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Adaptations to the workplace after brain injury
A guide for employers

the brain injury
association

Introduction

The Equality Act 2010 states that employers must make ‘reasonable
adjustments’ to accommodate the needs of disabled employees. This factsheet
is intended to provide guidance on the kind of adaptations that may be
necessary in order to best accommodate employees with a brain injury.

According to the Equality Act, ‘reasonable adjustments’ include:

Allocating some the employee’s work to someone else

Transferring the employee to another post or another place of work

Making adjustments to the buildings where the employee works

Being flexible about the employee’s hours - allowing them to have

different core working hours and to be away from the office for

assessment, treatment or rehabilitation

. Providing training or retraining if the employee cannot do their current job
any longer

. Providing modified equipment

. Making instructions and manuals more accessible

. Providing a reader or interpreter

People with brain injury may experience some of the limitations discussed
below, however, they seldom develop all of them. In addition, the severity of
the brain injury and degree of limitation will vary among individuals. Employers
should be aware that not all people with brain injury will need adaptations to
perform their jobs, and many others may only need a few adaptations.

The following is only a sample of the types of accommodations and/or
adjustments an employer might consider.

Questions to Consider:

. What limitations is the employee with brain injury experiencing, and how
do these limitations affect the employee's job performance?

. What specific job tasks are problematic as a result of these limitations?

. What adjustments are available to reduce or eliminate these problems?

. Has the employee with brain injury been consulted regarding possible
adjustments?

. Do supervisory personnel and employees need training regarding brain
injury?
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Common problems and solutions

Physical limitations

Install ramps, handrails, and provide disabled parking spaces

Install lever style door handles

Clear workspace of any unnecessary equipment and furniture

Brain injury can sometimes result in epilepsy. Most people with epilepsy
can successfully manage their condition with medication. However, some
reasonable adjustments to the workplace and working conditions may be
necessary and this should be discussed with the employee and their
medical professionals.

Visual problems

Provide written information in large print

Change fluorescent lights to high intensity, white lights

Increase natural lighting

Provide a glare-resistant screen for computer monitors

Consult a vision specialist, particularly for an employee who has lost part
of or all of their vision

Maintaining stamina during the working day

Permit flexible scheduling and allow longer or more frequent work breaks
Increase natural lighting

Provide back-up cover for when the employee needs to take breaks
Allow for use of supportive employment and job coaches

Provide job sharing opportunities

Allow part-time work schedules

Avoid scheduling more challenging tasks at the end of the work shift,
when fatigue is more likely to be a factor

Maintaining concentration

Reduce distractions in the work area, including clutter in the employee's
work environment

Provide a private office

Provide additional time to learn new responsibilities

Try to limit white noise and environmental sound

Encourage the employee to focus on one task at a time

Divide large assignments into smaller tasks and steps

Restructure the job to include only essential tasks

Helpline: 0808 800 2244
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Difficulty staying organised and meeting deadlines

Encourage the employee to use daily to-do lists and check items off as
they are completed

Provide a calendar to mark meetings and deadlines

Remind employee of important deadlines via memos, e-mail or weekly
supervision

Provide a watch or pager with timer capability

Provide electronic organisers

Divide large assignments into smaller tasks and steps

Assign a mentor to provide daily guidance

Schedule weekly meetings with supervisor, manager, or mentor to
determine if goals are being met

Recognise that emotionality and irritability can be common following
some brain injuries

Recognise that the individual's ability to manage stress can be impacted
by a brain injury

Memory deficits

Allow the employee to tape-record meetings

Provide typewritten minutes of each meeting

Provide notebooks, calendars or sticky notes to record information for
easy retrieval

Provide written as well as verbal instructions

Limit verbal instructions to shorter, manageable chunks of information
Allow additional training time

Provide written checklists and use colour-coding to help identify items
Post instructions close to frequently used equipment

Problem solving deficits

Provide picture diagrams of problem solving techniques (e.g. flow charts)
Restructure the job to include only essential functions

Assign a supervisor, manager or mentor when the employee has
questions

Working effectively with supervisors

Provide praise and encouragement

Provide written job instructions

Write clear expectations of responsibilities

Allow for open communication with managers and supervisors
Establish written long-term and short-term goals
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. Develop strategies to deal with problems before they arise
Provide written work agreements
Develop a procedure to routinely evaluate the effectiveness of the
adaptations

Difficulty handling stress and emotions

Provide praise and encouragement

Refer to counselling and employee assistance programmes

Provide sensitivity training to co-workers

Allow the employee to take regular breaks as a part of a stress

management plan

. Recognise that emotionality and irritability can be common following
some brain injuries

. Recognise that the individual's ability to manage stress can be impacted

by a brain injury

Attendance issues

. Provide flexible leave for health problems
. Provide a self-paced work load and flexible hours
. Provide part-time work schedule or job sharing arrangement

Issues of change

. Recognise that a change in the office environment or of supervisors may
be difficult for a person with a brain injury

. When changing supervisors, maintain open channels of communication
between the employee and the new and old supervisor

. Provide weekly or monthly meetings with the employee to discuss
workplace issues

Help for Employers

The Jobcentre Plus Access to Work scheme can help with advice and
support for both employer and employee. It can also help with extra costs
when returning to work. Access to Work can help pay for many adaptations,
including:

A communicator

A reader at work

Special equipment or alterations

A support worker

Help towards the cost of getting to work
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Contact your local Jobcentre Plus office and ask to speak to the Disability
Employment advisor (DEA) or the Access to Work advisor in order to find out
more about the Access to Work scheme.
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. It may be necessary to perform an occupational health assessment.
Small and medium size companies who don’t have an occupational
health department may be able to get help with this from NHS Plus. For
more information, email: nhsplus@nhs.net or visit www.nhsplus.nhs.uk.

. It may also be necessary to carry out a risk assessment and more
information on this can be obtained from the Health and Safety
Executive. For more information, telephone 0845 345 0055 or visit
www.hse.gov.uk.

. Headway provide training courses on a range of brain injury related
topics, which can be very useful for raising the awareness and knowledge
of staff. For more information, including details of the courses and how to
book, visit the Headway website at www.headway.org.uk/training.aspx, or
call 0115 924 0800.

. More information on the Equality Act can be found in the Headway
factsheet The Equality Act 2010. Other sources of information include:

. The Government Equalities Office website at www.equalities.gov.uk/
equality act 2010/equality act 2010 what do i n.aspx. The
Equality and Human Rights Commission website at
www.equalityhumanrights.com/legal-and-policy/equality-act/.

. The Employers’ Forum on Disability is an employers’ organisation
focused on disability as it affects business. The organisation aims to help
companies to recruit and retain disabled employees and to serve
disabled customers. They run an information and advice service for
members called Disability Directions, which provides confidential
advice on disability, including making reasonable adjustments. For more
information, telephone 020 7403 3020, or visit www.efd.org.uk.

. The Advisory, Conciliation and Arbitration Service (ACAS) provide
information, independent advice and training in order to improve working
life and employment relations. Employers and employees can get free
advice from the helpline or website. For more information, telephone
08457 47 47 47 or visit www.acas.org.uk.
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The Equality and Human Rights Commission helpline can provide
advice on aspects of disability discrimination in the workplace. For more
information visit www.equalityhumanrights.com, or contact 0845 604
6610 in England, 0845 604 5510 in Scotland and 0845 604 8810 in
Wales.

Northern Ireland

. The Department of Employment and Learning (DELNI) provide advice
and support for employers and employees. They also produce a
factsheet on disability discrimination in employment. For more
information, telephone 028 9025 7777 or visit www.delni.gov.uk.

. The Labour Relations Agency (LRA) offer free, confidential and impartial
advice on all employment rights issues for residents of Northern Ireland.
For more information, telephone 028 9032 1442 or visit www.lra.org.uk.

