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As part of our commitment to equality, diversity and 
inclusion and our obligation as a ‘Disability Confident’ 
employer the Scottish Fire and Rescue Service (SFRS) 
has made a commitment to create a workplace which 
is positive about disability where we have removed all 
unfair discrimination and bias and where we encourage all 
employees to treat others equally.  

The SFRS Values of Safety, Teamwork, Respect and 
Innovation should be demonstrated by all SFRS 
employees, through behaviours, how we do things, how 
we treat others, what we say, how we say things and how 
we expect to be treated.  

There is a responsibility on everyone to ‘live’ the values 
and to create a fair and inclusive workplace culture where 
difference is valued and this guidance relates specifically 
to creating a workforce that is positive about disability.

Disabled people are a very diverse group - there are 
thousands of different types of medical conditions/
impairments which can cause difficulties in finding and 
maintaining employment. 

FOREWORD

Although there is no legal requirement to have a 
written policy or guidance such as this the SFRS want to 
demonstrate to all our employees that we are committed 
to fulfilling our legal and moral obligations in being a 
diverse and inclusive employer. 

In creating this guide, it is our hope to provide a useful 
tool to support and enhance the existing good practice 
already taking place in the SFRS and to ensure all 
managers with a responsibility for managing staff are fully 
aware of their role in delivering this commitment.  

The inclusion of disability related information should 
help managers to consider the challenges faced by 
people, across a broad range of disabilities, including 
hidden disabilities, enabling them to create a much 
more inclusive and empowering workplace which values 
difference and diversity. 

Liz Barnes
Director of Human Resources and 
Organisational Development

September 2020
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Appendix 1
Information on disabilities/medical conditions (not exhaustive)  

Acquired Brain Injury (ABI) 1.1

Anxiety Disorder/Stress 1.2

Arthritis 1.3   

Bipolar Disorder 1.4

Cancer 1.5

Depression 1.6

Diabetes 1.7  

Epilepsy 1.8 

Hearing Impairments 1.9  

Multiple Sclerosis 1.10 

Neurodivergent Conditions 1.11

Sight Loss/ Visual Impairment 1.12   

 

Appendix 2
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Appendix 3

Disability Disclosure Sample Form

Appendix 4

Movement of Personal Data when Staff Member Transfers to a new Post
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As employees of the Scottish Fire and 
Rescue Service, managers or team 
members, we all have a crucial role in 
providing the appropriate support to 
disabled members of staff so that they 
can do their job and reach their full 
potential. 

That means understanding and 
implementing reasonable adjustments 
which ensure that everyone can thrive 
at work and maintain their wellbeing. 
This guide is designed to give you 
information and support to enable you 
to do this. 

The SFRS believe that we all (the 
Service, managers and team members) 
stand to benefit by embedding equality 
of opportunity and embracing the 
value that diversity brings; diversity of 
thoughts, ideas and ways of working 
that everyone can bring (CIPD 2020). 

The guidance provides further 
reinforcement of our commitment to 
increasing the diversity of our workforce 
to better reflect the communities we 
serve and provide equal opportunities 
to all.

INTRODUCTION AND THE LEGAL FRAMEWORK

1.1 The Legal Framework 

The SFRS is committed to ensuring that we meet our legal 
responsibilities towards members of staff who are covered 
by the Equality Act 2010.  
 
Under the Equality Act 2010 a person is disabled if 
they have a physical or mental impairment which has a 
substantially adverse and long-term effect on their ability 
to carry out normal day-to-day activities. In the workplace 
such activities are taken to include things like using a 
telephone or computer, interacting with colleagues, 
following instructions, driving and carrying everyday 
objects.

An individual is automatically covered by the Act if they 
have a progressive condition like HIV, cancer and multiple 
sclerosis, even if they are currently able to carry out normal 
day to day activities. 

Individuals may also be covered by the Act if they had a 
disability in the past. For example, if they had a mental 
health condition in the past which lasted for over 12 
months, but they have now recovered, they are still 
protected from discrimination because of that condition. 
The final decision on a health condition qualifying as 
having a disability may be made by a Judge in a court or an 
Employment Tribunal. 

It is not discrimination to treat a disabled person more 
favourably than someone who is not disabled or does not 
have the same impairment. For example, if you make a 
reasonable adjustment for a disabled person, this is not 
considered discrimination against non-disabled members 
of staff. 

