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Preface

American India Foundation in collaboration 
with Wadhwani foundation started working 

towards inclusion of persons with disability in its 
Market Aligned Skills Training (MAST) program. 
MAST is a signature program of AIF, which focuses 
on skill development of underprivileged youth 
to connect them with entry level jobs for their 
economic empowerment. Over 76,ooo youth 
have been trained under the program with 76% 
placement rate. 

Under its partnership with Wadhwani Foundation 
for the program “Inclusion of Differently Abled 
in AIF’s Market Aligned Skills Training – MAST 
program, The Wadhwani Difference”, AIF trained 
1627 PWD’s with 70% placement on entry level 
jobs. It also worked towards knowledge creation 
and sharing for building capacities of stakeholder’s 
for working towards inclusion of persons with 
disability for their mainstreaming.

This training manual for trainers has been 
developed by Enable India on behalf of AIF as part 
of the project, with an aim of building capacities 
of faculties to work toward inclusion of PWDs 
in efficient manner. This manual is expected to 
work as a handbook for faculties for giving them 

technical know how about various aspects of work 
towards inclusion and employability and give them 
tools for handling various stakeholders including 
community, PWDs and the employers in a better 
manner to ensure the mainstreaming of PWDs.  

We are thankful to Ms. Shanti Raghvan and the 
team of Enable India for bringing wide range 
of knowledge and experience of working for 
employability of persons with disability. We 
are also thankful to all partners of AIF’s MAST 
program, who have participated in piloting the 
program and shared their experiences, which 
contributed towards creating this manual.

We are thankful to all the employers who have 
hired the persons with disability trained under 
MAST program or participated during the faculty 
trainings for sharing their experiences.

We are thankful to Wadhani Foundation for their 
support, which enabled us to pilot the program 
and develop this manual.

Aparna Dass
Program Manager, Livelihoods
American India Foundation
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1
Introduction

 1.1 Purpose

The purpose of this manual is to introduce 
people to the general principles that apply 

when trying to place persons with disability (PWD) 
in employment. It provides the various best 
practices adopted by persons or organizations 
interested in the economic independence of PWDs 

 1.2 Intended Audience
This document is meant for those people who are 
•	 new	to	placement	of	PWD
•	 working	for	the	livelihood	of	the	non	disabled	

and interested in working for disabled also
•	 already	working	for	PWD	but	not	in	the	

area of economic independence and want to 
initiate the same

•	 working	with	any	organization	for	the	rural	
development and want to work for the PWD 
too

 1.3 Document Overview
This document is divided into three  
main sections.

1. Employer Cycle – This focuses on all the 
activities from the Prospective Employer's 
point of view, who is interested in recruiting 
PWDs

2. Candidate Cycle – This focuses on all 
the activities from the prospective PWD 
Candidate's point of view, who needs to be 
placed

3. Employment Office – This focuses on the 
day-to-day activities that the Employment 
Office (which might comprise of one or more 
persons) needs to carry out in order to place 
the PWDs.

 1.4 Terminology (Source: CII manual)
Visual impairment (VI): This is an impairment 
of vision, which, even with correction, affects 
a person’s functional performance. Visual 
impairment includes both partial sight and 
blindness.

Hearing impairment (HI): This is a condition  
that impairs a person’s ability to process 
information through hearing, with or without 
amplification.

Intellectual impairment: This refers to 
significant sub-average general intellectual 
functioning, existing along with deficits in adaptive 
behaviour and manifested during an individual’s 
developmental period, which adversely affects a 
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person’s functional performance. It is commonly 
referred to as mental retardation.

Orthopaedic impairment: This refers to the 
limitations of the movements of any part of our 
body, caused by diseases, injury, any deformity in 
the bones and muscles or any injury caused to the 
nerves, the spinal cord or the brain.

Multiple impairment: This is used to describe 
the existence of more than one impairment, 
such as intellectual impairment combined with 
orthopaedic impairment, deaf-blindness, cerebral 
palsy and other syndromes caused due to 
developmental delays.

Mental illness: This is a term that describes a 
broad range of mental and emotional conditions. It 
is different from mental disabilities such as mental 
retardation and learning disabilities. The term 

‘psychiatric disability’ is used when a  
mental illness significantly interferes with the 
performance of major life activities, such as 
learning, thinking, communicating, and sleeping, 
among others.

