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Introduction 

We frequently think to support team members with learning difficulties we need to create a unique way of giving 

information differently to how we deliver it to others.   Of course, there will be ways you can adapt what you do and 

how you support them, and we will look at these here. You will find that a lot of the strategies you can support are 

shared across many difficulties your team members may have.

Many of you may come across a team member / apprentice that has not previously disclosed their difficulty or 

disability.  This might be because they do not have a diagnosis, may not be aware but also may have a relatively 

new condition.

All team members / apprentices can be included in normal ways of working through positive relationships and inclusive 

environments that all employees are part of.  Something that works for someone with an inclusion need, will work for 

all, and this means all team members and apprentices have what they need, even those that do not disclose straight 

away and avoids any feelings of isolation and being singled out.

This supporting document, created with the support of The Careers and Enterprise Company, is relevant to any of your 

employees, whether on a learning programme or not, so for the remainder of the document we will refer to them as 

team members. 
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Inclusive Practices
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Inclusive Practices

 » Provide materials team members will need for a meeting ahead of time.  Providing it ahead of time will allow them 

to familiarise which can help reduce anxiety and allow them to participate more in the actual meeting.

 » Embrace the use of technology. Provide resources in a variety of formats, for example online so they can use 

assistive software. Also, digital voice recorders allow your team members to reflect and revisit information. Inclusive 

practice for significant information would be to make one single recording available to all.

 » Using accessible text size 12+ font for handouts and 28+ for PowerPoints (Arial or similar recommended),  

and left aligned

 » Enlarged photocopies that require reading, where not given online

 » Use coloured paper for all (buff and pale green are effective, but team members will tell you their preference  

if asked) 

 » Consider colours used on a board. Black can be difficult for many to read and red / green are difficult for those with 

colour blindness.

 » Give guidelines on your expectations regarding filing etc.  Do not assume this is a skill they have already.

 » Plan time in your diary to observe your team members and see what works for them and what does not, ensuring 

you observe strengths as well as what they find challenging.

 » Assess strengths and areas for improvements of your team members and help them develop them by giving them 

tasks that are engaging and make them feel valued.

 » In all opportunities build in promotion and awareness of embracing and celebrating diversity and its benefits to  

the organisation. 

 » Ensure all information given to them is clear such as glossaries of terminology they may need, and any instruction 

(written or verbal) is given clearly. Avoid jargon, acronyms, and vague instructions.

 » Make sure any changes to meetings or tasks are given plenty of notice.

 » Repeat questions asked by your team members, to ensure everyone can hear the question and the answer. 

Chances are someone else may be thinking of the same question.

 » Feedback is 2 way and should be regularly given on tasks they have completed and their approach, but also 

regularly gain feedback from them on how effective the environment is for them and whether they feel included.

 » Allow plenty of time to ensure messaging and information is delivered at an effective pace and they have time and 

opportunity to make notes when needed.

 » Ensure structured choice within work practice.

 » Manage the physical environment and ensure accessible spaces, considering stimulus and distractions.

 » Establish clear ground rules to create a safe environment for all team members. Ensure these are visible and 

promoted at all opportunities.

 » We have provided some guidance around some specific difficulties that may support you but do not think you 

know all about it.  The best person to tell you what they need and how you can help are your team members.  Ask 

them what they need and listen to what they say.

 » Explore if they are happy for their inclusion needs to be shared with the wider team, to ensure the entire environment 

and workforce is inclusive. Many will have experiences and knowledge that may be helpful in supporting.
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Medical and  
Physical Disabilities
Physical Disabilities



5Aspiration Training Ltd  |  Creating an Inclusive Environment

What is their disability?

Physical disabilities impact individuals differently and can fluctuate in different environments and at different times.

The nature of a physical disability is such that it limits physical functioning, mobility, dexterity and stamina, and can 

range from temporary illnesses to permanent disabilities, covering a range of medical conditions.

It can be very difficult to navigate as some disabilities with names such as Cerebral Palsy or Muscular Dystrophy can 

be wildly different in terms of what the individual experiences. For this reason, it’s essential that all your team members 

are treated individually, for their own specific needs.

Impact on the workplace can be in the form of communication through speech and language difficulties; ability to 

take notes or perform certain tasks due to limits in strength and / or dexterity; capacity to travel long distances due to 

mobility issues and the need to use crutches or wheelchairs; or the support they may need to meet their own  

daily needs.

How can you help?

Given all needs will be different, it’s crucial to communicate with your team member on what they need. The key things 

to consider are to be patient, be discreet initially, be aware of their needs, and not to make assumptions.

Allow the use of a DVR if they would normally have a note taker, and be aware of any other access arrangements that 

they use in their learning that you can reflect in the workplace. The Coach your team member is working with can 

support you with this.