Reasonable adjustments are a key part of the Equality Act 
2010 and can be essential in enabling a disabled person 
to gain and retain employment. Reasonable adjustments 
should prevent a disabled person from being at a 
substantial disadvantage and create a level playing field for 
them to perform their duties at work.  

1
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INTRODUCTION AND THE LEGAL FRAMEWORK

1.2 Invisible or Hidden Impairments 

Disability shouldn’t be confused with ill-health. Disability 
can affect health in different ways, and often is not 
health-related at all. Disability is broad and may not be 
visible or immediately obvious. For example, a very small 
percentage of people with disabilities are wheelchair users 
or Braille users. 

Invisible impairments include conditions such as mental 
health conditions, epilepsy, diabetes, Crohn’s Disease 
and all neurodivergent conditions, all of which can have a 
severe impact on the person’s daily lives.  (CIPD 2019)

1.3 Responsibilities as a Manager 

Line managers have a vital role in creating an inclusive 
working environment to attract and retain valuable skills 
and talent - providing day-to-day leadership, removing 
barriers and building a culture in which everyone is 
respected and has the opportunity to reach their potential. 

Effective management of people with a disability will help 
you to improve performance and morale, retain valuable 
team members and reduce sickness absence. Managers 
are important decision makers in responding to requests 
from a disabled staff member for reasonable adjustments 
to an aspect of their job (this includes new employees and 
ensuring adjustments are in place before or as soon as 
possible after commencing employment). 

Line Managers can also access support in carrying out their 
role in supporting staff with a disability by contacting their 
local HR Business Partner at the earliest opportunity. The 
SFRS will support managers and staff to: 

• Challenge attitudes towards disability
• Increase understanding of disability
• Remove barriers to employees with a disability in 

employment
• Ensure that members of staff who have a disability 

have the opportunities to fulfil their potential and 
realise their aspirations

The type of relationship that a manager builds with team 
members is also key. A management style based on trust 
is essential if someone with a disability is going to feel 
comfortable and empowered to discuss their condition 
and request the support they need. 

This approach will also help to develop an open and 
inclusive culture based on respect. This means line 
managers having regular one-to-ones with staff, being 
comfortable having sensitive conversations and asking 
how people are on a regular basis. 

If people in your team (or those joining you) know you 
have a positive approach to equality and inclusiveness, 
they will be much more likely to tell you about 
their disability or health condition and any support 
requirements or reasonable adjustments they may need.

2
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MANAGERS GUIDE TO RECRUITMENT AND NEW STARTS

This section provides the basic 
information managers need to ensure 
the SFRS meet their legal obligations in 
line with the Equality Act 2010.  

Please note that this section must be 
read alongside the SRFS Recruitment 
and Selection Handbook and the SFRS 
Induction Process Guidance, which will 
give detailed guidance and support, 
particularly around applicants meeting 
the minimum criteria for a post and the 
associated selection processes.  

You may also wish to contact the 
Resourcing Team or your HR Business 
Partner directly for further information.

2.1 Recruitment and Selection

When recruiting a new member of your team, the aim is 
to hire the most suitable person for the job i.e. the person 
with the skills, qualities, attributes and experience needed 
for the role.  

The requirements of the Equality Act 2010 and our 
obligations as a ‘Disability Confident’ employer should 
be considered at all times throughout the recruitment and 
selection process, including the advertising of posts, the 
assessment of applicants and consideration of whether any 
reasonable adjustments should be made to the selection 
process.

2.1.1  Making Adjustments to Your Recruitment Process 

You may need to make adjustments to each stage of 
the recruitment process to make sure you don’t put any 
candidate at a disadvantage because of their disability or 
health condition. 

The Equality Act 2010 made it unlawful to issue pre-
employment medical questionnaires, except in some 
limited circumstances. Before offering employment, 
health-related questions can only be asked to:

• help decide whether there’s a need to make   
reasonable adjustments to the selection process,

• help decide whether an applicant can carry out an   
essential part of the job

• monitor diversity amongst applicants,
• take positive action to address a current under-  

representation among disabled people in the   
workforce,

• ensure that an individual has a disability if there’s a   
genuine requirement to have a disability (for example,  
a mental health counsellor being required to have   
experience of mental health issues).