Autism: This is a disability significantly affecting 
verbal and nonverbal communication and social 
interaction. The person with autism often engages 
in repetitive activities and stereotyped movements, 
resists environmental change or changes in daily 
routines, and has unusual responses to sensory 
experiences.

Specific Learning Problems: This is a condition 
that affects the way an individual takes in, retains, 
processes and expresses information. It may 
affect only certain learning processes. Dyslexia is a 
commonly talked about specific learning disability 
in India.
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2
Overview

 2.1 Problem
In the current scenario, there are many skilled and 
semi-skilled jobs available in various industries. 
These can easily be performed by PWDs. 
However, there are many obstacles that prevent 
this from happening. Some of these obstacles 
could include:
•	 Lack	of	awareness	on	the	part	of	companies:	

Companies are sometimes not even aware 
that some of the jobs in their organization can 
actually be performed 
competently by PWDs. 

•	 Lack	of	sensitization	in	
companies: Even though 
companies might be aware 
that they can recruit 
PWDs, they are not sure 
of the requirements 
and methods to handle 
disability-related issues

•	 Lack	of	trained	PWDs:	Many	PWDs	do	have	
the requisite educational qualifications but 
are not ready for jobs because of lack of 
awareness and training

 2.2 Solution
This document provides an insight into the 
different ways we can solve the above mentioned 
problems. It deals with preparing companies to 
accept, recruit, and retain PWDs on an ongoing 

basis. It also deals with how we 
can better prepare candidates 
to perform competently at 
their jobs.

It is a win-win situation, 
because the Employer gets 
appropriately skilled, trained 
candidates, and Candidates get 
good jobs.
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Employer Cycle

This section deals with activities from the 
Employers point of view.

 3.1 Lead generation 

 3.1.1 Description 
To generate employment for persons with 
disability, an initial lead is required on the company 
which is to be approached for placement of 
persons with disability. Based on the region of 
your operation, you will need to do a market 
scan and see the types of industries, sectors, 
jobs, livelihoods, resources availability. Separately, 
you also need to understand the stakeholders 
with disability and their families in the region and 
understand their level of rehabilitation, level of 
education, skills, attitude, socio-economic situation 
and their needs.

 3.1.2 How to start or generate leads
1. Ensure your organization hires PWD
 Before you start telling other companies 

to hire the disabled, ensure that your team 
and your organization has hired people with 
disability. This is your immediate network. It 
also will give you first hand knowledge on the 
problems you will encounter in the field when 
you talk to different companies.

2. Tap your existing network
 Case study: A PWD entrepreneur in South 

India started a Disabled people’s organization 
focused on livelihoods. When he had to look 
for jobs, he just did not know how to go about 
things. He was in the fisheries business. He 
employed PWD in his own business and then 
asked his own uncle who had a business to 
employ a person with disability. After that 
he asked other associates whom he worked 
with on and off and slowly was able to start 
placement of disabled

 Case study: A well known NGO which 
works for placements of non disabled started 
placement of disabled. They went to their 
existing contacts and accounts where they 
had built trust over many years and requested 
them to hire disabled. Due to the relationship 
which was built over years, the companies 
were willing to listen to the organization. 
Some companies did go on and hire people 
with disability

 Case study: Board members of the 
placement NGO who were from the industry 
were tapped for their contacts. Those 
contacts were extremely valuable since the 
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board members made personal calls and gave 
extra credibility to the work being done by the 
NGO.

3. Develop a network
 Case study: An NGO which has been 

working for disabled had some companies 
which had hired PWD. These companies 
which have already hired PWD become 
part of the existing network, especially the 
managers or leads who have hired PWD and 
have shown respect and dignity for the work 
PWD have done. They are the best people to 
tap into for further contacts since they would 
know other colleagues from the industry 
whom they have worked with in the past. 

 Best practice by some NGOs including 
UDIS Forum and Sarthak, Delhi: These 
NGO's have an annual event where companies 
who have hired PWD are felicitated, best 
practices are shared one role models with 
disability are also felicitated. Many companies 
and people get awareness and a stronger 
network gets built. Some NGOs call company 
executives as the chief guests to their vocational 
training convocation ceremony. Very often 
such company executives do make it a point to 
explore hiring of PWD after they come face to 
face with actual competent PWDs!

 3.1.3 FAQ: I do not know which 
companies to approach
There are some simple methods of building a 
pipeline of companies for placements of your 
candidates with disability

1. Go through your existing network. People 
who you know are open minded will refer 
similar people. So the success rate of an open 
company is higher. 