When communicating, always communicate with your team member, not the person with them if they are 

accompanied. Equally, if pushing a wheelchair, wait until you’re facing them to have a long conversation.

Think about the physical environment and the access arrangements. Is there lift access? Can they safely exit the 

building in an emergency? Do they need a height adjustable table? Is their position suitable?

Where you may need to support your team member to complete physical tasks at work, communicate with them fully 

so they feel in control of the task and it’s completed to their standard.

Specifically with a team member with Cerebral Palsy, be aware of any repetition of involuntary movements.

If exercise, visits and trips are included in the work place routine, forward plan these with your team member to ensure 

the same accessibility and opportunity to interact. You may need to complete risk assessments for this and it’s best to 

take advice.

Your team member may have difficulty with speech and communication. Give them more time to answer questions and 

in discussion. Don’t be embarrassed to ask them to repeat what they have said, or reword the question. They will likely 

be used to it, and you will get used to their speech pattern in time.

Your team member may become more tired in the afternoons due to their condition and you may need to support 

‘pacing’ days in the workplace and structuring their day to support it.
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Medical and  
Physical Disabilities
Epilepsy
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What is their disability?

Epilepsy is a neurological condition, affecting about 1 in every 200 people, and it causes recurrent seizures  

originating in the brain.

Again, people can be affected differently and people may experience many different types of seizures. Equally, seizures 

can last for differing amounts of time and your team member will need to recover, which can often take  

longer than the seizure itself.

For most people with epilepsy it can be managed well with treatment, and they are able to get on with their lives, but 

for others with frequent seizures they may need more support and supervision.

Your team members with epilepsy will usually have a care plan which will help you give them the best support for  

their needs. 

How may it affect your team member?

Your team member may experience any one of three types of seizures; primary generalised seizures; partial (focal) 

seizures and secondarily generalised seizures. Primary generalised seizures occur when the whole brain is disrupted 

and can cause total loss of consciousness. These may include;

 » Absences – where your team member may look blank for a short period of time, and they may not respond 

when spoken to or even realise they have had a seizure. This can happen repeatedly and may be mistaken for 

daydreaming.

 » Tonic clonic – where your team member may become stiff, lose consciousness and convulse which can cause 

them to fall. This also may involve irregular breathing and / or incontinence.

 » Tonic and atonic seizures / drop attacks – your team member may either become stiff and fall heavily or 

they may lose muscle strength / tone and crumple to the ground.

 » Myoclonic – your team member may experience rhythmic, shock-like muscle jerks affecting whole body, which 

may be sever enough to result in them being thrown to the floor

Partial (focal) seizures are when only part of the brain is affected and though conscious may be altered, it is unlikely to 

be lost. These will likely fall into either;

 » simple partial seizure – where your team member may experience unusual sensations or involuntary 

movements in a part of the body, such as tingling or twitching; or

 » complex partial seizure – where your team member may lose awareness or appears disturbed or lost in their 

surroundings, and may also experience unusual feelings. Their behaviour may appear unusual and they may not 

respond when spoken to.

Secondarily generalised seizures are when the disruption starts in one part of the brain, which then develops into 

affecting the entire brain. In this situation seizures may last upward of 30 minutes. This can occur with all types of 

seizures but if this is tonic clonic, immediate medical attention is required. In situations where a tonic clonic seizure 

lasts longer than 5 minutes or your team member experiences a second seizure before they have recovered, call for 

immediate medical help.
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How can you help?

As we have said throughout, get to know your team member, how they are affected by their epilepsy and how they 

would like you to support their management of it.

Be aware of their care plan and whether you have any stated responsibilities within it.

For some, there will be specific triggers that can bring on a seizure. When discussing it with your team member, get 

to know these and support them to avoid as much as possible when in the workplace e.g. it may be stress, tiredness, 

hunger, anxiety, flashing lights or illness.

If your team member is missing learning, whether on their apprenticeship or otherwise, work with them to support 

them catching up, and work with your Coach so we can support with this, and ensuring they feel comfortable returning 

to the workplace.

Should your team member have a seizure in the workplace, work with them to make sure they feel comfortable 

returning, as this could be quite daunting. 

Further support

There is a wealth of further training available to support your understanding of what to do, and the medical team 

involved in your team member’s support plan can give you more information.

If it’s a medical emergency, dial 999.
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Medical and  
Physical Disabilities
Diabetes
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What is their disability?

Diabetes is more common than people realise, and is where a person’s pancreas is not able to produce enough or any 

of it’s own insulin for the body. Generally where insulin is produced, this does not work properly, which can cause the 

amount of glucose in the blood, or blood sugar level, to be too high due to the body’s inability to use it as it should.