(CIPD Factsheet 2020)
  
As part of the application, applicants are given the 
opportunity to declare a disability and outline any special 
requirements or reasonable adjustments that they 
may require. Make sure you give every candidate the 
opportunity to discuss these in advance of an interview 
and throughout all stages of the recruitment process.  

You shouldn’t make assumptions about what adjustments 
are needed or are feasible.  Adjustments to the recruitment 
or selection processes could include (but are not limited 
to):

• Ensuring that the interview room is accessible or 
appropriately equipped,

• Allowing a support worker to attend an interview if 
required,

• Offering communication support if needed, or,
• Adapting tests or selection exercises, for example, 

by granting some additional time for completion, or 
questioning whether timed tests are needed at all. 
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MANAGERS GUIDE TO RECRUITMENT AND NEW STARTS

2.1.2 When an Applicant Accepts an Offer of 
Employment

When an applicant is offered and has accepted 
employment with the SFRS, the resourcing team will make 
contact with them if they have declared a disability at the 
recruitment stage to seek their written consent to share 
the information in relation to their disability with relevant 
managers/departments.  

They will also discuss any reasonable adjustments that the 
new employee is aware they will require and will ask them 
to contact Access to Work to initiate the process to identify 
required adjustments and secure available funding.  
This conversation should be recorded on the Disability 
Disclosure Form (Appendix 3) which should then be saved 
into the individual’s Health and Wellbeing confidential 
medical file.  

The resourcing team will ensure that this information 
is passed to the line manager well in advance of the 
commencement of their employment.  This process also 
applies to trainees and is detailed in section 6.2.

2.2 Welcoming New Starts

2.2.1 Making Adjustments for New Team Members 

If you’re aware that your new team member has a disability 
or health condition, arrange to talk to them as soon as 
possible after the job offer to discuss any reasonable 
adjustments they may need in their new job, so these 
can be put in place before they start.  You should also 
complete the Disability Disclosure Form (Appendix 3) as 
early as possible.  

The process detailed in Section 3 will help you to do 
this and applications can be made via the Access to 
Work Scheme before the employee starts their role with 
the SFRS, provided they have an agreed start date.  It is 
recommended that you confirm starting arrangements and 
any agreed adjustments in writing (support can be sought 
via the Workforce Planning and Resourcing Team or your 
HR Business Partner). 

As with all employees, you should discuss the job with 
the new start on their first day, to familiarise them with 
workplace policies and practices and to outline your 
expectations. Ensure your new team member has the 
equipment and adjustments that have been agreed as 
soon as they start.

If anything is not in place, tell the individual what you 
are still waiting for and when it is expected. Once the 
new team member is in post and has a clearer sense of 
their day-to-day work, it may be worth having a further 
discussion with them to ensure the agreed adjustments 
are meeting their needs. Keep a written record of any 
agreed adjustments on the Disability Disclosure Form 
(Appendix 3). 

This will help you and your team member to review the 
adjustments made and how well they are working. This 
can also be used to pass information to a person’s new 
manager if they move jobs in the future (See Appendix 4).  
You should also encourage your team member to record 
their disability and reasonable adjustments within the 
Employee Self Service (ESS).

4
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PROCESS, POLICIES AND ADDITIONAL INFORMATION

3.1 Disability Management Process 

An individual’s disability or long-term 
health condition may not be visible. For 
example, you may not know about a 
person’s mental health problem unless 
they tell you about it.

3.1.1 An Individual’s Choice to Tell You About Their 
Disability

 
Employees vary in their preferences regarding what 
they tell their employer about their disability or health 
condition. Some choose not to say anything because, 
for example, they are concerned it will jeopardise their 
future career prospects, or they are simply daunted by the 
prospect of the discussion. 

There is no legal requirement for someone to disclose a 
disability to their employer, however the SFRS will always 
actively encourage staff to be open about their disability to 
ensure we can consider and provide the support needed 
where possible. 

Individuals and/or managers may also identify a possible 
disability through a referral to health & wellbeing, 
management of absence, appraisal process etc. When an 
individual or their manager has concerns that an individual 
may have a disability they should initially seek further 
advice from their HR Business Partner who will provide 
advice and support e.g. refer to this guidance, signpost 
you to other sources of support. 

Where POD are made aware of a disability through 
Equality & Diversity monitoring they will ensure that the 
individual is happy for information related to their disability 
to be shared and will ask the individual to consider 
reasonable adjustments (if appropriate contacting Access 
to Work). 