2. Get referrals from companies where you 
have placed candidates.

3. Go to companies who are well known 
for taking disabled. Gain awareness on 

companies which have hired persons with 
disability in the past. See whether this 
company is in your town/city. Also look for 
competitors and create awareness that their 
competitor has hired PWD. You can look at 
companies which have received awards for 
employing the disabled (National award list 
for hiring PWD, NCPEDP Shell Helen Keller 
award, CavinKare award and so on)

4. Analyse jobs where persons with disability 
have been hired anywhere in the country. 
See how these jobs are similar to local jobs 
in local companies. Contact local companies 
with concrete examples of jobs that can be 
done by disabled (Example: Visually impaired 
is doing HR job in an IT company. You can 
try HR in local bank. Hearing impaired is 
working customer service attendant in 
petrol pump where he communicates with 
a communication board. He could also be a 
cashier in a local coffee shop)

5. Find persons with disability in your 
area who are already working. Approach 
companies where these working disabled are 
working

6. Look at paper ads and make cold calls to 
those companies. This may not yield the best 
results unless you are confident about your 
candidates and are also confident that they 
should get placed. You need to know how to 
get the attention in the shortest time possible. 
(Example: “We have qualified employable 
candidates with disability. In the past such 
candidates have been hired by <provide list of 
companies>”)

7. Network with city/town groups, local 
chapters of national bodies such as CII, 
NASSCOM, ASSOCHAM, FICCI, FKCCI, 
BNI networks, HR groups, CEO groups and 
other affinity groups. For example: There are 
HR groups and company heads who meet 
often and may give you a time slot to make a 
presentation
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8. Analyse the current market trends of 
your region – What are the growing sectors? 
Where are the maximum people required 
for placements? What are the critical needs 
for these industries, especially in fresher jobs 
where 10th, 12th qualification or generic 
education criteria can be satisfied? You can 
look at supplying to companies which are 
facing shortage of candidates. All you need is 
one company to accept a disabled. After that 
convincing the next one is always easier.

9. Use social media such as Linkedin and 
Facebook to build a social marketing presence 
and connect with companies. Build credibility 
using blogs, website and social media.

10. Network with forums - Join a forum 
working for disability (CBR, employment or 
otherwise) or CSR forum of companies or 
company forum

11. Make a good brochure of your 
organization with the business case and 
success stories

12. Network and partner with organizations 
working on livelihoods. They could be 
working for non disabled or disabled. In either 
case, their existing network can be tapped.

 3.1.4 Case Studies
Company referral
Enable India placed many people with vision 
impairment at Lake systems, Bangalore which is a 
medical transcription company. When Enable India 
was trying to generate more leads for the other 
trainees who had not yet been placed, Pratibha, 
the CEO of Lake systems, got in touch with the 
CEO of Accentia (another medical transcription 
company) and went along with Enable India for the 
presentation. She gave the example of her own 
company and their journey. She explained how 
they started with one visually impaired and how 
they were surprised to find how well a disabled 
can work. After which, they took more visually 
impaired. She also explained the challenges in 

acceptance within the organization and the good 
performance of the visually impaired. Accentia 
hired 2 persons with vision impairment based on 
her presentation.

 3.2 Demand Creation

 3.2.1 Description 
For the employment of persons with disability, 
we need to create a ready market of jobs where 
disabled persons can work as per their education, 
skills and attitude. Creating demand is not an easy 
task since society’s understanding of disability is 
very less. Many people in companies big or small 
have the attitude that why should I hire a disabled 
person when I can get somebody who does not 
have “problems”. Why should I hire somebody 
with “problems”?  

So to create demand, we need to have a business 
case on why companies should hire disabled

 3.2.2 What and why business case?
What is a business case?
Before a company takes any decision to do any 
work or project, they need to understand the 
business case which has to address the following 
questions:
•	 Why	are	they	doing	the	project?
•	 What	are	the	benefits	of	doing	the	project?
•	 What	are	the	risks	if	they	do	the	project?
•	 What	is	the	impact	of	the	project?

The decision is taken after considering all the 
points and by weighing the benefits against the 
risks of doing the project.  