Diabetes falls into 2 categories;
Type 1 Diabetes, which occurs when the body cannot produce it’s own insulin at all. It usually occurs before  

people turn 40, and generally through childhood, and is commonly treated through insulin injections taken daily.

Type 2 Diabetes is the most common. It can develop at any stage of life, is where the body is able to produce some 

insulin, but the insulin being produced does not do the job it needs to either by underperforming, or not  

having enough. It is usually able to be controlled through healthy diet and exercise, but in some cases insulin will  

also be used.

Pregnant women can develop gestational diabetes through such high levels of blood sugar that their bodies are  

unable to produce enough insulin to absorb it. Left uncontrolled, diabetes can cause damage to the heart, eyes, 

kidneys and feet. 

How may it affect your team member?

As mentioned, diabetes cannot be cured, but it can be controlled to minimise damage later in life. 

Glucose and blood sugar levels need to be regularly checked. Blood sugar that drops too low can cause 

hypoglycaemia, or a ‘hypo.’ Signs of this may be hunger, shakiness, blurred vision or unusual irritability. 

You may notice your team member with diabetes experiencing excessive thirst; frequently needing the toilet;  

tiredness; delay in wounds healing and weight loss. Ways to manage it include having regular meals, exercise and 

rapid responses to hypos, i.e. eating sugary, but not fatty foods.

Changes in blood sugar may also result in;
Hypoglycaemia (hypos) where blood sugar drops too low, resulting in sweating, anxiety / irritability, difficulty 

concentrating, feeling shaky, hunger and blurred sight.

Hyperglycaemia (hyper) where blood sugar spikes and is too high, resulting in excessive feelings of thirst, 

needing the toilet more frequently, weight loss, blurred vision, tiredness and fruity-smelling breath. This can be caused 

by stress, illness, diet or being less active. This can be life threatening and can develop over a few hours, so be aware 

of the signs and help your team member manage what you can in the work environment such as stress.
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How can you help?

Spotted quickly enough, a hypo can be treated by taking something high in sugar, but not fatty, such as a non-diet 

fizzy drink. If your team member is unable to swallow, seek medical help immediately rather than trying to force them, 

which may cause further stress.

Insulin cannot be given by mouth and therefore, has to be injected. There are 2 ways of taking it; Insulin pens, which 

are small needles, like a pen which can be carried around all the time by your team member so it is readily available if 

needed, and at appropriate times such as after eating; Insulin pumps, which are devices attached to the body by a thin 

plastic tube. These provide a steady flow of insulin and should not be disconnected for any extended periods of time.

Talking to your team member about how they manage it and how you can support that, will help you with what to do 

should anything happen.
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Medical and  
Physical Disabilities
Chronic Fatigue Syndrome
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What is their disability?

Chronic fatigue syndrome (CFS) is characterised by extreme fatigue and tiredness that does not improve with  

rest and is therefore debilitating. It also can’t be explained by an underlying medical condition.

You may have heard it referred to also as Myalgic Encephalomyelitis (ME) or Systemic exertion intolerance  

disease (SEID)

How may it affect your team member?

A team member with CFS may experience any or all of the following symptoms;

 » Fatigue after physical and / or mental activities, which can last up to 24 hours after and is severe enough to 

potentially interfere with every day activities

 » Loss of memory or concentration

 » Chronic insomnia (which can lead to them arriving to work feeling unrefreshed)

 » Muscle pain

 » Frequent headaches

 » Multi-joint pain without the usual redness or swelling of an injury

 » Frequent sore throat

 » Tender and swollen lymph nodes in neck and armpits

It’s worth noting that people with CFS tend to be affected in cycles, therefore having periods of feeling worse or better. 

In order to manage the condition, your team member will manage their exertion and activity throughout the day and 

week to ensure they are resting accordingly based on how they are feeling.

How can you help?

By being aware of your team member’s syndrome and their coping mechanisms, you can make allowances, where 

possible, for attendance, performance at work and fatigue in work and in learning.

Plan for rest periods and understand when your team member will be working at their optimum level and when they 

are experiencing fatigue, to support them to plan their day, workload and learning. For example your team member 

may find mornings more challenging, and certainly longer days.

In your team member’s learning they may find some elements may result in heightened mental fatigue so work with 

us to ensure we are providing the right level of resource and support. Consider this in your own training also, for 

example, having to take lots of notes, balancing workplace and home learning and methods they can access in their 

own time when they feel well. We can also support with your team member’s organisation and allowing extra time for 

assessments and a variety of access arrangements.
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Specific Learning  
Difference (SpLD)
Dyslexia
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What is their disability?