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.orqg.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website.

Brain injury survivors and carers can receive free copies of appropriate
booklets from the helpline.
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Financial support when returning to work

Introduction

There are a number of benefits and other forms of ongoing support or one-off
payments you may be entitled to when returning to work. This factsheet
provides a brief overview of the main ones.

Benefits and entitlements change over time and your entitlements will depend
on your individual circumstances. At the time of writing (November 2010) the
government has announced plans for a new Universal Credit scheme, which
will affect people from 2013. You should always seek advice from your local
Jobcentre Plus and Disability Employment Advisor before claiming any
financial assistance. Other useful sources of information and advice are
included at the end of the factsheet.

Remember, it is worth asking your Jobcentre Plus for a ‘better-off’ calculation
before taking a job. This works out the effect of taking the job on the benefits
you currently earn, in order to work out if you will be better off in work.

Sources of Financial Support

Employment & Support Allowance (ESA)

ESA replaced Income Support and Incapacity Benefit for people claiming after
October 2008. The benefit provides financial assistance while claimants are
helped back into work through the Jobcentre Plus Pathways to Work scheme.
It is sometime possible to continue receiving ESA while working, within certain
limits. This is called Permitted Work. (For further information on the Pathways
to Work scheme see the Headway factsheet Finding New Employment after
Brain Injury.)

Disability Living Allowance

If you are in receipt of Disability Living Allowance (DLA), you should seek
advice before starting any work. The Department for Work and Pensions
(DWP) would expect to be notified of a return to work, so that it can decide
whether to reassess your position. It is possible to work and receive DLA,
however, a lot might depend on the reasons for you getting DLA and the
nature of the proposed work.

Benefit linking rules
There are various rules, designed to help you reclaim your previous benefits
(at the same rate), without delays, after a trial period of work.
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Housing Benefit (HB) and Council Tax Benefit (CTB) extended payments
Both of these benefits can be paid for 4 weeks, at the previous rates, if you
start work and come off an incapacity-related benefit, or Income-Based
Jobseeker’s Allowance(JSA), or if your hours or pay increase. You need to
inform Jobcentre Plus or your Local Authority within four weeks, that you or
your partner have started work, are about to start work, or that the hours or
earnings have increased. After the extended payments, any HB and CTB will
be based on your new circumstances.

‘Housing costs’ run-on
Any mortgage assistance can also continue for four weeks, after starting a new
job. You must let the Jobcentre Plus know you are starting work.

Job Grant

This is a one-off payment, if you start full-time work after at least 26 weeks on
an incapacity-related benefit, or Job Seekers Allowance, (or New Deal
Allowances based on these). The amount is £100, or £250 if you have
children.

Return to Work Credit

This is a tax-free payment of £40 per week which can be payable for up to 52
weeks when starting a new job. You will be eligible for this if the job is
expected to last at least five weeks, you have been on incapacity benefits for
13 weeks or more, will be working over 16 hours a week and will earn no more
than £15,000 per year.

Work-Related Activity Premium

This is a £20 premium, available for up to 6 months, for lone parents with
children aged 11 or over, who have been on Income Support or income-based
Job Seekers Allowance for over 26 weeks.

Social Fund Budgeting Loan

If you have been getting Income Support, Income-Based Job Seekers
Allowance, or Income-Related Employment & Support Allowance, for at least
26 weeks, you can apply for a Social Fund Budgeting Loan. This could help
with the expenses of looking for work or starting work.

Child Tax Credit

This is a means-tested payment, and you might be entitled if you are
responsible for a child or young person and your income is beneath a set limit.
The conditions of entitlement vary according to family circumstances.

Working Tax Credit

This is another means-tested payment. You might be entitled if you or a
partner are working for 16 or more hours a week, and your income is within a
set limit. Again, the conditions of entitlement vary according to family
circumstances. There are ‘disability’ and ‘severe disability’ elements, which are
included in the calculation where appropriate.
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Childcare costs

Working Tax Credit includes a childcare tax credit of 80% of certain childcare
costs. Also, certain childcare costs can be ignored from your earnings in
Housing Benefit and Council Tax Benefit assessments.

Income Support

If you started claiming before October 2008 then you will still receive Income
Support, rather than ESA. In some circumstances, you can stay on Income
Support even if you work for 16 hours a week or more: For instance, if your
hours or earnings are reduced to 75% or less than those of a person without
your disability, in the same job. (However, earnings above £20 will affect the
level of award).

Independent Living Fund

This is a resource to help disabled people pay for home care services.
Payments are discretionary and depend on meeting certain criteria. To qualify
you must be on the higher rate care component of DLA and receive £320 per
week of social services support. The amount you receive is based on the cost
of the care you need and your savings, income and other benefits. The
maximum available payment is £455 per week.

Priority is given to applications from people working at least 16 hours per
week, whether employed or self-employed and earnings are disregarded. For
more information ask your Local Authority Social Services Department, visit
the ILF website at www.ilf.org.uk, call 0845 601 8815, or email
funds@ilf.org.uk.

Charitable grants

There are many charitable institutions that provide grants for individuals,
depending on their circumstances. You can find appropriate charities from the
organisation Turn2us (see contact details below). Also, the Directory of Social
Change produces a helpful book called The Guide to Grants for Individuals in
Need, available at www.dsc.org.uk.

Jobcentre Plus Schemes

Jobcentre Plus provides a range of schemes to help disabled people back into
work, some of which include assistance with various expenses when you
return. Of particular relevance are Access to Work, Work Trials, Pathways to
Work, New Deal for Disabled People and the Travel-to-Interview scheme.

For more information on all these schemes see the Headway factsheet
Returning to work — help and support services.
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Further Information
For further information and advice on financial assistance, see the following:

. Local Jobcentre Plus offices and Disability Employment Advisors

. Local Citizens’ Advice Bureau offices — details can be found in your local
telephone directory or at www.citizensadvice.org.uk

. Local Authority Social Services departments — details are provided in

local telephone directories

The government website at www.direct.gov.uk

The Jobcentre Plus website at www.jobcentreplus.gov.uk

The Benefits Enquiry Line on 0800 882 200

Disability Living Allowance and Attendance Allowance Helpline on 08457

123 456

Tax Credits Helpline on 0845 300 3900

. Local Disability Information and Advice Line (DIAL UK) offices — details
are available at www.dialuk.info or on 01302 310 123

. The Independent Living Fund (ILF) at www.ilf.org.uk, on 0845 601 8815,
or by email at funds@ilf.org.uk

. You can apply for benefits online on the Department for Work and
Pensions website at www.dwp.gov.uk/eservice

. Turn2us (information on benefits and grants) — visit www.turn2us.org.uk,
or call 0808 802 2000

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.orqg.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website. Brain injury survivors and carers can receive free
copies of appropriate booklets from the helpline.

Published November 2010
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Returning to work — help and support services

Introduction

Returning to work after brain injury is an important step towards regaining
independence, which is vital to many people’s self-esteem and financial well-
being. However, independence doesn’t mean doing everything by yourself and
it is important to access as much help and support as you can. This factsheet
provides an overview of the main services available in the UK.

Vocational rehabilitation

Specialist neurological vocational rehabilitation services provide assessment
and rehabilitation programmes provided by a multi-disciplinary team, including
clinical neuropsychologists, occupational therapists, occupational
psychologists, social workers and others. Sadly, only a small number of
specialist services are available. Some local community brain injury teams
offer specialist vocational services and it may be possible to be referred to
services outside your local area. It is advisable to speak to your GP, healthcare
professional or Disability Employment Adviser about services you can access.