Thereafter the employee will be asked to liaise with their 
line manager to advise them of this, POD (e.g. Workforce 
Planning and Resourcing Team or HRBP) will also provide 
support where necessary, signposting the individual and 
their line manager to this guidance and any other relevant 
management processes to be undertaken as required. 

For Attendance Management concerns relating to a 
disability this guidance must be read alongside the SFRS 
Managing Attendance Policy, Managing Attendance Policy

3.1.2 Encouraging Disclosure Actively 

Promoting a positive approach towards health and 
wellbeing, and a clear commitment to disability and 
inclusion, will encourage team members to feel more 
confident about telling us about their disability or long-
term health condition. The discussion doesn’t need to be 
daunting. 

The term ‘disclosure’ sounds formal and can have negative 
and/or legal connotations for some people. Using more 
informal, everyday language might help to break down 
the barriers around discussing disability. Ask people 
to “share” or “tell” rather than “disclose” or “declare”. 
Someone’s health or disability can be a sensitive issue, 
but most people would prefer a concerned and genuine 
enquiry about how they are as opposed to silence. 
Often employees will not feel confident in speaking 
up, so a manager making the first move to open up the 
conversation can be important. 

If someone wants to discuss their disability or health 
condition with you, conversations should be private and 
in a place where the individual is comfortable. Listen with 
empathy and respond with openness and common sense. 
You will also need to consider the earliest appropriate 
opportunity to start to discuss possible adjustments and 
support. 

You should also encourage your team member to record 
their disability and reasonable adjustments within their 
Employee Self Service (ESS).  

5



Positive About Disability Guidance September 2020

3.1.3 Confidentiality and Consent to Share Information 

If an employee has told you about their disability or health 
condition, as with any personal information, this should 
be treated as confidential. You should give all members of 
your team reassurance of this. 

Consent to share information about a disability or health 
condition must always be sought from the individual 
concerned. If a person doesn’t give you consent to 
share their information, this must be respected, except in 
circumstances where this may pose a risk to safety.

 If your team member gives permission for information 
about their disability to be shared, discuss with them who 
will be told and by whom, and what they want and don’t 
want colleagues to know.

If an employee decides to remove their consent for 
their information to being shared, they should email the 
Health and Wellbeing Manager, with their request for this 
information not to be shared, providing a reason for this 
decision.

In all cases the Disability Disclosure Form (Appendix 3) 
should be completed and saved in the individuals Health 
and Wellbeing confidential medical file by the Health and 
Wellbeing team.  

3.1.4 Additional Information Gathering and/or 

Assessment 

Health and Wellbeing may be able to provide an 
assessment of the individual’s needs and assist in 
identifying adjustments that may support the individual 
in the workplace, which the individual can then discuss 
with their line manager. In addition, other sources of 
information support or assessment may be relevant 
dependant on the disability and the advice of Access to 
Work. 

Health and Wellbeing and/or your HR Business Partner 
can provide additional information as required and the 
links contained within this guide may also be of help. 

Further information on health and wellbeing and the 
process for referring individuals can be found in the 
Health & Wellbeing section of iHUB.

The SFRS Mental Health Strategy also outlines helpful 
information and guidance as it describes a more 
preventative approach to mental health, ensuring a 
supportive environment which removes stigma, promotes 
the need to look after our own mental health and provides 
early access to support and professional assistance. The 
Mental Health Strategy can be accessed via iHUB.

3.2 Disability Management Flow Chart

Whether it is a new member of staff who has declared a 
disability or an existing member, the flow chart outlines 
the steps you should follow (see over). Please also ensure 
that the Disability Disclosure Form is completed (Appendix 
3).  This process will be slightly modified for trainees at the 
appointment stage (see section 6.2).

You should be sensitive to the person’s situation and the 
fact that they may feel vulnerable when discussing these 
issues, maintaining their dignity and respect throughout. 
 
You can find more information on suggested 
reasonable adjustments for specific impairments in this 
guide (Appendix 1). 

6
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3.3 Related Policies 

The SFRS has a wide range of policies which are designed 
to support a positive workplace culture and to support 
staff - these include:

Dignity and Integrity at Work Policy 

The Scottish Fire and Rescue Service (SFRS) is committed 
to providing a working environment where individuals feel 
accepted for who they are, valued for their contribution 
and able to prosper free from unlawful discrimination, 
bias, harassment or victimisation. 