Why business case for hiring persons with 
disability?
The main goal of companies is to make profits 
and to create impact. The challenges to generate 
profits are too many because there is a lot of 
competition, constant problems and changes, and 
many financial, resource and political pressures.  
Companies do not want more challenges or more 
changes if possible. They would like business as 
usual.
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Companies have many worries when they have 
to hire a person with disability. Some of the 
challenges that they perceive are shown below:

If company has not hired persons with disability 
before or have not hired many disabled, they need 
to have a strong reason or a strong business 
case which helps them DECIDE to hire a person 
with disability.

Read more about each of these points in the 
sections below

 3.2 Business case
Reference material: Use Business case 
presentation.ppt which is in attached CD

Points mentioned below can be used to convince 
companies about hiring the disabled. Please note, 
your attitude and your thoughts are important. If 
you are not convinced of the points mentioned 
below, the company will not be convinced. Also, 
this business case has a basic expectation: The 
candidates who will be sent to these companies 
have the required qualifications, skills and attitude 

expected. These candidates have learnt to accept 
their disability, solve their daily problems with 
solutions and know how to overcome their 

disability. The business case points written below 
are from our real time experience in the last 8 
years. They come from a real understanding of 
companies challenges and understanding the true 
value of an employee with disability who is sincere 
and extremely employable. Many company CEOs, 
managers and team leads have seen the benefits of 
hiring persons with disability and usually mention 
the points stated below. 

Please note: Companies who have seen the 
benefits of hiring disabled have also experienced 
employees with disability with the wrong 
attitude and skills. But when good role models 
with disability are working in the company, the 
company stops stereotyping the disabled and are 
able to understand that disability is only one aspect 
of a person for which there are solutions. 

1. Hire alternate pool of candidates with 
good skills and attitude. For their talent

Figure 1: Managers are thinking -> 1. We have a business to run 2. You will not understand our requirements  
3. How will the disabled work 4. Managers and employees will not go for this 5. Our business is too competitive  
6. We do not have time for this

We have a business 
to run

You will not understand 
our requirements

No time for this

How will they work?

Managers and Employees 
will not go for this

Our business is too 
competitive Challenges
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 Companies face challenges in getting people 
with good skills and attitude. Even though 
India’s population is large, small and big 
companies face challenges in finding the right 
candidates.  There are 70 million persons with 
disability in India and there are disabled people 
with the right skills and attitude. There will 
be some disabled who may be suitable for the 
company. They have the potential to develop. 
They want to achieve something in their lives. 
They use alternate methods and solutions to 
overcome their disability.

 Companies should Hire Only The Suitable 
Employable Candidates With Disability.

2. Companies hire right people from 
everywhere 

 Companies overcome their hiring challenges by 
hiring the right talent from everywhere – dif-
ferent genders, regions, religions, languages, 
cultures, castes, economic backgrounds and DIS-
ABILITIES.  Such companies only care about 
candidates having the right attitude and skills. 

3. Companies that are successful are 
solution oriented

 Companies constantly face challenges and 
have to come up with solutions for each 
of their challenges which could be with 
budgets, people, infrastructure and more.  
Companies that have hired disabled have to 
think of solutions to use the talent, skills and 
attitude of a disabled person effectively.  Such 
companies are more solution oriented. 
They do not think of problems in projects or 

problems with deadlines. They always think 
of solutions and get better. Persons with 
disability work in any job by overcoming their 
challenges with solutions and using different 
methods to get the work done.  

4. The bar gets raised at the company
 When employees with disability use their 

potential, others get motivated to use their 
potential and do better at their work and 
hence the bar gets raised. When there is 
better performance from more people in the 
company, the bar gets raised which leads to 
higher standards being set in the company.

5. Companies get loyalty of all employees 
when the employees feel valued. This 
results in less attrition

 In today’s world, employees leave companies 
even for a small pay hike or when they face a 
small problem. Employees will stay only when 
they feel good about their company and when 
they feel valued.  

 When companies hire persons with disability 
and enable/help them to work well, other 
employees will definitely feel good about 
their company. If the company values even an 
employee with disability, then they are able 
to look at the ability and merits of a disabled 
person. That means they will be able to look 
at the ability and merits of every employee. 
Company is also able to understand that every 
person has some weaknesses or inabilities and 
learns to use the abilities of their employees 
well.

When there is a major festival, all the employees from that region and religion take 
leave at the same time. But because the company had people from different regions 

and religions, they did not face problems - the other employees were able to handle the 
work. Thank god the company hires diverse (different types of) people!

—Small organization in Bihar
[ ]
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6. Diversity or differences between 
employees benefits companies

 Many companies understand the value of 
having diverse people or differences.