You can find a list of some vocational rehabilitation providers in Further
information on this section of the website. This list is not definitive and details
are subject to change but will be kept as up-to-date as possible. Taking up a
rehabilitation placement is an important commitment and it is wise to explore
all the options, visit different rehabilitation settings, and ask as many questions
as possible before a placement is confirmed. Headway does not endorse any
specific providers. You can also find a directory of neurological rehabilitation
services, many of whom provide vocational rehabilitation, on the United
Kingdom Acquired Brain Injury Forum (UKABIF) website at www.ukabif.org.uk.

Occupational Therapists

It can be particularly useful to seek the support of an Occupational Therapist
(OT). OTs use purposeful activity in order to help people with disability to
regain independence in daily life and also to help them return to employment.
Many work in brain injury rehabilitation and can be employed within either the
NHS or social services. Ask your GP or social services department if they can
provide a referral to local services.

Professionals in private practice

If you have difficulty obtaining an NHS or social services referral there are
some professionals in private practice who provide vocational rehabilitation
services. You can find a directory of occupational therapists in independent
practice on the College of Occupational Therapists Specialist Section —
Independent Practice at www.cotss-ip.org.uk. Some neuropsychologists also
provide vocational rehabilitation and a directory of chartered psychologists,
including clinical neuropsychologists, can be found on the British Psychological
Society (BPS) website at www.bps.org.uk.
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Jobcentre Plus services and programmes

The programmes and services offered by Jobcentre Plus should be available
to everyone who meets certain criteria. It should be noted that, while most of
the services outlined are available throughout the UK, there are some
variations in Scotland, Wales and Northern Ireland. Disability Employment
Advisers are available throughout the UK so your local one will be able to
advise on the services available to you.

The following provides a useful overview of those most relevant to people with
a brain injury:

Disability Employment Advisers (DEAs)

If you have no help available, the first place to access is your local Jobcentre
Plus office. They will have a Disability Employment Adviser (DEA) who can
assist you in returning to work or finding new work or training. You can ask to
see the DEA at any jobcentre and doing so is free and will not affect your
benefits. They can help with:

Searching and understanding job adverts

Jobcentre Plus programmes to help people return to work (see below)
Advice on financial support

Help with getting to job interviews

Job retention and problems at work

Employment assessment - they may refer you to see an occupational
psychologist for specialist advice

« Job matching and notifying you of any suitable jobs

» Accessing other local organisations

» Specialist training opportunities, e.g. specialist colleges

Pathways to Work

Pathways to Work is a programme designed to encourage people who are
claiming benefits to consider starting or returning to work. It is run by either
Jobcentre Plus or an associated private or voluntary provider, depending on
the area. The programme offers individual support and access to a wide
variety of support services. If you are claiming certain disability benefits for the
first time, or are claiming again after a break, you will automatically be
considered for Pathways to Work. Disability benefits that provide access to
Pathways to Work include:

o Employment and Support Allowance (ESA)

 ESA at the Assessment Phase rate of benefit whilst appealing against the
result of a Work Capability Assessment

» Incapacity Benefit (if you have been claiming since before October 2008 or
your claim links back to before October 2008)

» Income Support on the grounds of incapacity (if you have been claiming
since before October 2008)
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» Income Support while appealing against a decision that you are not
incapable of work (if you have been claiming since before October 2008)

The Pathways to Work programme consists of the following:

Work Capability Assessment - Before you can receive the benefit and access
Pathways to Work you will usually have a Work Capability Assessment. After
your initial claim, you have to complete a questionnaire about how your illness
or disability affects your ability to complete everyday tasks and your own
doctor may be asked to provide a medical report. An approved healthcare
professional will consider the questionnaire and any medical reports, along
with any other information you may have provided.

If the approved healthcare professional feels that the Department of Work and
Pensions will need more information to make a decision on your benefit claim,
they will recommend that you attend a face-to-face medical assessment. Most
people are asked to attend a medical assessment and you have the right to

have a friend, relative or support worker attend with you. It is advisable to take
someone with you who understands the effects of your brain injury, particularly
the subtle difficulties such as planning, organisation and memory problems.

Work focused interviews — You will be invited to attend up to six work focused
interviews with a personal adviser. Your needs will be assessed and the
approach taken will be based on this assessment. This helps you receive a
more personalised service. If you receive Employment and Support Allowance
the second Work Focused Interview will not normally be conducted until the
outcome of your Work Capability Assessment is known. Your interviews will be
with a personal adviser who will:

Help you to remain focused on your ability to work

Help you develop a personal action plan to help you get the job you want

Discuss work opportunities with you

Explain the support that may be available to address key health and non-

health related obstacles - for example, managing debt

» Tell you about any financial benefits you may be entitled to once you start
work

o Work out how much better off financially you would be in work

The amount of benefit you receive might be reduced if you do not attend these
interviews. For this reason, if you have memory and organisational problems
you should tell the provider and ask for reminders of appointments. Make sure
you make a note of appointment times. Also, it is a good idea to take someone
with you to interviews for support and to help you remember, so ask the
provider for permission to do this.

The Condition Management Programme — this is a varied and adaptable
programme which aims to educate and support you to manage your condition
better. The programme is delivered by health professionals and tailored to your
individual needs.
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Permitted Work

If you are claiming Employment and Support Allowance then a good way of
starting back to work is through the Permitted Work scheme. This allows you to
do some types of work for up to 16 hours a week without affecting your
benefits and is an excellent way to assess your capacity for work and to gain
new skills. It is important to check that the work is allowed under the Permitted
Work rules and your DEA will be able to advise on this.

Access to Work

Appropriate adaptations to the workplace can usually be made with co-
operation between you, your employer and professionals such as your
Disability Employment Adviser. Help is also available from the Jobcentre Plus
Access to Work scheme. This scheme helps you and your employer with
advice and support with extra costs when returning to work. Access to Work
can help pay for:

A communicator if you have trouble with hearing at a job interview

A reader at work if you are visually impaired

Special equipment or alterations to suit your work needs

A support worker to help you at work, or with getting to work

Help towards the cost of getting to work if you cannot use your car or public
transport.

To find out more about the Access to Work scheme contact your local
Jobcentre Plus and ask to speak to the Disability Employment Adviser or the
Access to Work adviser.

Work Choice

This scheme replaced WORKSTEP, Work Preparation and the Job
Introduction Scheme in October 2010. Work Choice is designed to help people
with disabilities whose needs cannot be met through other programmes such
as Access to Work. Work Choice may be the right programme for you if you
require particularly specialised support. It will be tailored to your individual
needs and also provides as much support as possible for employers.

Work Choice is delivered by government funded providers. There are three
different sections called modules: Module one (Work Entry Support) - This
lasts up to six months, during which time you will receive help with personal
skills and advice to get you into work; Module two (In-Work Support) - This
lasts up to two years and provides support to help you stay in your job; Module
three (Longer-term In-Work Support) - This provides support to help you to
progress in your job and, where appropriate, help you move into unsupported
work.

If you are already on WORKSTEP, your adviser will talk to you about the
transition. Otherwise, a DEA will be able to give you the information you need.
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Work Trials

A Work Trial gives you the chance to try out a job for up to 30 working days in
order to give you and an employer the chance to see if it is the right job for
you. You will be able to continue receiving any benefits and will be paid travel
expenses and a daily meal allowance of up to £3, or £6 if the Work Trial is too
far to travel there and back in a day. You will normally be eligible for a Work
Trial if you have been unemployed for six months or more (although there are
some exceptions to this).