This commitment is given to all employees, potential 
employees and ex-employees, irrespective of employment 
status, address, age, disability, sex, sexual orientation, 
religion or belief, ethnicity, race or nationality, pregnancy 
or maternity status, marital status, gender reassignment 
status or their social or economic circumstances.  
Dignity and Integrity at Work Policy 
 
Mental Health and Well Being Support

The SFRS promotes good mental health and the wellbeing 
of all of our staff. Health & Wellbeing

Attendance Management Policy 

The Scottish Fire and Rescue Service (SFRS) are committed 
to promoting a healthy working environment and to 
supporting staff in maximising attendance and minimising 
ill health. It is recognised that most employees are able 
to attend work on a regular basis but may occasionally 
experience illness which will require managerial support.

In order to support these principles, the main objectives of 
the Attendance Management Policy are to:

• Maximise attendance at work
• Ensure timely intervention to provide appropriate 

support to those who are absent through illness or 
injury before considering the capability process 

• Minimise the disruption to service delivery caused by 
sickness absence

Capability Policy 

The Scottish Fire and Rescue Service (SFRS) aims to 
provide each employee with the direction, development 
and support necessary to undertake their role effectively 
and efficiently. 

A work performance issue may arise when an employee 
is failing in a significant or persistent way to carry out their 
responsibilities or duties in a satisfactory manner due to 
capability (should but can’t). This policy ensures that fair 
and effective arrangements are in place for dealing with 
capability matters related to performance. 

Capability Policy

3.4 Additional Information Sources 

The following organisations have resources and services to 
advise organisations or support people with disabilities in 
the workplace.

There are many other organisations which offer detailed 
information and workplace advice about specific 
disabilities.

• Acas - Disability discrimination
• GOV.UK - Employing disabled people and people 

with health conditions
• Equality and Human Rights Commission - Disability 

discrimination
• Business Disability Forum
• Disability Confident - a Government national level 

voluntary initiative to engage employer action in 
progressing inclusive policies and practices for 
people with disabilities

• The Disability ClearKit - developed in association with 
the Department for Work and Pensions, is the result 
of three years in-depth research with 220 leading 
employers

• Access to Work
• National Register of Access Consultants
• Shaw Trust
• Centre for Accessible Environments

8
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GUIDANCE ON REASONABLE ADJUSTMENTS 
 

4.1 What are Reasonable Adjustments

Disabled people are a very diverse 
group - there are thousands of different 
types of medical conditions and 
impairments which can be managed 
at work by making reasonable 
adjustments.

 Making reasonable adjustments is a 
legal requirement of the SFRS’s role as 
an employer. 

What’s ‘reasonable’ will depend on each situation. The 
SFRS must consider carefully if the adjustment:

• will remove or reduce the disadvantage for the person 
with the disability,

• is practical to make,
• is affordable,
• could harm the health and safety of others.

The SFRS must look at what we can do to reduce or 
remove the disadvantage for the person with a disability, 
such as:

• changing working arrangements, for example 
the employee’s shift pattern,

• arranging more one-to-one supervision or 
additional training, or providing a mentor,

• removing something from the workplace, for 
example bright lights above the employee’s 
workstation,

• providing something in the workplace, for 
example an accessible car parking space,

• providing extra or specialised equipment for 
example adaptive software,

• getting someone in to help, for example a sign-
language interpreter.

 

4.2 Making Reasonable Adjustments 

The SFRS has a legal obligation to implement reasonable 
adjustments to ensure that disabled people can access 
and progress in employment. As seen above these 
may range from minor changes to duties, equipment or 
working practices to alterations to physical features of 
premises. 

Adjustments required will depend on individual 
circumstances, what is a reasonable adjustment in one 
case may not be in another. Managers should have open, 
sensitive and regular conversations with your member of 
staff and ask them what would help. In many cases the 
staff member themselves may be able to advise what 
adjustments they may benefit from. 

Staff with disabilities and their manager may also wish to 
seek advice from one or more of the services noted in the 
roles and responsibilities section with their HR Business 
Partner being the most appropriate contact in the first 
instance. Most reasonable adjustments can be made at 
little to no cost to ensure that disabled staff aren’t seriously 
disadvantaged when carrying out their role. 

