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Checklist ____________________________________________________
Employability

	Introduction 

	Before using this checklist, please read the ‘Checklists to support inclusion: overview’ and ‘guidance for usage’ which includes details on the purpose and use of the checklists.

	It may be useful to refer to the NDT article on employability which can be found in issue two of Inclusion available at: http://www.inclusion.ac.uk/newslett/newslett.html


	Definition/remit of employability for this resource

	Employability focuses on the issues of gaining rewarding employment at an appropriate level for disabled graduates.  Associated issues that contribute to this process are covered such as ensuring the accessibility of work based learning, placements, work experience, field trips overseas study and volunteering opportunities.


	Target audience

	Of primary use to: Placement tutors, staff delivering sandwich courses and foundation degrees, academic staff and working groups with responsibility for employability within the curriculum, including field trips and overseas study.

	Of secondary use to: HEI Careers service staff.  Please refer to the DDN Checklist for careers services: facilities and services for disabled students (see signposting).


 : 
	Strategy, policy and procedures

	1. Do all policies, procedures and practices applying to employability in the HEI take into account the needs of, and are accessible to, disabled students?
2. Are disability issues placed as a standing item on the agenda of committees which have responsibility for planning employability activities?


	The physical environment - facilities and equipment

	3. Do all venues, facilities and accommodation used in employability activities take into account the needs of disabled students?
4. Are all venues for all activities generally: 

· Accessible for wheelchair users and people with mobility difficulties?
· Provided with adaptations for people with hearing difficulties?
     (eg hearing loop etc)
· Provided with adaptations for people with visual difficulties? 

 



     (eg appropriate signage, additional lighting etc)
5. Are web sites and any computer clusters used as part of an activity accessible?
6. If a venue is not accessible can an alternative venue be arranged for the activity?
7. Are arrangements put in place to ensure the health and safety /emergency evacuation of disabled students during placements, study abroad or field trip activities?


	Information including marketing/publicity

	8. Are all publicity materials available in alternative formats?

9. Do all prospective and enrolled disabled students have access, in a timely manner, to information in appropriate/preferred formats on careers guidance, placements, study abroad and field trips?

10. Do students, staff and placement providers receive timely information outlining the funds available to meet support costs whilst on placement, study abroad and field trips eg Disabled Students’ Allowances (DSA), Access to Work, Socrates special funding, any other appropriate funding?


	Application, enrolment and induction

	11. Is there an option to book places on placement, study abroad and field trips or careers guidance interviews by email?

12. Can individual pre-visit orientation be offered to ensure parity of opportunities for disabled students when undertaking placements or visits to employers?
13. Do you know what action to take if a learner discloses their disability or additional needs to you prior to or during an activity?

14. Are all disabled students appropriately supported in their search for a suitable placement, study abroad and field trip?

15. Do you investigate the issues associated with qualifying bodies in relation to registering, authorising or qualifying a disabled person for a trade or profession?


	Confidentiality

	16. Are staff involved in placements, study abroad or field trip activities aware of and utilise the HEI’s systems for sharing information about disabled students?

17. Can students’ confidentiality be preserved? That is, what happens if a disabled person says, for example, “I do not wish other individuals on placement to be able to identify me as a disabled person.”


	Learning support/additional needs

	18. Are staff responsible for employability and related issues aware of where to direct disabled students for specific advice on finance to support any additional support needs?
19. Do staff responsible for employability and related issues routinely liaise with the HEI disability service eg when organising personal assistants, enabling technology or adaptations to accommodation?

20. Are there written guidelines for international disabled students clearly indicating

      culturally specific disability information - context specific to country?


	 Curriculum

	21. Do staff working with students who are accessing field trips, placements or study abroad experiences address the needs of disabled students in:

· Travel arrangements including parking if appropriate
· Expectations/learning outcomes of the placement
· Personal insurance cover

· Accommodation
· Social aspects
22. How are arrangements for activities such as placements and fieldtrips communicated to disabled students?

23. How do you ensure learning outcomes in placements and field trips do not discriminate against disabled students?


	Examinations, assessment and progression

	24. Is consideration given to adjusting assessment methods employed in the placement learning to accommodate disabled students?  If not is it being built into the next course review? 

25. How do issues relating to professional bodies and ‘fitness to practice’ affect disabled students progress on to programmes and on to employment?