 Smaller companies initially want to hire similar 
people because they think that it will be easy 
for them to get work done if everybody is 
similar in behavior. However, many issues arise 
as shown in the case study from Bihar.

Larger companies usually have policies on 
diversity.  They know that their employees will 
be open and tolerant to different ideas and 
suggestions only when they welcome diversity 

and differences of all kinds.  As companies 
become big, they can become bigger only with 
better ideas and better execution. This will 
happen only when there are people with different 
kinds of thinking giving different ideas which 
are respected.  In the beginning, differences are 
tolerated and after some time, DIFFERENCES 
ARE UNDERSTOOD.

As the company becomes more diverse, 
differences are accepted and respected. This 
requires good leaders who allow differences 
openly and encourage diverse thinking. Such 
companies have an open culture and are generally 
more successful. 

 3.3.1 What are the services to be offered

We have a 
business to run

No time for this

Support services 
from Institution 

working for PWD
Awareness and 
Sensitization for 

employees
Our business is too 

competitive

Provide competent 
employable disabled

Give business case 
for hiring disable

Managers and 
Employees will not 

go for this

How will they work?

Provide solutions for 
workplace

Preparation: Close 
collaboration to 
identify jobs and 

requirements

You will not 
understand our 
requirements
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Company’s worries Services and Solutions to be provided

We have a business to run Provide business case to companies

You will not understand our requirements Collaborate with the company –so that you 
can analyse the jobs better and understand the 
company’s requirements

How will they work? Provide solutions to companies – let companies 
understand that we all use solutions on a daily basis to 
overcome problems. Disabled also use solutions. Your 
organization will help the company find solutions

Managers and employees will not go for this Provide services to companies – such as 
sensitization and awareness for the employees of the 
company on how they can work with the disabled

Our business is too competitive Provide employable candidates with disability 
The training should make sure the candidates 
have exposure to the real competitive company 
environment. The disabled should be trained to 
handle challenges and stress.

We do not have time for this Provide support services to companies – initial 
handholding to help employee with disability get 
adjusted to company, post placement services and 
follow up with company at regular intervals

 3.4 FAQ
Companies will have many questions and doubts. 
Use the following processes and practices to 
ensure their actual doubts are taken care of. It 
will be extremely easy to answer and convince 
these companies if you follow the practices 
diligently. 

 3.4.1 Why should we take disabled 
when we can hire non disabled people?
Practices to be followed:
1. Company services to be provided: Provide 

services to companies including awareness 
workshops, peer awareness and sensitization 
when required, initial handholding and post 
placement follow up. 

2. Ensure trained candidates as much as possible. 
It is possible due to geographic distribution 
of the candidates or the type of disability that 
candidates cannot come for training or are 
unwilling to come for training. It is possible 
that you also give work from home. But in 

all cases, we have seen, some options of 
development and training such as self-learning, 
project work or distance education has to 
be explored to make candidates employable 
before giving them the job. 

Answer to companies:
At the end of the day it is about hiring the right 
people with the good attitude, wherever they 
come from. Even if you get non-disabled with the 
right attitude, the benefits of hiring disabled are 
more than just having another resource for your 
company. When the person works well, it is very 
inspiring and motivating for others. (Use business 
case points) More importantly you are getting 
trained candidates. Also, the services provided 
by us will ensure that PWD are well integrated in 
your company. There is a first time for everything. 
Many companies (small, medium, large and startup 
companies) around India and the world had the 
same question but have hired PWD and continue 
to hire more candidates. (As per Enable India 
social audit report of 2011, 77% of the companies 
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have an overall positive perception regarding 
persons with disability. More than disability 
workshops, good candidates with disability 
create the best awareness. Most companies have 
come back to Enable India repeatedly for more 
placements)

 3.4.2 People without disabilities 
cannot work well. How will disabled 
work well?
Practices to be followed: 
1. Employability Training environment and 

modules to be followed: Make sure 
your employability training follows the 
training environment specified and the 
disability specific module as well as general 
employability fundamental modules. The 
environment and modules will make sure that 
people with disabilities have enough exposure 
to the difficult and stressful environment 
which is in any small or large company or 
which may even be in a general store or shop.