In some circumstances it may be necessary to refer staff for 
a more detailed assessment of the reasonable adjustments 
they require and this can be arranged by the employee via 
the Access to Work programme.

Once possible reasonable adjustments have been 
identified, the line manager must consider whether the 
adjustments will be feasible and effective, in conjunction 
with other SFRS functions (e.g. Health & Wellbeing, HR, 
ICT, Assets etc) as relevant. Managers should implement 
any reasonable adjustments that can be facilitated at a 
local level through changes to day to day operational 
management for example, changes to break times, 
reallocation of some duties and/or modifying local 
instructions or procedures. 

9
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Whether or not any recommendations for adjustments 
from Health and Wellbeing and/or Access to Work are 
operationally and/or financially feasible to implement is 
a management decision. Line managers must engage 
with their budget holder and ensure advice is sought 
from their HR Business Partner and other SFRS functions 
(e.g. Health and Wellbeing, ICT, Assets etc) as required. 
In these circumstances line managers should outline the 
possible adjustments and relevant additional information 
such as the availability of adjustments and sources, systems 
requirements and costs. 

This should be provided to the budget holder for 
approval.  Should funding not be available locally this must 
be escalated through the management structure to identify 
any funding available through an alternative budget.  The 
responsibility to fund reasonable adjustment is shared by 
the organisation in its entirety and not the specific area/
department where the employee works.

Line managers with the support of their HR Business 
Partner should support the individual employee to 
investigate whether external funding could be available 
from sources such as Access to Work (details below). 

GUIDANCE ON REASONABLE ADJUSTMENTS 
 

Any necessary adjustments should be implemented in 
a timely fashion, and it may also be necessary to make 
more than one adjustment. Where adjustments cannot be 
implemented immediately or there is a delay in sourcing 
an adjustment consideration should be given to any 
temporary adjustments that may be required.  

Details of all reasonable adjustments should be recorded 
on the Disability Declaration form (Appendix 3), which 
should be uploaded to the employee’s individual Health 
and Wellbeing personal file. 

It may also be necessary to complete an Individual Safe 
System of Work for the employee, this can be done with 
support from other SFRS functions such as Health and 
Wellbeing, Health and Safety and HR Business Partners.

The Management Referral to Health and Wellbeing form, 
in support of staff with a disability, can be found within Key 
Documents.

10
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ROLES AND RESPONSIBILITIES

5.1 Individuals Responsibilities

 Individual staff member are responsible for:
• informing the SFRS of a disability if they require 

any reasonable adjustments by completion of the 
Disability Declaration Form (Appendix 3) in discussion 
with their line manager;

• when moving to a new role within the SFRS, advise 
their new line manager of their disability and required 
reasonable adjustments by signposting them to 
the form recorded in their individual Health and 
Wellbeing personal file;

• engaging with line managers, other members of the 
SFRS or external providers in relation to identifying 
and implementing possible reasonable adjustments; 
and

• initiating applications for external funding where 
available from Access to Work.

5.2 Line Managers Responsibilities

Line managers are responsible for:
• ensuring that disabled people are not the subject of 

discrimination or barriers in the workplace;
• discussing the impact of an individual’s disability and 

consider and implement any reasonable adjustments;
• ensuring risk assessments are carried out as required;
• seeking information and advice from and working 

with relevant sources. For example, Human Resources 
BPs, Health and Wellbeing and ICT;

• implementing any operational level reasonable 
adjustments, ensuring the staff member is aware of 
the Access to Work process and associated funding 
or escalating consideration in relation to more 
complex reasonable adjustments as required;

• ensuring disabled individuals are aware of relevant 
SFRS support available;

• recording of decision making in relation to reasonable 
adjustments; and

• reviewing reasonable adjustments at least annually or 
in response to any changes as required.

5.3 Human Resource Business 
 Partners Responsibilities

 Human Resource Business Partners are responsible for:
• providing advice and guidance in relation to disability 

in employment and related employment legislation, 
including signposting to Access to Work in the pursuit 
of funding support for and identification reasonable 
adjustments as needed; and

• undertaking the SFRS level E&D employment 
monitoring.

5.4 Health and Wellbeing Responsibilities

 Health and Wellbeing are responsible for:
• providing information and advice in relation to disability 

and any possible adjustments of the work environment; 
• if further support in identifying reasonable adjustments 

is required, H&W will encourage the staff member to 
make contact with Access to Work to secure external 
support;

• arranging reviews on a regular basis if required and 
initiate individual risk assessments and Safe systems of 
work for completion by the manager.