Residential Training

Residential training for disabled adults is a programme that helps long-term
unemployed disabled people secure and maintain jobs or self-employment.
The programmes are tailored to assist trainees in securing employment
through a combination of guidance, work experience, vocational (work-based)
training and qualifications. In order to be eligible you must:

Be a UK resident

Have a physical or sensory disability, or a learning difficulty

Be aged 18 or over

Be unable to access other suitable local training

Be unemployed and have the potential to take up employment, including
supported employment

An allowance is paid during training. Residential costs, which can include
some travel costs, will be paid for by the residential training unit. The training
takes place in a residential setting in accessible buildings and staff members
with specialist knowledge of disability issues teach the courses. There are only
nine specialist providers in England, but those who are eligible can attend a
course regardless of where they live. See ‘Residential Training Providers’ in
Further information on this section of the website for contact detalils.

New Deal for Disabled People

Under this programme, job brokers help people to find, prepare for, and stay in
work. Assistance can be by way of training, work experience, work trials, help
with job applications and interviews, or to become self-employed. The
programme is not available in all areas of the UK but in areas where it isn’t
available a similar service is provided Provider led Pathways to Work. A full
directory of New Deal for Disabled People providers is available at
www.jobbrokersearch.gov.uk.

Travel-to-Interview Scheme

The Travel-to-Interview Scheme aims to encourage customers to widen their
job search by helping them with travel costs to attend interviews outside their
local area. It may also be possible to cover the costs of travelling to local
interviews. To be eligible you must be in receipt of a qualifying benefit, you

Bradbury House, | Helpline: 0808 800 2244
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must contact the jobcentre before the interview and the interview has to be in
the United Kingdom. Jobs must be at least 16 hours per week, expected to last
3 months or more, paid employment (including self employment) and payment
of travel costs can’t have been made from any other source. There are some
circumstances where travel costs can’t be awarded.

More information on all Jobcentre Plus Schemes is available from your local
Jobcentre Plus and Disability Employment Adviser and the government
website at www.direct.gov.uk.

Disability Employment Organisations

There are several different national charities which provide services designed
to help people with all kinds of disabilities, not just brain injury, to find
employment. There should be at least one service available in most areas of
the UK. It would be worth discussing with your Disability Employment Adviser
(DEA) which of these organisations is available locally and which would be
right for you. Some organisations may require referral by a DEA, though most
accept self-referrals. See ‘Disability Employment Organisations’ in Further
information on this section of the website for contact details.

Other sources of help

Nextstep

Nextstep is a free service in England that offers face-to-face help and support
about training, learning and employment. There are Nextstep providers all over
the country and you can find your nearest office at www.direct.gov.uk/nexistep.
A Nextstep adviser will talk to you in confidence and help you to link your
personal interests and skills to a job. They can help you to:

Understand the job market

Search and apply for jobs

Find funding to support any learning

Develop your CV

Improve your interview and presentation skills

Progress in your current job

Help to find training in basic reading, writing and maths skills and tell you
what financial support is available

The service is available to anyone aged 20 or over or anyone aged 18-19 who
has been referred by Jobcentre Plus. You can contact them free on 0800 100
900.
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Connexions

Connexions provide help and support for 13-19 year olds on a wide range of
issues, including employment and education. There are Connexions centres all
over England, but not in other parts of the UK. They have a telephone advice
line on 0808 001 3219 and their website is at www.connexions-direct.com.

Conclusion

This factsheet provides an overview of the main UK services available to help
you back to work. However, it is important not to overlook the help that is
available closer to home, such as from your family and friends. They can help
to give you feedback on the difficulties you have and the kind of work you can
do and can also help you to practise strategies that will make returning to work
much easier. Referring the people close to you to Headway’s other information
materials can help them understand the situation and assist you as much as
possible. Remember, Headway’s Groups and Branches can also provide
invaluable assistance in all aspects of social and vocational rehabilitation.

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.org.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website.

Brain injury survivors and carers can receive free copies of appropriate
booklets from the helpline.

Much of the information in this factsheet is adapted from www.direct.gov.uk
and is © Crown copyright.

Published July 2010. Last updated November 2010.
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Making a complaint about treatment at work
after brain injury

Introduction

If you feel you have been discriminated against, or are experiencing any other
problems at work, then you should start by talking to your immediate manager.

If you wish to make a formal complaint then it will be necessary to follow your
employer’s grievance procedure. If your complaint cannot be solved in the
workplace then it may be possible to go to an employment tribunal.

Sources of support

The following outside agencies can help. Contact details are provided at the
end of this factsheet:

. The Advisory, Conciliation and Arbitration Service (ACAS) offers free,
confidential and impartial advice on all employment rights issues via their
website and helpline. They can also pursue disputes on your behalf if you

wish to take your complaint further.

. If you are a trade union member, you can contact your union
representative for advice and support.

. Your local Citizens’ Advice Bureau (CAB) can provide free and impartial

advice.

. The Equality and Human Rights Commission has a free helpline and
also provides legal services for people who are experiencing
discrimination. Their website also contains lots of information on the
Disability Discrimination Act.

. The Andrea Adams Trust works to reduce the incidence of workplace

bullying by promoting a wider understanding of the issue and by providing

a professional source of information, advice and support. They have a
national helpline for anyone experiencing bullying at work and for
employers who would like advice on the issue.

. The local Disability Employment Advisor (DEA) should also be able to
help. You can contact a DEA via your local Jobcentre Plus office.

Northern Ireland

Northern Ireland has its own separate dispute resolution procedures. You can

find out more information from the Department of Employment and Learning
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190 Bagnall Road,
Old Basford,
Nottingham NG6 8SF

(DELNI), who also produce a factsheet on disability discrimination in
employment.

Help is also available in Northern Ireland from the Labour Relations Agency
(LRA) which offers free, confidential and impartial advice on all employment
rights issues for residents of Northern Ireland.

Useful Organisations

Advisory, Conciliation and Arbitration Service (ACAS)
Euston Tower

286 Euston Road

London

NW1 3JJ

Helpline: 08457 47 47 47

Web: www.acas.org.uk

The Andrea Adams Trust — committed to preventing workplace bullying
Hova House

1 Hova Villas

Hove

East Sussex BN3 3DH

Helpline: 01273 704 900

Web: www.andreaadamstrust.org

Citizen’s Advice Beureau (CAB)
See local telephone directory, or visit www.citizensadvice.org.uk

Department of Employment and Learning (Northern Ireland)
Adelaide House

39-49 Adelaide Street

Belfast BT2 8FD

Tel: 028 9025 7777

Email: del@nics.gov.uk

Web: www.delni.gov.uk

Disability Alliance

Universal House

88 — 94 Wentworth Street
London E1 7SA

Tel: 020 7247 8776

Email: office.da@dial.pipex.com
Web: www.disabilityalliance.org

Helpline: 0808 800 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk
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Equality and Human Rights Commission Helpline (England)
Freepost RRLL-GHUX-CTRX

Arndale House

Arndale Centre

Manchester M4 3EQ

Tel: 0845 604 6610

Email: englandhelpline@equalityhumanrights.com

Web: www.equalityhumanrights.com

the brain injury
association

Equality and Human Rights Commission Helpline (Scotland)
Freepost RSAB-YJEJ-EXUJ

Equality and Human Rights Commission

PO Box 26961

Glasgow G2 9DU

Tel: 0845 604 5510

Email: Scotlandhelpline@equalityhumanrights.com .

Web: www.equalityhumanrights.com/scotland

Equality and Human Rights Commission Helpline (Wales)
Freepost RRLR-UEYB-UYZL

3rd Floor

3 Callaghan Square

Cardiff CF10 5BT

Tel: 0845 604 8810

Email: waleshelpline@equalityhumanrights.com

Web: www.equalityhumanrights.com/wales

Jobcentre Plus
See local telephone directory or visit www.direct.gov.uk.