Dyslexia mostly affects people in their level of skill in accurate and confident spelling and reading. It’s estimated that 

1 in 10 – 20 people have some form of dyslexia. What they have can differ greatly from person to person in type of 

difficulty and severity of difficulty.

Generally people with Dyslexia will usually have average or higher than average levels of intelligence, despite having 

difficulties with reading and spelling. Difficulties may also be evident in maths and musical notation.

Other underlying difficulties include;
 » Spatial orientation, for example, knowing their left from right and being able to read a map

 » Sequencing of information, and organisation of information, such as sequencing and structuring reports  

and projects

 » Fine motor control and co-ordination, such as handwriting

How may it affect your team member?

Specifically, some of the challenges your team member may face include;

 » Difficulties with blending sounds in order to say, read and spell words

 » This may lead into difficulty in constructing written sentences

 » Reading instructions or dialogue incorrectly and therefore not understanding fully

 » Challenge with remembering more than one thing at a time

 » Difficulty finding words in conversations, particularly in high pressure situations such as team meetings or situations 

requiring speed reading or quick discussion due to needing more time

 » Challenges with organisation and time management

 » General concentration

 » High levels of frustration where difficulties do not reflect their ability of what they can do
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How can you help?

 » We will work with your team members completing learning programmes with us, to understand what strategies 

they need to learn, so we can support with how to help

 » Don’t rush your team members and give them plenty of time to digest information properly and check anything 

with you they don’t understand

 » When giving team members new information, give words and definitions in advance so they understand them. We 

will also do this with learners, so this is something they can become used to.

 » Offer reading support, including technology if necessary. This can also be applied to their learning, so speak to 

their Coach

 » Where possible offer graphics, diagrams, electronic and audio options when delivering information, to  

support understanding

 » Support the use of voice recorders and laptops if needed. We are able to support with loan laptops where learners 

are unable to access them at home, so work with us to see what we can do in these cases

 » Where you believe a learner needs extra time or other access arrangements in their assessments, speak to their 

Coach as soon as possible

Further support

If you suspect your apprentice may have dyslexia, they can take the Specific Learning Difference Self Check, and once 

complete, the workplace SpLD team will be able to assess them and ensure the correct access arrangements are in 

place. Working with us, you can then make sure they have the best opportunity to achieve. 
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Specific Learning  
Difference (SpLD)
Dyscalculia
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What is their disability?

Whilst dyslexia can often affect a persons skill level at maths, and dyscalculia is often associated with other learning 

difficulties, such as dyslexia, dyscalculia is more specifically related to the learning and retaining of basic maths skills. 

Given maths skills are developmental and layered from basic skills, these basic skills need to be consistently reinforced.

Other underlying difficulties include;
 » Spatial orientation, for example, knowing their left from right and being able to read a map

 » Sequencing of information, and organisation of information, such as sequencing and structuring reports  

and projects

 » Fine motor control and co-ordination, such as handwriting 

How may it affect your team member?

A team member with dyscalculia may experience any / all of the following;

 » Difficulty in learning and retaining basic maths

 » Over-reliance on counting and defaulting to addition when faced with a calculation

 » Challenges with navigation and orientation

 » Difficulties with money and budgeting

 » Increased levels of anxiety with maths and number

 » Difficulties with estimation, sequences of number, counting backwards and missing numbers altogether

 » Difficulties telling the time and being able to manage time, potentially affecting punctuality

 » Increased levels of anxiety with maths and number

How can you help?

 » We will work with your team members completing learning programmes with us, to understand what strategies 

they need to learn, so we can support with how to help

 » When giving your team member complex instructions or a complex calculation, break it down into small chunks 

and step by step instruction

 » When delivering a new process to your team member, use shapes, colour and objects to help them remember 

steps in the process

 » Allow your team member to use a calculator wherever possible

 » Give access to digital alternatives for telling the time around the workplace
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Specific Learning  
Difference (SpLD)
Dyspraxia
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What is their disability?

Dyspraxia, a development co-ordination disorder (DCD), affects movement and co-ordination through affecting the way 

the brain processes information and then transmits messages.

Dyspraxia can also result in immaturity, emotional issues, and / or obsessive behaviour. 

How may it affect your team member?

A team member affected by dyspraxia may have some / all of the following general features;

 » Difficulties with learning and retaining motor skills, both gross and fine, for example catching / kicking balls, 

handwriting, climbing stairs and doing up shoelaces

 » Appearance of being clumsy or have difficulties with co-ordination

 » Impaired or delayed speech - challenges with organising thoughts and ideas

 » Difficulty in maintaining focus, attention and concentration

 » Appearance of being disorientated in the physical environment

 » Difficulties with memory function, including recall of information or something as simple as where they left something

More specifically
In reading and writing, your team member may be inaccurate when copying words, listening to instructions, 

understanding information, decoding charts, spelling and structuring and cohesion of assignments and reports.