2. Send only suitable candidates for interview: If 
you have trained a batch of 20 candidates and 
find only 2 suitable for a particular role or 
company, please send only 2 candidates with 
disability. Even if you have number pressures, 
please remember that companies will come 
for more candidates only if they trust that 
you will supply them with employable 
candidates

Answer to companies: 
So the problem of right attitude and skills can 
be with anybody. It is all about having the right 
attitude and skills. We create an environment 
similar to a company environment in our training. 
From day 1, they have to practice the work 
ethics expected in a company. Also, they learn to 
do work as per targets and get feedback on the 
same. They also learn to face stress and challenges 
which are part of work and learn how to do any 
work with quality and speed. We will not send 
candidates who are not ready or who are not 
employable. Take their interview and see for 
yourself if they are suitable. 

 3.4.3 Our work is very challenging. 
We cannot have differential treatment 
for disabled. 
Practices to be followed: 
1. Life skills modules which addresses acceptance 

of disability and self esteem to be followed

2. Employability training module which handles 
disability specific issues and expectations to be 
followed

3. Employability training environment which 
provides challenges at candidates to be 
followed

4. If you are sending candidate without training 
- Counsel the candidate regarding company 
environment and so on.

Answer to companies: 
You need employees who will work with sincerity 
and are able to do their work. We understand 
and respect that. We provide challenges and 
experiences to our candidates during the training 
so that they get comfortable with challenges in a 
company environment. In general, candidates who 
do our training want equality. However they need 
to be enabled so that they can work well.

 3.4.4 We cannot change infrastructure 
for persons with disability
Practices to be followed: 
1. Have trained employment officers who learn 

how to analyse jobs, match candidates to the 
right job and also learn to analyse company 
environment and provide simple solutions.

2. Fund allocation: Have funds (or tie ups for 
funding) for solutions or infrastructure changes 
required by candidates in small shops or 
companies. The changes may make or break 
the chances of a PWD candidate getting 
employment.

Answer to companies
(As per Enable India social audit report of 
2011) Only 44% of the companies surveyed 
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required small changes in their infrastructure, 
minor modifications and solutions required by 
the employees with disability. Most of times, 
companies are mistaken in thinking that they 
need to make infrastructure changes when hiring 
a person with vision or hearing impairment. By 
and large, initial orientation and practice to the 
office layout enables the visually impaired who 
has been trained well to move around with 
ease and independence. The benefits of making 
modifications (if any) outweigh the cost or we 
can see if the candidate’s needs will be funded 
externally. You can also perhaps provide an 
interest free loan to the candidate (if the candidate 
is willing) for his/her solution.

 3.4.5 We cannot spend much time 
with PWD, how they will work with 
team members?
Companies like us have resource problems, no 
expertise to train, budget requirement and cannot 
spend extra time to train

Practices to be followed: 
Employability training : Social interaction, non 
disabled perspective and self advocacy component 
to be followed.

Answer to companies: 
Every person with disability is different just like you 
or me. However in our training, we try to make 
sure that disabled (who may not have had much 
exposure to the outside world), get more exposure 
and learn to interact with the team, learn to be their 
own advocates and hence work well with the team.

 3.4.6 Will you give me guarantee 
that PWD will work well?
Practices to be followed:
1. Integrity: The values of your organization 

and the employment officer has to be 
impeachable. Integrity in thought, word and 
action is important. Our job is to enable 
candidates with disability. However, nobody 
can give guarantees for any human being. So, 
please make sure that you do not make any 
false promises to companies.

 Standard operating procedures during training 
to be followed which captures details of 
candidate behavior and performance.

 Company Services: Provide follow up and 
retention services where the company can 
always contact the organization in case there 
are any queries or problems.

Answer to companies:
We cannot guarantee or make false promises. 
However, we can tell you our observations of 
the candidate during our training. We will also 
provide services to enable the company to hire 
candidate with disability. Our services range from 
providing solutions, access, ensuring inclusion in 
your company and ensuring that the person with 
disability can work effectively.

 3.4.7 Not able to meet company to 
discuss employment of disabled 
Please note:  Any person will spend time only 
when they feel it is worth their time. So the 
company will have a meeting only when they feel it 
is worth their time or at the right time. See some 
points to make that happen

1. Establish credentials: To spend time with 
your organization, provide details of your 
work in summary form in email or brochure.

2. Build trust: Case studies of your work 
on livelihoods or training (disabled or non 
disabled) and your understanding of the work 
helps build trust. 