Labour Relations Agency (Northern Ireland) 2-8 Gordon Street
Belfast BT1 2LG

Tel: 028 9032 1442

Email: info@Ira.org.uk

Web: www.lra.org.uk

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.org.uk. Headway produces a
range of booklets which can be ordered from the website or on

0115 924 0800. Factsheets are freely downloadable from the website.
Published November 2010
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Returning to education after brain injury

Introduction

Returning to education after brain injury can be a great way of acquiring the
skills and qualifications necessary to return to employment. Studying can also
provide pleasure and a sense of purpose, even for those who might not be
able to return to work.

Reasons for returning to education include:

Improving knowledge and skills

Gaining qualifications

Increasing your confidence

Meeting new people

Finding out what you can do and what you need help with

Returning to full-time courses can be hard after brain injury, as learning new
information is often more difficult. Part-time courses are often the best way to
start if you have not been in education for a while.

Sources of help and support

There are a number of sources of help and advice available to help you get
back into education.

. Local college Learning Support Advisor — It is a good idea to discuss
the options before deciding what course to do, especially if you have a
new career in mind. Spending time finding out if the course is suitable for
you is worth it in the long run. If you are considering a course at a local
college, ask to be put in touch with the Learning Support Advisor.

The advisor’s job is to help people who may experience problems and
they are often extremely helpful and knowledgeable about strategies to
use. They can advise on suitable courses and any support that is
available. They can also help you to access services provided to help
people find the correct classroom, develop systems for getting organised,
get help with note-taking and receive extra time in exams.

. Tutors — When starting a course it is useful to meet with the tutors and
tell them about your injury and how it has affected you. They will often be
able to provide extra help, such as providing handouts so you don’t have
to take notes, giving you advanced preparation for future study and
allowing extra time for assignments.

Helpline: 0808 800 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk
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. Learn Direct and the Open University — These organisations provide a

wide range of online courses which may be suitable for those who have
the brain injury difficulty attending college. They are very supportive of students with
association disabilities and people on benefits can often get reduced course fees, or
even free courses (see ‘Useful Organisations’ for contact details).

. The Get On Helpline — A government run service that provides help with
finding free courses (see ‘Useful Organisations’ for contact details).

. Next Step — A government run service that provides advice and
information on most aspects of adult education and employment and can
help to find the right course for you (see ‘Useful Organisations’ for contact
details).

. Skill - National Bureau for Students with Disabilities — Charity that
provides a range of support services to help people with all kinds of
disabilities to study (see ‘Useful Organisations’ for contact details).

Financial support for returning to education

There are a number of options available to get help with the costs of studying.
College’s often have discretionary funds that you can apply for and your local
college will be able to tell you about any help they can provide.

There are a number of government grants and loans available, such as:

Education Maintenance Allowance (EMA)

The Adult Learning Grant (ALG)

Care to Learn

The Sixth Form College Childcare Scheme

The Free Childcare for Training and Learning for Work scheme
Dance and Drama Awards

The Residential Support Scheme for people studying away from home
Professional and Career Development Loans

Residential Support Scheme

Fifty Plus In-Work Training Grant

Individual Learning Account (Wales and Scotland only)

The availability of these funds varies in different regions of England, Scotland
and Wales. For more information on these grants and the eligibility criteria
visit http://www.direct.gov.uk/en/EducationAndLearning/AdultLearning/
FinancialHelpForAdultLearners/index.htm.
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The UK governments also provide the following services which give free
advice on all aspects of adult education. The helplines can tell you what
funds you are entitled to and can start the application process:

Next Step (England) - Tel: 0800 100 900 Web: https://
nextstep.direct.gov.uk

Learndirect Scotland - Tel: 0808 100 9000 Web:
www.learndirectscotland.com

Careers Advice Wales - Tel: 0800 100 900 (from Wales) Web:
www.careerswales.com

Northern Ireland

The adult education system and financial support schemes are different in
Northern Ireland. Further information on education and funding in Northern
Ireland can be obtained from the Department of Employment and Learning
(DELNI). Visit their website at www.delni.gov.uk or telephone 028 9025 7777.

Useful resources

The organisation Family Action run the Educational Grants Advisory
Service and can provide people on benefits or low incomes with
educational grants of £200 - £300. For more information visit their
website at www.family-action.org.uk or call 020 7254 6251.

The Directory of Social Change publishes the Educational Grants
Directory, which is updated every year and contains about 1,500
sources of financial help for students. The book can be ordered online
at http://www.dsc.org.uk/Publications/Fundraisingsources

COPE Directory — This is a comprehensive directory of post-16
residential education and training for young people with disabilities.
Available from www.lifetime-publishing.co.uk.

Bradbury House, | Helpline: 0808 800 2244
190 Bagnall Road, | Email: helpline@headway.org.uk
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Careers Wales
Tel: 0800 100 900 (from within Wales)
Web: www.careerswales.com

Department for Employment and Learning (DELNI)
Adelaide House

39 — 49 Adelaide Street

Belfast BT2 8FD

Tel: 028 9025 7777

Email: del@nics.gov.uk

Web: www.delni.gov.uk

Family Action

501-505 Kingsland Road
London E8 4AU

Tel: 020 7254 6251

Web: www.family-action.org.uk

Get On Helpline
Tel: 0800 660 800
Web: www.direct.gov.uk/geton

Learndirect

PO Box 900

Leicester LE1 6XJ

Tel: 0800 100 900

Web: www.learndirect.co.uk

Learndirect Scotland
Tel: 0808 100 9000
Web: www.learndirectscotland.com

Learner Support Helpline

Tel: 0800 121 8989

Web: http://www.direct.gov.uk/en/DI1/Directories/UsefulContactsByCateqgory/
EducationAndLearningContacts/DG 173410

Next Step
Tel: 0800 100 900
Web: https://nextstep.direct.gov.uk

Helpline: 0808 B0O0 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk
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PO Box 197

Milton Keynes MK7 6BJ
Tel: 0845 300 60 90
Web: www.open.ac.uk
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Skill: National Bureau for Students with Disabilities
Unit 3, Floor 3

Radisson Court

219 Long Lane

London SE1 4PR

Tel: 020 7450 0620

Email: skill@skill.org.uk

Web: www.skill.org.uk

Skills Funding Agency

Cheylesmore House

Quinton Road

Coventry

CV1 2WT

Tel: 0845 377 5000

Email: info@skillsfundingagency.bis.gov.uk
Web: www.skillsfundingagency.bis.gov.uk

Young People’s Learning Agency
Cheylesmore House

Quinton Road

Coventry

CV12WT

Tel: 0845 337 2000

Email: enquiries@ypla.gov.uk
Web: www.ypla.gov.uk

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.orqg.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets can be ordered from the website or on
0115 924 0800. Factsheets are freely downloadable from the website.

Published November 2010
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Returning to work after brain injury

Introduction

There are many ways to approach returning to work after a brain injury and this
factsheet provides some strategies that have been shown to enhance the
potential for success.

Seek support

It is important not to try to do everything alone. Accepting help from others is a
sign of strength, not weakness, and the right support can make a successful
return to work much easier. Excellent sources of help include:

Rehabilitation services, particularly specialist vocational rehabilitation
Disability Employment Advisers (available at the local Jobcentre Plus)
Occupational therapists

Disability employment organisations

Headway Groups and Branches

Disability Employment Advisers (DEAs) should be available to all, but the
availability of other professional services varies across the UK. More
information on these services and the programmes available from Jobcentre
Plus can be found in the factsheet Returning to work—help and support
services.

Remember, the support of family and friends is also invaluable and they may
be able to help you to implement some of the suggestions in this factsheet.

Choose the right option

The most important aspect of returning to work is to choose the right option.
Going back to full-time employment is not appropriate for everybody and it is
important to have an enjoyable, healthy and balanced life in whatever way is
most suitable for you.