Where they may need to multitask, your team members may find it difficult to listen and take notes at the same time. 

From an emotional and sensory point of view, your team member may have obsessive or immature behaviours, and 

phobias, with extreme and heightened emotions. They may also be sensitive to external stimulation, such as light, 

sound and heat.

How can you help?

 » Get to know your team member’s individual support needs, remembering they will differ from person to person.

 » Give your team member’s praise for what they have done. Don’t compare them to others.

 » Consider any adaptations that may need to be made to the physical environment or their equipment for example 

technology, pen grips or seating arrangements. Also consider they have support in finding their way around, where 

needed, as they may become lost or disorientated.

 » Prompt your team members to stay on track with a task set as they may lose concentration easily, and consider 

giving them extra time to process information required to complete tasks.

 » Support them with organisation and diary management skills, and consider allowing them use of voice recorders, 

laptops and word processors. We may be able to support with this if they don’t have access at home, so discuss 

any needs with your Coach.
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Specific Learning  
Difference (SpLD)
Meares Irlen Syndrome
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What is their disability?

Meares Irlen Syndrome, or Irlen Syndrome is commonly known as Visual Stress and is a problem related specifically to 

the photoreceptors in the eye and how light wavelengths are absorbed and consequently processed by the brain.

There are other conditions that can cause similar symptoms and factors experienced by those with Meares Irlen 

Syndrome, and so medical advice should be sought for an up to date eye test. 

How may it affect your team member?

Visual stress can lead to many different factors, including;

 » Reading accuracy and comprehension

 » Processing written text

 » Poor handwriting

 » Difficulties with attention and concentration spans

 » Sensitivity to light and blurring or distortion of text

 » Physical effects such as headaches, eye strain, dizziness and nausea

More specifically;
 » Strain or fatigue can cause feelings of tension, sleepiness and headaches with perceptual activities such as reading

 » Poor depth perception including an inability to accurately gauge distance and may have difficulty with stairs, 

escalators and driving

How can you help?

 » Encourage your team members to use coloured overlays, though the assistance from these is limited as they won’t 

support looking at a white board. Typically people with visual stress will be assessed to use coloured glasses to 

reduce perception difficulties and light sensitivity

 » Provide coloured resources for team members to read from or write on, such as coloured paper

 » Recognise that if your team member uses a specific coloured background regularly, it may be difficult for them to 

use a different one – speak to them and find out what they need

 » Ensure fonts used on worksheets and presentations are rounded and clear

 » When considering resources, give general resources on a cream background, be aware they may have difficulty 

with objects / images that have striped patterns

 » Physically, consider their environment and the lighting. If they need to move, move them to somewhere  

more appropriate

 » Give time to read / absorb information at their own pace and allow regular rest breaks when reading
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Complex learning 
difficulties
Autistic Spectrum Disorder
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What is their disability?

Autism, a lifelong developmental condition is a complex neurodevelopmental disorder that affects communication and 

social understanding.

Communication is affected through differences in understanding and expression of communication and language. 

Autism may result in someone being non-verbal or highly articulate, but their limited use of language may mask their 

level of understanding.

Social understanding is affected through a lack of understanding around social behaviour, the feelings of others and 

their own self-management of emotions.

Differences in information processing can result in differences in understanding concepts, generalisations, and passion 

for specific areas of interest, as well the ability for absorb auditory information.

Team members may find differences in how they experience sensory information, including touch, sight, hearing, taste, 

smell, visual, balance (vestibular) and body awareness (proprioceptive).

How may it affect your team member?

Asperger’s Syndrome is a form of Autism, with difficulties in all areas described in the ‘What is their disability?’  

section, and generally people have an average or above average level of intelligence.

Team members with Autism are likely to experience difficulties in all the identified areas, however it’s important to 

remember this will be on a spectrum and each area will affect each individual in different ways and to different levels  

of severity.

Most individuals will have been living with this and will have their own management strategies, or will mask their 

difficulties at work, and only reveal them when at home, or when it’s unavoidable.

Any of these areas will be heightened when they are stressed, anxious and / or in an unfamiliar environment.
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How can you help?

We’ve identified that a team member may try to mask / manage their difficulties discreetly. The key if something starts 

to present itself is to sensitively and discreetly approach to find out how you can support with what you’ve observed.

Talking to them and finding out about their condition is crucial. By having this understanding, you can adapt your 

approach, for example some individuals may prefer a written dialogue rather than a conversation with social elements 

for them to navigate.

