Appendix 4 – Top tips to support disabled employees 

	Don’t make assumptions
	Don’t make assumptions about what support an employee might need. You will need to discuss any specific needs or adjustments with the employee

	Engage with people
	Dwelling on definitions and diagnoses is unlikely to be helpful as too often, a diagnostic label leads to preconceptions as to what a person can and cannot do. The most productive approach is to talk to the person, get a clear understanding of what they can do, rather than what they can’t do and so understand problems or issues and work on the basis of the person’s capabilities.

	Talk at an early stage
	The earlier you notice that an employee is experiencing difficulties or requires an adjustment the better for all concerned. Your early actions can help prevent the situation becoming worse.

	Identify early signs
	Some of the key things to look out for are poor performance, tiredness and increased sickness absence. Increased use of alcohol, drugs or smoking. The employee might start turning up late or experience problems with colleagues. Regular work planning sessions or informal chats about progress provide opportunities to find out about any problems an employee may be having.

	Manage the team
	Be aware of the impact one employee’s disability could have on the rest of the team, whether as a result of reasonable adjustments that have been made or because a person’s particular symptoms or behaviour. You need to ensure that hurtful gossip or inappropriate behaviour are dealt with promptly and effectively. (refer to the behavioural standards guidance)

	Communicate
	Communicate in an open, matter of fact way. You should agree with the person whether, and precisely what, they wish colleagues to be told. Do not be afraid to talk about this with the employee.

	Keeping in touch
	Managers often fear that contact with someone who is off sick will be seen as harassment. However, the overwhelming view from employees who are absent due to physical or mental health conditions or illness is that they wish to keep in touch in some way.
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