Consider the following options:

Return to your previous place of employment

Start a new job, either full-time or part-time

Enrol in vocational training or adult education

Start your own business

Find voluntary work

Enjoy having the time to pursue other interests, such as hobbies or
spending more time with family and friends

This factsheet provides general strategies that can apply to returning to
previous employment or starting a new job. See the Headway website for
information on other options.
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Return to your previous job if possible

If you have a job still open to you from before the injury then returning to it in
some capacity is usually the best option. There are many advantages to
returning to work with your previous employer. They already know you and
value you and may be more likely to make allowances than someone who
doesn’t.

Discuss the following options:

» Returning gradually, for example, starting at three mornings a week or even
working from home to start with

e Returning with shorter hours

o Taking more breaks

e Returning with less workload

« Taking up a different role at the organisation

Arrange a meeting with your employer and find out what the options and
procedures are and how flexible can they be. Ask them to put everything in
writing in case you forget, or take someone with you to help you remember.

Be positive, but realistic

The attitude you have towards returning to work is very important. Research
has shown that the following factors are particularly influential:

Realistic awareness and insight

Acceptance of disability and acceptance of self

Willingness to use strategies to help with these problems
Willingness to tell others what you need

Willingness to accept and act on honest feedback from others

Thinking positively does not just mean saying, “I will go back to work”, but
rather it means carefully considering and planning the best options. It means
asking yourself “what can | do?”, “what am | going to have difficulty with?” and
“how do | manage the problems?”.

There is a balance to be found between positivity and realism. Unrealistic
expectations can lead to disappointment and loss of self-esteem and it is very
important to think carefully about the effects of the injury and their impact on
your abilities. However, if you are realistic and sensible about things then it is
equally important to be positive and committed in the path you choose to
follow.
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Communicate with your employer

Many people are unsure whether to tell a potential employer about the effects
of their injury. It is up to you whether you declare it or not, unless you are
asked about it directly on a job application form. However, if you do not declare
it then it may be difficult to show that you should be covered by the Equality
Act 2010. You must always mention your disability if it might risk your own or
other people’s health and safety.

If you are honest about your abilities and limitations, then the employer will
have no surprises if you then experience any problems. It may mean that they
will be able to make reasonable adjustments if you require any additional
support, which they will not be able to do if you don’t tell them. It will also give
you peace of mind because you won't feel like you’re hiding anything.

Employers often do not understand the subtle, hidden effects of brain injury, as
they will usually have had no experience or education on the subject. The
following suggestions should help them to understand the situation and allow
them to make any necessary allowances:

o Keep your employer informed at all stages. Make sure you keep in fairly
regular contact while you are away.

» Make sure you find out what your sick pay and annual leave entitlements
are.

» Provide them with information about brain injury, such as Headway’s
publications.

» If you have a Disability Employment Adviser or healthcare professional, ask
if they can help by talking to the employer.

» Be honest with your employer about your abilities. If you are unsure about
your ability to complete a task, tell them.

» Make your employer aware of any legal issues, such as if you have been
told you cannot drive due to increased risk of epilepsy. This may also mean
you need to take other precautions at work.

Communicate with your colleagues

Again, it is up to you whether you tell colleagues about your injury and its
effects. If you are returning to your previous job then they will know you have
been away, so it is better to tell them something about the situation. Don't feel
that you have to share anything you aren’t comfortable with, as your business
is your own, but it will help people to understand and make some allowances if
you are as honest as possible. The following suggestions are worth
considering:

» Discuss with your employer whether you want colleagues to know about
your brain injury and any resulting disabilities. You are within your rights to
ask for others not to be informed. If you don’t wish others to know then you
can ask your employer to sign a confidentiality form in order to comply with
the Data Protection Act.
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» Keep in touch with friends at work while you are away in order to keep
them informed about the situation. If you wish, ask them to keep other
colleagues up-to-date and to discretely let them know of some of the
difficulties you may experience when you return.

» If starting a new job you might like to arrange to visit your new colleagues
before you start. It might be possible to arrange an induction process
where you can discuss the situation and make sure people are aware in
advance of any special arrangements.

Make sure the working environment and demands of the job
are suitable

The effects of brain injury can make some working environments unsuitable.
For example, busy, noisy, stressful office environments can be difficult to cope
with if you have difficulty concentrating and filtering out unwanted distractions.
Also, jobs with very high levels of stress and demanding time deadlines may
be unsuitable. The following job characteristics may be helpful after brain
injury:

» Having a sympathetic employer who will provide feedback, support and
stability

Interesting, so suiting a lowered tolerance for frustration

Low stress and few time deadlines

Requiring old familiar knowledge and skills

Requiring one task to be completed at a time

Structure, routine and predictability

Local and possibly part-time if fatigue is a problem

However, while this is a useful guide, everyone is different and you shouldn’t
feel constrained if you are ready for something more challenging. In fact it is
often the case that people who were high-functioning before injury can still
perform well in demanding jobs as long as some adjustments and allowances
are made.

It is also important that the workplace itself is suitable. Before attempting to
return you need to make sure your GP agrees and that you will be covered by
your employer’s insurance. Your employer may need to do an occupational
health assessment. Small and medium size companies who don’t have an
occupational health department may be able to get help with this from NHS
Plus (see Further information on this section of the website). It may also be
necessary to carry out a risk assessment and more information on this can be
obtained from the Health and Safety Executive (HSE) (see Further
information).

The Equality Act 2010 requires that employers make any reasonable
adjustments necessary. Further information on this can be found in the
Headway factsheet Adaptations to the Workplace — A Guide for Employers.
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Use compensatory strategies and external aids

Many people use external memory aids, regardless of whether they
have a brain injury or not. External memory aids are particularly
important for people with memory problems as they limit the work the
memory has to do. It is important to remember that this isn’t cheating
and using external aids will not prevent any natural improvement of
memory. Some examples of external memory aids include:

o Diaries, filofaxes or datebooks

» Notebooks

e To-do lists of the day’s or week’s tasks
e Mobile phones

e Watches

o Calendars

» Computer applications, such as Outlook calendars
e Wall charts

o Tape recorders and Dictaphones

» Electronic organisers

» Sticky-backed notes

o« Cameras

There are also many strategies that can help to compensate for
problems. These will vary for different jobs and different people and it
can be a matter of experimenting to find out what works for you.
However, some advice can apply to most jobs. For example,
remember that tasks become more manageable if broken down into
small stages so that they are less overwhelming. Another example is
to arrange to do particularly demanding tasks at times of the day when
you are at your most alert.

You can find more information on the use of strategies and external
aids in other Headway publications. Of particular relevance are the
factsheets Difficulties with Decision Making after Brain Injury and
Coping with Memory Problems after Brain Injury and the booklets
Memory Problems after Brain Injury and Managing Fatigue after Brain
Injury.
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Arrange for careful monitoring and feedback

The effects of brain injury mean you may not always be able to accurately
assess your own performance. Regular monitoring and feedback can help to
identify and address problems as quickly as possible. Consider the following:

It can be a good idea to have somebody else to help you to monitor your
progress, identify problems and provide feedback about strengths and
weaknesses. It may be possible to have a colleague act as a ‘mentor’ for a
while in order to do this.

» Arrange regular review meetings with your employer in order to monitor
your progress and pick up on any problems.

e Having another person present at review meetings (e.g. Your DEA,
occupational therapist, union representative or mentor) may be a good
idea, especially when you first start back at work.

« Remember, it is better to identify and sort out any problems as soon as
they occur.

 Remember that sometimes problems can occur that are not due to your
injury and are just a regular part of working life.

« Try to think of all feedback in a positive way, even if you have made

mistakes. Treat mistakes and negative feedback as part of the learning

process.