Give clear and precise information and instruction in management chunks and where this is verbal, allow additional 

time for team members to process these.

Your team member may have difficulty initiating conversations and therefore asking for help. Give your team  

member time to adjust to transitions, and keep an eye on them to check understanding of information and whether 

they need support.

If your team member has challenges with frustrations and anxieties, agree a process for time out, which can help them 

self-manage and allow them space to step away when needed. This can also be done by making allowances and 

agreements for rituals such as lining pens on a desk, that may ease their anxieties.

Equally, agree time when it’s appropriate to discuss their passions and special interests if this can become a distraction 

from work. This can also be a tool to engage them with their colleagues.

Try and avoid sarcasm and language that may confuse your team members, and understand that sometimes socially 

‘inappropriate’ actions are unlikely to be deliberate. Understand that for them, it can be difficult to use and understand 

tone, body language, voice volume and intonation.
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Complex learning 
difficulties
Attention Deficit  
Hyperactivity Disorder (ADHD)
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What is their disability?

Attention Deficit Hyperactivity Disorder (ADHD) is characterised by three core behaviours; inattentiveness, 

impulsiveness and over-activity, at an inappropriate level for that person’s stage of development.

ADHD is not in fact, a learning disability, it’s the medical term used when their development, behaviour, performance, 

relationships and interactions are affected, but it can affect things that can impact learning.

Whilst medication does not cure ADHD, it can alleviate some of the symptoms, much like wearing glasses can 

improve eyesight. However, medication can bring unwanted side effects and various talking therapies can help as well, 

producing a more effective multi-faceted approach.

How may it affect your team member?

Your team member may have difficulty with;

 » Executive functioning tasks such as organisation, planning, concentration, making good decisions, maintaining 

focus and attention, and therefore learning and remembering what has been learned

 » Inhibitory mechanisms that keep us from being hyperactive, regulate what we say so we don’t say things ‘out of 

turn’ and self-regulate emotional responses

 » Limbic system which is responsible for emotional changes, sleep routines, memory, coping with stress and  

energy levels

All of the above can impact their social lives, as well as their working lives leading to low self esteem, high levels of 

frustration and inappropriate social skills. This can result in negative patterns of behaviour quickly building, then leading 

to mood and conduct disorders.
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How can you help?

You can make quite a significant impact by making some quite small changes.

 » As with any feedback, it should be timely. More so with team members with ADHD, as the more immediate the 

feedback, the more likely they are going to be able to link it to the event

 » Praise wanted behaviour, and as long as there is no impact to themselves or others, ignore unwanted behaviour to 

disempower it and change the topic of conversation. Try and remember this is their way of reacting to a feeling, so 

respond to that rather than the behaviour

 » Keep clear and consistently applied rules within the team

 » Where a team member is interrupting regularly, agree a discreet gesture or word to let them know. This will support 

them to self-manage and won’t isolate them or single them out in front of the rest of their team

 » Allow some restlessness at work to help maintain focus. This might be encouraging them to regularly move 

around, or to use a sensory aid such as a stress ball

 » If you have a long meeting and you know your team member will struggle to focus and remain attentive for that 

long, agree breaks, exit processes and return times. This will help reduce tension and frustration and in turn will 

help their self-management

 » Give clear step by step instructions using visual aids that break down tasks into manageable pieces. You can 

encourage your team member to make notes in a memorable place, but also use visual strategies such as 

organisers, ‘to-do’ lists, visual calendars and assistive technology such as smart phone planners.
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Moderate Learning  
Difficulties (MLD)
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What is their disability?

Moderate Learning Difficulties (MLD) may also be known as Global Learning Delay / Difficulty (GLD). As the name 

suggests this is quite generic and is a general delay in learning, rather than being a specific difficulty. For that reason, it 

can affect you team member may be affected in many different ways.

It is not a medical diagnosis, but they can complete some assessment to determine whether a difficulty is present, and 

what it relates to i.e. Numeracy / literacy, psychometric testing or IQ tests.

Due to this, it can be very difficult to identify someone with MLD as the resulting behaviour and symptoms can be 

confused with bad behaviour or more specific learning difficulties. Team members with other learning difficulties may 

also have an MLD.

How may it affect your team member?

Your team member with MLD may have some of the following; 

 » Basic understanding of words and sentences and may have slow speech or poor vocabulary

 » Therefore, may find it easier to show rather than tell 

 » Poor understanding of words, pictures and word association

 » Low self-esteem and confidence and may have been / are involved in bullying 

 » Heightened phobias or anxieties 

 » May appear immature for age, present immature social skills, and lack appropriate social skills or the opposite 

 » May experience challenges with cognitive processes – including memory, maintaining focus and attention, decision 

making, organisation and understanding language 

 » Have a lack of understanding of levels of seriousness, consequence or not respond well to instructions

How can you help?