3. Trained workforce: If you train candidates, 
explain details about how you train disabled. 
This adds value in the mind of the recruiters 
(since it is always a problem getting good 
candidates)

4. Quick presentation: Have a 10 minute pre-
sentation ready with photos: mail or send a pdf 
file with photos of disabled working and compa-
ny photos or testimonials. Ask the company for 
just a little bit of their time. This may help them.
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 3.4.8 People without disability do 
not work well. I don’t want to have 
problems with disabled people
Practices to be followed:
1. Integrity in your communications to 

companies: It is very important that you are 
truthful and are not trying to get a job for a 
disabled candidate by any means possible. You 
will have candidates with disability who did not 
work well or who dropped out and so on. Your 
job is not to hide these “issues”. However, 
it is important to provide a balanced and fair 
picture to the company. Do not try to “sell” 
candidates with disability – “these people do 
not get jobs so they will work well”. You need 
to be convinced that problems at workplace 
can be caused by anybody and everybody. 
Person with a disability or without a disability, 
work well only when they understand the 
consequence of their actions, when they are 
motivated and realize the importance of their 
work and when they cultivate a deep sense of 
responsibility for their life, work and company. 
So you need to understand that we cannot 
stereotype a disabled or non-disabled person. 
As far as possible, we need to make sure that 
candidates with the right attitude get into 
companies.

2. Value of respect and dignity for everybody: 
Read self development section for 
employment officer

Answer to companies:
There are so many non disabled who do not work 
well but that does not stop us from hiring non 
disabled. Similarly, there are people with disability 
who may not work well. But we will supply people 
with disability who we feel have the right attitude 
and skills.

 3.4.9 We understand they can work 
but we are not ready to hire persons 
with disability.
Answer to companies:
Lots of companies who are actively hiring 
disabled started with one or two candidates and 

were unsure about what to do and how to go 
about it. But they were open. Also companies 
learnt a lot from the about how to enable other 
persons with disability. Some companies started 
internships for disabled and then later hired the 
disabled full time. 

 3.4.10 But how do we handle PWD 
and also performance related issues 
that may occur?
Answer to companies:
How do you handle performance issues with 
non disabled? Please follow the same process. 
However, special care has to be taken to 
understand if the PWD was enabled to work well 
and provided solutions to do work. Sometimes 
the performance issues could be because of 
lack of solutions or lack of access (For example, 
a person with one leg polio who works as an 
attendant and can do the work well is enabled 
with the workplace solution of a high chair to sit 
for small periods of time. If a hearing impaired is 
given verbal instructions, the person does not have 
access to what is told and hence may not be able 
to do work as per expectations)

 3.5 Sensitization

 3.5.1 Description
Disability is not known and understood around the 
world. Hence sensitization or awareness needs 
to be generated at every level in the company – 
from the CEO, senior managers, HR and admin 
managers, and supervisors to the peers/employees 
who work closely with the disabled

 3.5.2 Issues to be addressed in 
awareness workshop 
Reference material: DAW.ppt

The workshop has to generate awareness in a 
positive way. A positive way would be to showcase 
the abilities of persons with disability. If the goal is 
also to create a positive change in mindsets, the 
root causes would have to be understood well and 
addressed. Why are persons with disability viewed 
differently? 
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Root causes: 
1. Majority wins! – Most people, when born 

have certain physical characteristics which 
are taken for granted (eyes, legs, hands, ears 
and so on). Even though human beings have 
many physical limitations, the usual standard 
physical characteristics are considered 
“normal” or “acceptable”. Anything less 
than that is considered “not normal” Our 
awareness workshop will need to provide 
a different viewpoint by stretching the 
boundary of limitations, thereby giving a 
different perspective on what is “acceptable” 
or “normal”

2. Generally, we do not want challenges 
or disability – Human beings would prefer 
not to have challenges in general. General 
human behavior it to avoid issues, changes 
or challenges. However, it is interesting 
that we learn the most when we overcome 
challenges. Even people who overcome 
challenges generally do not want challenges 
all the time. We do not ask for health issues, 
or death of family members or issues with 
money or an unwanted pregnancy. Given 
this normal human behavior, disability is not 
something that human beings generally pray 
and ask for. Hence there will always be a 
certain perception towards disability. It is not 
a negative perception and should be taken in 
the right spirit. 

