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Managing an employee with a disability

Managing a 
disabled employee

Receive ATW report detailing their 
suggestions and any grant that might be 
available to the company. 

Appoint disabled employee/be made 
aware that an employee has become 
disabled.

Arrange meeting with the disabled 
employee (prior to the start date for a 
newly appointed employee) to establish 
what, if any, actions needs to be taken. 

If a package for assistance 
cannot be agreed with the 
ATW, try to arrange a 
workplace assessment. 
Ensure company HR and 
Occupational Health is 
involved, where necessary. 

Implement any reasonable 
adjustments or improve 
the physical working 
environment that do not 
require/will not be funded 
by the ATW (eg changes to 
work patterns; standard 
equipment/purchases).

Is a package for assistance 
agreed with Access to Work 

(ATW)?

No

Yes
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Managing an employee with a disability
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Assess suggested support and issues with 
disabled employee. Agree the adjustments 
that are to be implemented. 

Purchase the agreed equipment and 
implement any other adjustments such 
as training, job redesign etc. 

Claim back appropriate amount from 
ATW.

Review the support periodically; include 
adjustments not already made and ensure 
fair recruitment procedures are in place. 

Review the support 
periodically; include 
adjustments not already 
made and ensure fair 
recruitment procedures 
are in place.

Procedure complete

Procedure complete
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