	Monitoring, evaluation and complaints

	26. How are the views of disabled students collected and incorporated into the development of provision?
27. Is the provision of services and facilities made to meet the needs of disabled students on placements, study abroad or field trip events monitored and reviewed?

28. Are all staff with responsibility for placements, study abroad or field trips familiar with the HEI’s complaints procedure and its production in alternative formats including being available in plain English?
29. Are you aware of the procedure for resolving harassment and discrimination in the placement organisation/institution?


	Partnerships and collaboration

	30. Are partners, including employers, aware of the needs of disabled students and their role in supporting and providing reasonable adjustments for disabled students?

31. Have any partnerships with local or regional organisations of disabled people been formed?

32. Do contracts with external staff/organisations include reference to duties to disabled students?


	Funding

	33. Is funding set aside or available to make adjustments or meet any additional needs of disabled students eg providing accessible transport
34. If reasonable adjustments involve adaptations how are the resource consequences identified and who will be responsible for meeting them?


	Staff development

	35. Is disability awareness/equality training available for all staff with responsibility for employability and related activities? 

36. Are all staff with responsibility for employability and related activities fully informed about current legislation relating to the Disability Discrimination Act (DDA) Parts 2 and 4?
37. Has the HEI invested time in training employer mentors for disabled students on placements?


	Other specific issues

	38. Are opportunities provided for disabled students to be mentored by others who have successfully made the transition to employment or postgraduate study?

39. Are disabled people invited to act as role models when delivering your activities?


	Signposting

	Association of Graduate Careers Advisory Services (AGCAS) Disability Task Group: ‘DDN Checklist for careers services: facilities and services for disabled students’- available on the AGCAS Intranet.

http://www.agcas.org.uk/committees/disabilities/
Disability Discrimination Act Part 4: Careers Service Good Practice Guide, (2002) DRC. [internet] Available at: http://www.drc-gb.org/ employers_and_service_provider/education/higher_education/careers.aspx
Government guidance about including images of disabled people in publicity and advertising materials: 

http://www.imagesofdisability.gov.uk/ 
(accessed 15/08/06)
HEFCE publication 02/48 Successful Student Diversity: Case studies of practice in learning and teaching and widening participation. Case study 21.

http://www.hefce.ac.uk/pubs/hefce/2002/02_48.htm (accessed 15/08/06)
NDT and Tech Dis Accessible Events: a good practice guide for staff organising events in Higher Education. Elliott, T., Phipps, T. & Harrison, S. (2005)
http://aoa.ico3.com/resources/files/AccessibleEvents.pdf
Providing Work Placements for Disabled Students. A good practice guide for further and higher education institutions, (2002) DfES.  http://www.lifelonglearning.co.uk/placements/
QAA (1999) Code of practice for the assurance of academic quality and standards in higher education. Section 3: Students with disabilities.

http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/default.asp (accessed 15/08/06)
Trans-European Access and Mobility for People with Disabilities (TEAM).   A guidance Resource for HE Study and Graduate Level Employment, (2000) Judith Waterfield and Bob West, University of Plymouth.

The Employers’ Forum on Disability

Nutmeg House

60 Gainsford Street, London, SE1 2NY
Disability-careers-forum  
This list discusses issues related to employment for people with disabilities. It is a list for university careers advisors, disabled graduates, employers, and employment professionals. It is NOT a job listing. All relevant discussion is most welcome.

To search archives see:

http://www.jiscmail.ac.uk/lists/DISABILITY-CAREERS-FORUM 

The Enhancing Student Employability Co-ordination Team (ESECT) - help the sector engage with employability policy. 

A number of projects funded by the HEFCE/DELNI examined the issues of disability and employability.
http://www.actiononaccess.org/?p=1_3_4_1



Acknowledgement 

This checklist was originally produced by Carol Wilson, National Co-ordinator, National Disability Team (NDT).

The NDT was funded by the Higher Education Funding Council for England (HEFCE) and the Department for Employment and Learning for Northern Ireland (DELNI).

For further information about Action on Access please contact:

Action on Access

Edge Hill University

St Helens Road
Ormskirk
Lancashire 
L39 4QP

Telephone:
01695 650 850

Textphone: 
01695 650 874

Fax: 

01695 584 098

Website: 
http://www.actiononaccess.org

Email helpline: help@actiononaccess.org
Action on Access, the national co-ordination team for widening participation, is funded by the  Higher Education Funding Council for England (HEFCE) and the Department for Employment and Learning for Northern Ireland (DELNI).
PAGE  
1