5.5 Functional Responsibilities

A number of functions have key roles in enabling and 
supporting the SFRS being positive about disability. These 
included, although are not limited, to ICT and Assets 
and Property functions. These enabling functions are 
responsible for:

• providing advice and guidance in relation to 
reasonable adjustments as relevant; 

• assisting or undertaking any relevant assessments such 
as risk assessments, ICT considerations etc;

• making arrangements for the purchase/
implementation of identified and agreed reasonable 
adjustments when these are requested/advised.

1111
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MANAGING APPRAISAL, PERFORMANCE, TRAINING AND DEVELOPMENT
 

6.1 Managing Performance and the 
 Appraisal Process

There should never be assumptions 
about someone’s ability to perform to 
a high standard due to a disability or 
health condition. 

Developing an inclusive culture means 
recognising that people with a disability 
or long-term health condition can thrive 
at work if they have the appropriate 
understanding and support.  

Line managers must ensure that in 
managing the appraisal process they 
refer to the appropriate SFRS Policies 
and Procedures, this chapter acts as a 
guide to undertaking this process for 
team members with disabilities.

6.1.1 Adjustments to the Process

As a line manager you may need to consider adjustments 
to the appraisal process to ensure a disabled team 
member can participate fully and is not disadvantaged by 
any part of the process.  Adjustments could include, for 
example:

• Using accessible meeting rooms, 
• Allowing the team member longer to prepare for 

meetings and appraisals, 
• Having a work colleague or advocate present to 

support them.

6.1.2 Discussing Performance 

Remember that appraisal meetings should be part of 
a positive process and should focus on the support 
needed to help everyone perform to the best of their 
ability.  A more informal approach throughout the year 
can be an effective way of giving ongoing feedback and 
exploring any issues which may be affecting an individual’s 
performance, such as an underlying health condition. 
Informal conversations can be used to identify possible 
solutions to overcome any barriers a person is facing, and 
to help them perform to the best of their ability. 

Discussions or appraisal meetings should focus on the 
employee’s work, but asking straightforward, open 
questions about how they are and whether anything is 
affecting their performance can encourage people to 
open up about any health issues/conditions. 

13
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6.1.3 Adjustments and Improving Performance 

It’s important that the performance management process 
takes full account of any health condition or disability 
where there is under-performance on the part of an 
individual. These should be fully explored and discussed 
before any formal process is initiated. 

The focus of any performance management process 
should be on positive improvement, and supportive 
measures put in place to help someone reach their 
potential. If under-performance is an area of concern, 
managers need to discuss potential adjustments or 
support that could help bridge someone’s gap in 
performance. 

Possible adjustments could include extra training or 
supervision, providing a mentor or adjusting someone’s 
responsibilities.  Any identified support mechanisms to 
improve performance should be noted within the Personal 
Development Plan (PDP) as normal.  Guidance on process 
and relevant policies must be sought from your HR BP 
when appropriate.

14

6.2 Accessing Training and Development 

Reasonable adjustments will also be put in place for people 
with disabilities attending internal training courses as required. 
Disabled staff members should liaise with the training organiser to 
discuss any potential reasonable adjustment that may be required 
prior to attending training courses. Line managers must ensure all 
team members have equal access to training and development 
and career opportunities. If training is being delivered outside 
your team member’s workplace, check that the training is 
accessible. 

In the case of WDS Trainees/Modern Apprentices (MA) the first 
notification of a disability is likely to come during the recruitment 
process into the resourcing team.  When a trainee is offered 
a position on the WDS Trainee Firefighter Foundation (TFFF) 
Programme the resourcing team will make contact with any the 
individuals who have declared a disability to seek their agreement 
to share the information in relation to their disability with relevant 
managers and instructional staff.  

They will also discuss any reasonable adjustments that the trainee 
is aware they will require and will ask them to make contact 
with Access to Work to initiate the process to identify required 
adjustments and secure available funding.  

This conversation should be recorded on the Disability Disclosure 
Form (Appendix 3) which should then be saved into the 
individual’s Health and Wellbeing personal file.  The resourcing 
team will ensure that this information is passed to the Training 
Team and Vocational and Modern Apprenticeship Coordinator 
well in advance of the commencement of their TFFF programme. 