Be prepared

It is important to be as prepared as possible before returning to work. An
effective way of doing this is to follow a programme to assess and develop the
skills that will be required. The aim is to be able to mimic a working week, so
try to follow your programme throughout regular working hours. Try to do this
for at least two weeks before returning to work. Some suggestions for a
structured home programme are:

» Practise working at a computer and concentrating for as long as you will
need to at work.

e Tryto get up and go to bed at the times you will need to when you go back
to work.

» Practise being physically active for as long as you would need to at work.
This can involve any activities you like, such as mowing the lawn,
shopping, cleaning the house or exercising at the gym.

» Practise activities that involve planning and organising, such as shopping,
cooking a meal, organising a night out with friends, or arranging a holiday.

» Practise activities that make you concentrate, such as computer games,

watching films, reading books or doing crosswords.

Practise taking notes when using the telephone.

Practise any physical activities that you will need to do.

Practice your time management skills by sticking to appointment times.

Practise making journeys on public transport if you can no longer drive. It

is particularly useful to practice making the journey to and from work at the

times you will need to do so.

» Ask if there are any work tasks you can do at home to help your employer.
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Only return when you’re ready

Finally, it is important to remember that the timing of your return is very
important. People often try to return to work too early after a brain
injury. This is a particular problem when a good physical recovery has
been made, as people often assume that cognitive (thinking) abilities
have also recovered. Returning to work often reveals the full extent of
difficulties and returning too soon can damage confidence if
performance doesn’t meet expectations.

It is advisable to avoid making major decisions and becoming involved
in stressful situations until you feel you are ready. This is especially the
case in jobs with high levels of stress and pressure and where margins
for error are small. Mistakes made because of the injury could damage
your confidence and hinder recovery.

Be honest with yourself, don’t try to rush your recovery and prepare as
much as possible. Remember, try not to take on overtime, shift work or
new responsibilities until you feel ready.

Conclusion

Work is an important part of most people’s lives and returning after
brain injury is a key part of many people’s recovery. Depending on
individual circumstances and the effects of the injury it can be very
difficult, but with help and support and by following the suggestions on
this factsheet many people can return successfully.

Many people need to make adjustments in order to achieve a healthy
work/life balance and returning to employment is often not possible at
all. Employment is not the only option and it is important to remember
that deciding not to work can be an equally positive step. Leading a
healthy and happy life is the most important thing.

To discuss any issues raised in this factsheet, or to find details of
our local Groups and Branches, please contact the Headway
helpline free of charge on 0808 800 2244, or by email at
helpline@headway.org.uk. You can also find more information
and contact details of Groups and Branches on our website at
www.headway.org.uk.

Headway produces a range of booklets and factsheets covering
brain injury related issues. Booklets cost £3.50 each and can be
ordered from the website or on 0115 924 0800. Factsheets are
freely downloadable from the website.

Brain injury survivors and carers can receive free copies of
appropriate booklets from the helpline.
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Self-employment after brain injury

Introduction

Running your own business can be very demanding, especially after a brain
injury. It requires high levels of motivation, organisation, planning and thinking
skills, which can all be affected by your injury. However, it can also be a hugely
rewarding and empowering way of making a living.

For these reasons, it would be a good idea to talk this option through with your
Disability Employment Advisor, family, friends, GP, occupational therapist, or
other healthcare professionals, before making any decisions.

Finding out more

If you decide you want to take this option there are a number of services that
can help. Your local Jobcentre Plus and Disability Employment Advisor are the
best places to start and they will be able to advise on local support services.
Other sources of help and support are as follows:

. Business Link in England, Business Gateway in Scotland and Flexible
Support for Business in Wales all provide information, advice and
support to help start, maintain and develop your own business.

. The Citizens’ Advice Bureau provides a range of useful information
about self-employment including guidance on setting up business,
employing other people and financial issues. They provide a factsheet
covering these issues which can be downloaded from their website at
www.citizensadvice.org.uk.

. HM Revenue & Customs provides a helpline for people who are self-
employed, where you can register and get help with tax, national
insurance and VAT. It is a good idea to contact HM Revenue & Customs
before going into business to ask about tax obligations.

. The Association of Disabled Professionals helps disabled people to
set up their own business through the Disabled Entrepreneurs’
Network (DEN). The organisation provides a range of support services
and a resource guide called Setting up in Business?, which is available to
disabled people for the price of postage.

Bradbury House, | Helpline: 0808 800 2244
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« The Prince’s Trust can offer financial support and business support
services to people aged 18-30 who are starting their own business. This
includes advice from a volunteer business mentor for up to three years
after you start.
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. PRIME is an organisation set up to provide support, advice and training
for setting up a business in England, Scotland and Wales for people aged
over 50.

«  Scottish Enterprise network can give details of local enterprise
agencies and provide other assistance. Firstport (Scotland only) offers
free support to people who want to set up a business which will have
direct social or environmental benefits. It also administers the Scottish
Government's Enterprise Fund.

. Local enterprise agencies (England, Wales and Northern Ireland
only) give free general advice and support to small businesses. Training
courses are also available, which are often free. Details of local
enterprise agencies are available from the National Federation of
Enterprise Agencies.

. In Northern Ireland, Invest NI gives general advice, counselling and
support to small businesses about setting up a business, trading status,
sources of finance, finding premises and preparing a business plan.
Grants are also available.

. Inbiz (England only) provides help and support to long-term unemployed
people who want to become self-employed.

Full contact details of all these organisations are included below.

Useful Organisations

Association of Disabled Professionals
BCM ADP

London WC1N 3XX

Tel: 01204 431638

Email: info@adp.org.uk

Web: www.adp.org.uk

Business Gateway (Scotland)

Practical help, advice and support for new and growing businesses in
Scotland.

Tel: 0845 609 6611

Web: www.bgateway.com
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Business Link
Provides free business advice and support.
Web: www.businesslink.gov.uk

Citizen’s Advice Bureau (CAB)
See local telephone directory for details, or visit www.citizensadvice.org.uk.

Disabled Entrepreneurs’ Network (DEN)
Email: info@disabled-entrepreneurs.net
Web: www.disabled-entrepreneurs.net

Enterprise Northern Ireland
Workspace

Draperstown

County Derry

Tel: 028 7962 8113

Fax: 028 7962 8973

Email: info@workspace.org.uk
Website: www.workspace.org.uk

Firstport (Scotland only)

54 Manor Place

Edinburgh

EH3 7EH

Tel: 0131 220 0511 or 0845 478 6336
Email: info@firstport.org.uk

Website: www.firstport.org.uk

Flexible Support for Business (Wales)

Information and support for starting a business in Wales
Tel: 03000 6 03000

Web: www.business-support-wales.gov.uk

HM Revenue & Customs
Newly Self-Employed Helpline: 0845 915 4515
Web: www.hmrc.gov.uk

Helpline: 0808 800 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk

improving life after brain injury





the brain injury
association

Bradbury House,

190 Bagnall Road,
Old Basford,
Nottingham NG6 8SF

Invest NI

Bedford Square

Bedford Street

Belfast

BT2 7ES

Tel: 028 9023 9090

Fax: 028 9043 6536
E-mail: info@investni.com
Website: www.investni.com

Inbiz (England only)

Enterprise House

8 Yarn Road

Stockton-on-Tees

TS18 3NA

Tel: 01642 610610

Fax: 01642 610611

Helpline: 0800 0321 001
E-mail: info@inbiz.co.uk
Website: www.inbizonline.co.uk

National Federation of Enterprise Agencies (England and Wales only)
12 Stephenson Court

Fraser Road

Priory Business Park

Bedford

MK44 3WH

Tel: 01234 831 623

Fax: 01234 831 625

E-mail: enquiries@nfea.com

Website (general): www.nfea.com

PRIME

Astral House

1268 London Road

London

SW16 4ER

Tel: 0800 783 1904

Email: prime@ace.org.uk
Web: www.primeinitiative.co.uk

Helpline: 0808 800 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk
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The Prince’s Trust

18 Park Square East

London NW1 4LH

Tel: 020 7543 1234

Freephone Helpline: 0800 842 842
Email: webinfops@princes-trust.org.uk
Web: www.princes-trust.org.uk

Scottish Enterprise Network

5 Atlantic Quay

150 Broomielaw

Glasgow

G2 8LU

Tel: 0141 248 2700

Network helpline: 0845 6078787 or 0141 228 2000
E-mail: network.helpline@scotent.co.uk

Website: www.scottish-enterprise.com

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.org.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website.

