Staff awareness and training 

G. Curriculum delivery and assessment 

H. Monitoring, evaluation and complaints 

I. Partnerships and collaboration   

J. Other specific issues 

 

A. Strategy, policy and procedures 
When writing, reviewing and approving policies, procedures and practices related to 
employability always take into account disabled student issues. 

 

Always consider inclusion and accessibility for disabled students when employability 
issues are raised as an agenda item at meetings of committees and working groups. 
Where possible ensure there is representation by disability professionals or disabled 
people. 

 

Consult disability specialists and disabled students as part of the assessment of the 
impact of any planned changes in policies, procedures and practices relating to 
employability. 

                                                
1
 The Higher Education Funding Council for England (HEFCE) funded the Enhancing Student 

Employability Co-ordination Team (ESECT) between 2002 and 2005 to help the sector engage 
with employability. The ESECT definition has been widely adopted in the discussions of 
employability within the Bologna Process established to support international co-operation and 
academic exchange for students and staff. 
 

../../../Downloads/l
../../../Downloads/l
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Put in place a procedure to ensure funding is available to make reasonable adjustments 
to employability activities to meet the additional needs of disabled students. This will 
involve: 
 

 Identifying and costing the reasonable adjustments needed by individual disabled 
learners; e.g. for employing support workers and providing enabling equipment, 
information in alternative formats or accessible transport. 

 Allocating responsibility for making decisions about what it is ‘reasonable’ for the 
institution to do and to fund.  

 Setting aside funding to make reasonable adjustments.  

 Putting adjustments in place. 
 

 

 1 & 2 
 

 
Equality and diversity in careers education   Transition to Work 

Original Source EHRC 2011     Original Source ECU 2008 
 
 

B. The physical environment - facilities and equipment 
Ensure all venues and facilities used to deliver employability activities are accessible to 
disabled students; e.g. venues are generally:  

 

 Level or have lift or ramped access for wheelchair users and people with mobility 
difficulties. 

 Provided with hearing loops and are acoustically suitable for people with hearing 
difficulties. 

 Appropriately signed and lit for people with visual difficulties.   
 
If a venue is not accessible, arrange an alternative venue for the activity or offer an 
alternative, equivalent experience to all students so that disabled students can participate 
along with their non-disabled peers. 

 
Make sure web sites, e-learning platforms and any computer facilities used as part of 
employability activities are accessible; e.g. screen-reading software is installed and is 
compatible with employability programmes for print-disabled learners and workstations 
can be adjusted for wheelchair users or people with physical difficulties. 
 
Put arrangements in place to ensure the health and safety and emergency evacuation of 
disabled learners during employability activities such as placements, study abroad or 
field trips. 

 

http://www.tagdisability.org/wp-content/files_mf/71careers.pdf
http://www.tagdisability.org/wp-content/files_mf/transitionworkdisabledstudents.pdf
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Accessible Events. Word or PDF   
Original Source NDT & Tech Dis 2005   

  

 

C. Information 
Make all employability publicity and information materials available in accessible and 
alternative formats; e.g. all documents are written in plain English and use clear fonts 
and presentation style, and can be provided in audio format, large print or Braille if 
required.  
 
For all prospective and enrolled disabled students, provide timely access to information 
on employability aspects of the curriculum, careers guidance, placements, study abroad 
and field trips. This will help them plan and prepare for these experiences and help in 
planning for support workers, accessible transport or accommodation. 

 
Ensure students, staff and experience providers receive timely information about any 
funds available to meet support costs whilst the student is undertaking employability 
activities; e.g. raise awareness of Disabled Students’ Allowances (DSA), Access to Work, 
any institutional international disabled student funds, charitable grants, European or other 
relevant funding. 
 
Develop and publicise written guidance, particularly for international disabled students, 
which helps explain disability-related employability issues; e.g. which outlines UK 
legislation regarding disabled people’s rights in employment, Two Ticks employer 
responsibilities and considerations about disability disclosure to employers or providers. 
 
 

 4 & 5 
 

 

 

 

 

 

 

 

 
How to write in Plain English TechDis Guidance Accessibility 
Original Source Plain English Campaign 2009 essentials 
       Original Source JISC TechDis 2010 

 

 
 

http://www.tagdisability.org/wp-content/files_mf/accessibleevents1.doc
http://www.tagdisability.org/wp-content/files_mf/accessible_events1a.pdf
http://www.tagdisability.org/wp-content/files_mf/1319468091_magicfields_attachment_1_attachment_1_file_1_1.pdf
http://www.jisctechdis.ac.uk/AccessibilityEssentials/
http://www.jisctechdis.ac.uk/AccessibilityEssentials/
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D. Application, enrolment and induction 
Take into account the needs of disabled students who might attend employability briefing 
events or when making booking arrangements; e.g. offer an option to book places by 
email or text for Deaf students. 
 

 

Appropriately support disabled students in their search for suitable placements, study 
abroad or employment, if this is not a core competence of the course of study. 

 

Offer individual orientations or briefings, if required, to allow disabled students and 
providers to plan and prepare in advance of placements, visits, field trips or work 
experience. 
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Toolkits for Success 
Original Source UMAN 2006 
 
 

E. Confidentiality and disclosure 
Include information on all forms used by students when applying for employability 
activities which encourages individuals to disclose a disability and which explains why 
this information is being sought; i.e. to ensure individual support can be put in place, 
planning to improve access is undertaken and preparations are made. 
 