The Lead Instructor will be asked to make arrangements 
to contact the individual ideally 8-10 weeks prior to the 
commencement of TFFF programme to have a further 
discussion about the required adjustments to ensure these can 
be accommodated.
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ACCESS TO WORK: AN OVERVIEW 

Access to Work is a government run 
support scheme which helps people 
with a disability or a physical or mental 
health condition to start or remain in 
employment. 

It provides practical and financial 
support to help people overcome the 
barriers they face in the workplace.

 This support could pay for aids and 
equipment in the workplace, human 
support such as a job coach or other 
work-related costs. 

7.1 Access to Work Eligibility 

In order to receive help from Access to Work
 

• You must be over 16 years old
• Live in England, Scotland or Wales (Northern Ireland 

has a different system) 

You also have to meet certain health qualifications:
 

• You must have a long-term health condition or 
disability that affects your ability to work, 

• Your disability or health condition must have lasted 
longer than a year, and be expected to continue for 
the next year,

• You will need extra aids, equipment or adaptations, 
financial or human help in order to do your job and 
remain in work, If you have a mental health condition, 
then it must affect your ability to do your job, 

• It must also mean that you need support in starting a 
new job, staying in your current job or reducing your 
absence from work. 

To receive help from Access to Work, one of the below 
work eligibility criteria points must apply to you:

• You are already doing paid work (including self-
employment), 

• You are about to start work or become self-employed, 
• You have an interview for a job, 
• You are about to start a work trial arranged through 

Jobcentre Plus. 

15
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7.2 Access to Work Available Support 

The support available from Access to Work is not fixed. 
What help you receive and how much of it, will depend on 
your individual circumstances. 

Examples of the type of help provided include:
 

• Aids and equipment for use in your workplace, 
• Adapting workplace equipment so that it works for 

you, 
• Help with travel costs if your health condition means 

you cannot use public transport, 
• A support worker to help you at work, for example a 

note taker, a reader or job coach, 
• Someone to help you at a job interview, for example a 

communicator, advocate or BSL interpreter, 
• Disability awareness training for your work colleagues, 

to help them understand how to support and work 
with you.

7.2.1 Mental Health Support 

If you have a long-term mental health condition which 
affects your ability to work, Health and Wellbeing and 
Access to Work will work with you to develop a Work 
Support Plan. This is designed to help you to start working 
or remain in your current work. 

Examples of help include:
 

• Flexible working patterns to account for changes in 
your mood and the effect of medications, 

• A mentor to provide emotional support to help you 
at work, 

• Extra training, so that you are confident in your work, 
• Giving you extra time to finish certain work tasks, 
• Phased returns to work- i.e. working fewer hours than 

normal when you first return to work, 
• Working with your employer and your manager to 

find the best ways to support you. 

7.3 Access to Work - How to Claim 

The quickest way to apply is online at Access to Work.  
If you would like to apply over the phone, you can call 
Jobcentre Plus on: Telephone: 0800 121 7479 Textphone: 
0800 121 7579 

When applying you will need to access to your:
 

• National Insurance Number, 
• Your workplace address including post code, 
• The name, work phone number and email address of 

a workplace contact, e.g. your manager, 
• If you are self-employed, you will need your Unique 

Tax Reference Number (UTR). 

On receipt of the application Access to Work will:
 

• contact the employee’s manager to confirm details of 
the application, 

• send out an assessor to carry out a workplace 
assessment. There is no charge for this assessment 
and a report will usually be available within 2 weeks, 
detailing any adjustments or assistive technologies 
likely to be of benefit. It would be beneficial to 
arrange a private space for the consultation to take 
place,

• prepare two reports, one for the applicant and one for 
the manager. Both will include a ‘Recommendation 
Report’ but only the individuals’ report will include a 
synopsis of discussions which took place during the 
assessment. No personal information is contained 
within the managers’ report.

If you need to contact Access to Work in an alternative 
matter, please contact using the address below and state 
your needs: 

Access to Work Operational Support Unit 
Harrow Jobcentre Plus Mail Handling 
Site A 
Wolverhampton
WV98 1JE
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Additional Reading

• We are Positive about Disability Privacy Notice

https://ihub.firescotland.gov.uk/download.cfm?doc=docm93jijm4n17128.xls&ver=56672
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