Brain injury survivors and carers can receive free copies of appropriate
booklets from the helpline.

Published November 2010
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The Equality Act 2010

Introduction

This factsheet provides an overview of the Equality Act 2010 and its relevance
to people with a brain injury and their employers.

How the Equality Act protects people with disabilities

The Equality Act 2010 was introduced in October 2010 and replaces the
previous Disability Discrimination Act 2005 (DDA 2005). It is a law designed to
end discrimination of all kinds. The act builds on earlier discrimination laws and
applies to all employers, education and training providers and everyone who
provides a service to the public.

The Disability Discrimination Act defines disability as ‘a physical or mental
impairment which has a substantial and long-term adverse effect on his ability
to carry out normal day-to-day activities’. If you can show that you come within
this definition you will have the protection of the act.

For the purposes of the act:

. Substantial means neither minor nor trivial

. Long-term means that the effect of the impairment has lasted or is likely
to last for at least 12 months

. Normal day-to-day activities include everyday things like eating, washing,
walking and going shopping

The new act now protects the following people:

. Those who used to have a disability
. Those who are associated with someone with a disability (e.g, carers)
. Those who are wrongly perceived as being disabled

Only the courts can say if a particular individual is defined as disabled under
the legislation, but the aim of the act is to be as broad as possible.

People with a severe brain injury who have long-term disabilities as a result
should be covered by the Equality Act. As the impairment must last 12 months
or more, it may be more difficult for people with a minor head injury to prove
that the Equality Act applies to them. However, that doesn’t mean that they
should be discriminated against.
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Adaptations to the workplace

The Equality Act encourages employers to make ‘reasonable adjustments’.
This includes:

Allocating some of the employee’s work to someone else

Transferring the employee to another post or another place of work

Making adjustments to the buildings where the employee works

Being flexible about the employee’s hours - allowing them to have

different core working hours and to be away from the office for

assessment, treatment or rehabilitation

. Providing training or retraining if the employee cannot do their current job
any longer

. Providing modified equipment

. Making instructions and manuals more accessible

. Providing a reader or interpreter

Brain injury can cause a wide variety of physical, cognitive (thinking),
emotional and behavioural problems. These problems can often be overcome
by relatively minor adaptations to the workplace and help is available for
employers to do this. The Jobcentre Plus Access to Work scheme can help
with advice and support for both employer and employee. It can also help with
extra costs when returning to work. Access to Work can help pay for, many
accommodations, including:

A communicator

A reader at work

Special equipment or alterations

A support worker

Help towards the cost of getting to work

Contact your local Jobcentre and ask to speak to the Disability Employment
advisor or the Access to Work advisor in order to find out more about the
Access to Work scheme.

For further information for employers see the Headway factsheet Adaptations
to the Workplace — a guide for employers. For information on making a
complaint about discrimination at work, see the Headway factsheet Making a
Complaint about Treatment at Work.
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the brain injur
associationj 4 Comprehensive information on the Equality Act 2010 can be found on the

Government Equalities Office website at www.equalities.gov.uk/

equality act 2010/equality act 2010 what do i n.aspx and on the Equality
and Human Rights Commission website at www.equalityhumanrights.com/
legal-and-policy/equality-act/.

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.orqg.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website.

Brain injury survivors and carers can receive free copies of appropriate
booklets from the helpline.
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Voluntary work after brain injury

Introduction

Voluntary work can be very rewarding and a lot of fun. Helping others and
doing something productive is great for self-confidence and also can help get
you back into a working routine. It can be a good way of trying out things
you’ve never done before and finding out your strengths and weaknesses.
There is also the possibility that volunteering may lead to paid work eventually,
but even those who won'’t be able to return to employment can still benefit from
volunteering.

Finding out more

Contact your local Volunteer Centre for more information. Local contact details
can be found on the National Association for Voluntary and Community Action
(NAVCA) website at www.navca.org.uk (see ‘Useful Organisations’) and in the
local telephone directory. Your local Citizen’s Advice Bureau and Disability
Employment Advisor should also be able to put you in touch with the right local
services. Contacting your local council could be a useful way of finding out
about community projects in your area and the local library will have
information about local projects and charities.

You can also find your local Volunteer Centre, find out about volunteering and
search for local opportunities at www.do-it.org.uk. Other organisations who
provide support, training and opportunities for volunteers are Timebank,
Volunteering England, Volunteer Centre Network Scotland, Volunteering
Wales, Volunteer Development Agency (Northern Ireland), the Mentoring and
Befriending Foundation and Reach (see ‘Useful Organisations’).

There may even be opportunities to volunteer for the local Headway Group or
Branch. You can find details of your local Headway at www.headway.org.uk or
by calling the national helpline on 0808 800 2244.

Useful Organisations

Community Service Volunteers (CSV)

237 Pentonville Road

London

N1 9NJ

Tel: 020 7278 6601

Freephone volunteering hotline: 0800 374 991
Email: information@csv.org.uk

Web: www.csv.org.uk
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do-it.org.uk

First Floor

50 Featherstone Street
London EC1Y 8RT
Tel: 020 7250 3695
Web: www.do-it.org.uk

Mentoring and Befriending Foundation
1! Floor Charles House

Albert Street

Eccles

Manchester M30 OPW

Tel: 0161 787 8600

Email: info@mandbf.org.uk

Web: www.mandbf.org.uk

National Association for Voluntary and Community Action (NAVCA)
The Tower

2 Furnival Square

Sheffield S1 4QL

Tel: 0114 278 6636

Email: navca@navca.org.uk

Web: www.navca.org.uk

Reach — Skilled Volunteers
89 Albert Embankment
London SE1 7TP

Tel: 020 7582 2423

Web: www.reachskills.org.uk

Timebank

2" Floor

Downstream Building

1 London Bridge SE1 9BG

Tel: 0845 456 1668

Email: f.percy@timebank.org.uk
Web: www.timebank.org.uk

Volunteer Centre Network Scotland
Web: www.volunteerscotland.org.uk

Helpline: 0808 800 2244
Email: helpline@headway.org.uk
Website: www.headway.org.uk
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Volunteer Development Agency (Northern Ireland)
129 Ormeau Road

Belfast BT7 1SH

Tel: 028 9023 6100

Email: info@volunteering-ni.org

Web: www.volunteering-ni.org

Volunteering England

Regent’s Wharf

8 All Saints Street

London N1 9RL

Tel: 0845 305 6979

Email: volunteering@volunteeringengland.org
Web: www.volunteering.org.uk

Volunteering Wales
Web: www.volunteering-wales.net

To discuss any issues raised in this factsheet, or to find details of our
local Groups and Branches, please contact the Headway helpline free of
charge on 0808 800 2244, or by email at helpline@headway.org.uk. You
can also find more information and contact details of Groups and
Branches on our website at www.headway.orqg.uk.

Headway produces a range of booklets and factsheets covering brain
injury related issues. Booklets cost £3.50 each and can be ordered from
the website or on 0115 924 0800. Factsheets are freely downloadable
from the website.

Brain injury survivors and carers can receive free copies of appropriate
booklets from the helpline.
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