 » Speak to them and find out their needs – they will likely have their own strategies that you can support with 

 » Always encourage independence and try and avoid overdependence on support 

 » Praise effort and reassure 

 » Give full explanations using simple language

 » Break tasks down into manageable sections, giving only a couple of instructions at a time

 » Allow extra time for tasks / assessments , and ensure plenty of time is given to revisit and recap any prior learning, 

with regular opportunities to reinforce 

 » When considering resources, provide handouts, including when giving instructions so they can absorb them in 

their own time
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Sensory Impairments  
Hearing Impairment
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What is their disability?

Team members with hearing loss may have dealt with it all their lives and have their own coping mechanisms, but it 

can also develop through life and it’s important to recognise they may be acclimatising to it themselves.

The range of team member difficulties range from being sign language users, to those who have become deaf and can 

use lip reading, from profoundly deaf that do not use hearing aids to those that do.

It’s important, as with any difficulty to understand their own individual needs as the way they are affected means their 

needs will be different.

How may it affect your team member?

Team members with a hearing impairment / profound deafness will likely experience difficulty 

 » Hearing / accessing instruction and conversations fully 

 » Taking notes whilst also listening to / watching other information 

 » Participating in discussion with team members and potentially customers, which therefore might make mixing with 

peers difficult 

 » Understanding and learning new vocational specific language 

 » Grasping jokes and metaphors / sarcasm 

 » Difficulties in written English 

 » Lip reading 

 » Working in a poorly lit environment, or in a room with lots of background noise
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How can you help?

Think about different ways of communicating information so they can understand i.e subtitles and written / electronic 

instruction rather than verbal 

 » Ensure when your team members are spoken to, that they can see the person speaking 

 » Try and make sure background noise in meetings etc is kept to a minimum. Your team member may disengage if 

they can’t follow what is being said and they aren’t being considered

 » When changing speakers in meetings, for example, ensure the transition is clear so your team member is always 

looking at the person speaking 

 » Check with your team member, but some may benefit from some form of sign language. Ask them as they may 

have developed their own range of signs that they understand 

 » Don’t become frustrated if understanding your team member’s speech is difficult. You will get used to their speech 

pattern and remember what they are saying makes complete sense to them

 » Warnings and emergency information needs to be very clear. Warnings such as shouting and alarms may be 

ineffective, so consider giving them a buddy when on shift so they can make sure they can let your team member 

know if there is a danger / emergency process underway 

 » When using lip reading, remember this can be very tiring to watch, and make sure you do it in a well lit space, 

ensuring you don’t obscure your mouth with your hand or by looking away
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Sensory Impairments  
Visual Impairment
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What is their disability?

Visually impaired team members will have a sight difficulty that cannot be helped by wearing glasses, contact lenses or 

having surgery.

As we know, lots of us learn best from watching people perform a task, or watching a video, and 80% of what we 

learn is thought to be gained from vision. Being able to see things reinforces what we think we have found out from 

other senses, and aids our motivation, memory and concentration.

Each visual impairment and the effect it will have on your team member will be different, therefore it is vital that we 

communicate to find out fully about their challenges, and therefore how we can support in the most appropriate way. 

How may it affect your team member?

Typical difficulties your team member may experience include;

 » Reading and writing tasks, so any resources used in meetings, rotas and giving instruction may be difficult 

 » Mobility and orientation to, from and around the workplace. They will find it harder to judge distance, speed, depth 

perception and moving in crowded places. They will also have difficulties in reading signs, and may need a cane or 

dog for support and reducing the risk of falling and bumping into things

 » Social interaction can be difficult for them, which in turn makes inter-departmental work difficult, and also making 

friends through not being able to recognise visual or non-verbal cues, being unable to pick up expressions and 

behaviours and knowing who is in the department and when it’s their turn to contribute in a meeting 

 » Incidental learning is something we all take for granted, in being able to observe something unexpectedly and learn 

from it. Your team member won’t be able to access that information as easily

 » Travelling and cooking will be more difficult for your team members 

 » They may find it more difficult to adapt to changing surroundings i.e. changing weather or coping in busy,  

crowded space

Consider that day to day activities that we take for granted and do without thinking, may take them slightly longer and 

take more effort, planning and concentration to do them safely, and this may result in increased fatigue and tiredness.
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How can you help?

 » Discuss with your team member their condition, the extent to which it affects them and what you can do to help, 

when needed. They may have lots of advice and practical tips to offer you, the person new to their difficulties. 