 

Make sure that staff organising employability activities know what action to take if a 
student discloses a disability or additional needs prior to or during an activity so that 
information is dealt with confidentially and disclosed to the right people to ensure access 
to support. 
 

Brief staff so they know what to do if a disabled student does not want fellow students or 
external providers to know they are disabled, and so they can make the student aware of 
the consequences of this decision; e.g. if a student does not want disability-related 
information to be shared with other students on a field trip or with a placement provider. 
 

 

 7 & 8 

       Disclosing Disability 
Finding Out About People’s Disabilities  Word or PDF 
Original Source DFES 2002     Original Source DRC 2007 

http://www.disabilitytoolkits.ac.uk/
http://www.tagdisability.org/wp-content/files_mf/finding.pdf
http://www.tagdisability.org/tag/disclosure
http://www.tagdisability.org/wp-content/files_mf/disclosingdisabilityreport07.pdf
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F. Staff awareness and training 
Provide disability awareness or equality training to all staff with a remit for delivering 
employability and related activities so they are aware of their responsibilities in relation to 
disabled learners, particularly with regard to disability and equality legislation. 

 
Train staff with responsibility for supporting placement students in mentoring or 
supervising disabled students on placements. 
 
Make staff responsible for employability and related issues aware of where to direct 
disabled students for specific advice to help with funding for, or assistance to arrange, 
any additional support such as personal assistants, enabling technology, travel or 
adaptations to accommodation. 
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Inclusive Placements, Work Experience and Off-Campus Learning  
Original Source University of Westminster 2009 
 
 

G. Curriculum delivery and assessment 
Ensure staff working with students undertaking employability activities address the needs 
of disabled students in relation to: 
 

 Travel arrangements, including parking, if appropriate. 

 Expectations and learning outcomes of the placement. 

 Placement mentor or supervisor experience and understanding of disability issues. 

 Personal insurance cover. 

 Accommodation. 

 Social aspects. 
  

Make sure there are no unnecessary barriers to disabled students achieving learning 
outcomes for employability activities; e.g. give consideration to adjusting assessment 
methods used in order to accommodate disabled students.  If this is not possible, build 
such considerations into the next course review and ensure learners are aware of any 
barriers prior to commencing study. 
 
Investigate, and follow up with the relevant organisation, any barriers which become 
apparent about the requirements of a qualifying body in relation to registering or 
qualifying a disabled person for a trade or profession; e.g. where the issue of a student’s 
‘fitness to practice’ may be disputed in a health profession. 
 
 
 

 

http://www.tagdisability.org/wp-content/files_mf/icds6placements.doc
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 10 & 11 

 
 
 
 
 
 
 
Employ Ability web pages   Placements for Disabled Students 
Original Source Employ Ability web site    Original Source DfES 2002 
 
 

H. Monitoring, evaluation and complaints 
Monitor and review the provision of employability activities. As part of this process use 
internally and externally available information and data about disabled and non-disabled 
students as well as the views of disabled students. 

 
Ensure all staff with responsibility for employability activities are familiar with the 
institution’s procedures for resolving disability-related complaints, and cases of potential 
harassment or discrimination, including instances where an external provider is accused 
of discrimination. 
 

  12 & 13 
 

 
QAA Code of practice Disabled Students  What Happens Next?  

Original Source QAA 2010     Original Source AGCAS 2011 

 
 

I. Partnerships and collaboration  
Make sure employability partners are aware of the needs of disabled students as well as 
their responsibilities to provide support and reasonable adjustments for disabled students. 

 
Develop partnerships with local or regional organisations of disabled people to inform the 
development of accessible provision; e.g. develop relationships with local coalitions of 
disabled people and employment advisers in disability charities such as Blind in Business 
or National Autistic Society. 

 
Ensure contracts with external staff or organisations, which include delivering aspects of 
the institution’s employability activities, include reference to their duties to disabled 
students. 
 

  

 

http://www.employ-ability.org.uk/
http://www.tagdisability.org/wp-content/files_mf/placement.pdf
http://www.tagdisability.org/wp-content/files_mf/section3disabilities2010.pdf
http://www.tagdisability.org/wp-content/files_mf/agcas1.pdf
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Employers’ Forum on Disability 
Original Source EFD 2011 
 
 

J. Other specific issues  
Provide opportunities for disabled students to be mentored by disabled people who have 
successfully made the transition to employment or postgraduate study. 

 
Invite disabled people to act as role models when delivering employability activities. 
 

This guidance was produced and designed by Tina 
Elliott and Martin Murphy for Action on Access 

For further information about Action on Access please 
contact: 

Website:  www.actiononaccess.org 

Email   contact@actiononaccess.org 

For all your disability education resources www.tagdisability.org 
15 

 

 

 

http://www.efd.org.uk/
file:///C:/Documents%20and%20Settings/Murphym/Local%20Settings/Downloads/www.actiononaccess.org
file:///C:/Documents%20and%20Settings/Murphym/Local%20Settings/Downloads/www.tagdisability.org
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