Remember they may have had them for some time and so are an expert

 » In team meetings, agree a way for them to identify they would like to contribute, verbally recognise this and let 

them know when it’s their turn 

 » A running commentary from team members in certain activities of what is going on can be useful 

 » Consider their ability in things like travelling and cooking for example, when planning team away days 

 » Don’t be frightened to use certain phrases, such as ‘Nice to see you’. The chances are they use this themselves 

 » Always use plenty of verbal descriptors for example ‘it’s to your right’ or ‘walk towards me’ rather than  

‘it’s over there’

 » It can be a good idea to make sure your team member has a buddy they can pair up with in the event of an 

emergency to help them get to safety 

 » Think about how you greet and leave them. Use touch appropriately and introduce yourself fully so they know who 

you are and that you are looking after them. Make sure you ‘sign on’ when you meet them so they know you’re 

there, and ‘sign off’ when you leave them so they know you are no longer looking after them 

 » Similarly always let them know who is around in the room with them 

 » Arrange guided walks for new team members around the building so they know what is where, and do this 

regularly when there are any changes 

 » When leading or guiding a team member, ask them to hold your arm just above the elbow, so they have hold of 

you. Walk at their pace, and keep verbal cues such as where you are going and point out any obstacles 

 » Find out what aids are available such as braille, magnifying lenses and screen readers

 » Some people will use white canes to help them moving around. Ensure other team members are aware of this and 

understand the use
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Mental Health  
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What is their disability?

Mental Health refers to the way we think, feel and act. Everyone has it, and it needs to be looked after the way we look 

after our physical health.

For some, their mental health maybe poor and this includes many difficulties that are harder to pick up and are 

generally unseen. They range from mild anxiety, which most of us might be familiar with, to more serious long-term 

conditions that are managed by therapy and medication. 1 in 4 adults, and 1 in 8 young people experience a mental 

health problem.

Some are triggered by external circumstances and tend to be temporary such as stress, anxiety or depression.

Others are genetic, such as psychosis which leads to temporary altered views of reality.Then there are others such as 

Obsessive-Compulsive Disorder, Paranoia, eating disorders and Post Traumatic Stress Disorders.

A lack of understanding and awareness leads to prejudice and fear which can make the individuals feel isolated and 

alone, which can heighten the original problem.

How may it affect your team member?

Going through a period of poor mental health can change the way you think, feel and react and that can become 

difficult or impossible to cope with.

Whilst you are not responsible for diagnosing mental health difficulties, as an employer you might spot one of the 

following signs in your team member and be able to help, if they are struggling;

 » Frequently upset and tearful 

 » Avoiding friends and social events and becoming isolated 

 » Not enjoying activities they enjoyed in the past 

 » Unable to handle daily stresses and normal tasks they could do before 

 » Restless 

 » Changes in eating habits 

 » Alcohol / drug abuse 

 » Angry for prolonged periods of time and unable to calm down

 » Paranoid thoughts 

 » Signs of self-harming 

 » Talking of wanting to take their own life
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How can you help?

 » Facilitate trust in your working relationship so your team member feels they have a safe environment to talk to you 

 » Be patient and empathetic.  You may not understand straight away but not giving the time to understand can 

cause prejudice and feelings of isolation 

 » Constantly reinforce a positive vision of their future, and encourage small, realistic steps to build self-esteem, and 

use mind mapping to set small goals 

 » Help with weekly diary management and allow 'time out' options for difficult times and mood swings 

 » Do not put under the spotlight but, as your team member is ready, encourage presentations in small departments

 » Negotiate deadlines so they feel in control too. Be alert to their strengths and focus on them to build confidence 

and capitalise on what they are good at 

 » Be consistent and resilient

 » Be aware of professional boundaries 

 » Watch and be aware of destructive behaviours. Self-esteem can very quickly lead to sabotage of opportunities 

because it's unknown and therefore scary 

 » Create a safe space for them to talk to you where they are comfortable and feel they can open up 

 » Once you've done this, listen. Let them know that is their time to talk. Don't jump straight to offering solutions, let 

them tell you what they think will help

 » Some people find it hard to talk about mental health, so be open and encourage conversations in the workplace, 

so it becomes a topic people are comfortable with. Do this gently, and don’t push your team members too hard

 » Your team members may ask you questions about mental health. Be honest, you are unlikely to have all the 

answers but let them know you will follow up on it.

You are not an expert. If a team member is struggling be there for them but encourage them to speak to their  

parents /carers or to a GP. There will also be local support that you can signpost them to. Always inform your  

team members you may need to pass on concerns if you feel there is a risk.

If one of your team members is in crisis give them the Samaritans number 116 123 24 hrs a day.
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