3. Human kindness and pity: We are brought 
up with human values of kindness and to feel 
sorry for people who do not have what we 
do. So if a person is being wheeled into an 
operation theatre and is gasping for breath, 
many will feel pity at their condition. Hence 
pity is an emotion which is an unconditional 
response for most people when they see a 
person with a disability. The problem with 
pity is that it robs people of their dignity. Even 
the person who is going for an operation 
wants kindness without pity. So again 
pity should be understood and not taken 
negatively. However, our awareness program 

needs to address this problem convert pity to 
respect

4. What do we respect?: Apart from the 
“position/power of a person”, most people 
respect on the basis of what they can see and 
observe. When some of us see a gymnast 
working really hard to get a medal, and see 
the physical stress of twisting and turning the 
body, we respect and admire her/him. We may 
admire or like an actor or respect his power 
or position, but if we do not know the amount 
of hard work and physical strain that an actor 
undergoes, we may not respect the hard work 
of the actor. We may not know the hard work 
a radio jockey goes through to look effortless 
on radio for a one hour show. So we may not 
respect it since we cannot see it. A vegetable 
vendor may get up at 3 am to go to the mandi 
and purchase vegetables which he has to pull 
for miles in a hand cart. We do not see the 
amount of hard work and determination this 
person has. Hence we may not respect the 
vendor. This is true also for a person with 
disability. People are not able to see the hard 
work and dedication it takes to overcome daily 
challenges. Our awareness workshop needs to 
ensure that people can see what is not obvious 
regarding the disabled and hence generate the 
respect required.

5. Known to unknown: Human beings tend to 
be comfortable with known things. If we all 
were given exposure to people from different 
countries, different cultures, different religions, 
people with different sexual orientation, 
different dressing sense, different behavior, 
different physical appearances and more, we 
would be comfortable with almost everything 
around us. But most of us are comfortable 
with the environment and culture where we 
grew up. Anything known is ok. Anything 
unknown or out of the ordinary is not accepted 
easily. This has to be tackled in our awareness 
workshop. We need to turn disability into an 
easily known issue by relating it to things that 
people already know and accept.
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6. Disabled cannot work because they have 
“less” and we have “more”: If only people 
who have “more” can work, what is the 
problem for millions in the workforce who do 
not do their work well or who are paralysed 
by negativity or laziness? The answer is that 
the biggest issue for human beings is a wrong 
attitude to life. This is the reason why people 
with or without disability who take life’s 
challenges in a positive way are able to work 
well. So this point has to come out in our 
awareness workshop.

 3.5.3 Awareness workshop format
Taking all the above issues into consideration, the 
workshop primarily addresses

1. Disability and what it means – Usually 
people consider disability as inability and 
that inabilities are only with people who are 
disabled. Hence the workshop participants 
use their own examples to understand that 
everybody has abilities and inabilities. 

2. People see the apparent inabilities of a 
person with disability. They are forced 
to undergo a shift in their thinking when 
they see powerful examples of select role 
models with disabilities who have obviously 
overcome their inability.

3. People are made to understand that it is 
natural to see what is obvious – which is the 
so-called apparent inability of the person 
with disability. But what is not obvious is the 
journey that a person with disability takes 
to overcome his disability. This journey is 
shown via role model examples. They also 
understand the aspirations of persons with 
disability which are no less than the aspirations 
of any one else.

4. Broaden the horizons - Using every day 
examples, people are made to question 
and observe how their inabilities have been 
overcome by different solutions, tools and 
changes in processes. This is constantly 
compared with what persons with disability 
have to do – which is not different. Lastly, 
people are made to question the real inabilities 
in life which are negativity, anger and so on! 
And they are made to realize that we all 
need to work on these real inabilities. What 
separates people is their ability to accept, 
learn and conquer challenges.

5. People in the workshop are asked to observe 
whether their pity for the disabled needs to be 
replaced with respect for something which did 
not seem obvious before – the perseverance 
and hard work that a person with disability 
does, day in and day out.

6. In the second segment of the workshop, the 
participants are made to understand why 
their company is hiring people with disability. 
They have to provide the answers. Different 
workplace solutions are also discussed to give a 
new approach on enabling the disabled.

7. Case studies and success stories of those 
companies are showcased which have  
hired persons with disability in different  
job roles.

8. Frequently asked questions are also  
discussed

9. Overall, the belief during the workshop is that 
people have the answers within themselves. 
The workshop provides people will an 
enhanced perspecture realise things which 
they already know.
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 3.5.4 Checklists and Forms
Awareness workshop Feedback form

Course Name: Disability Awareness Workshop 
Date/Location: 
(Participant to fill)  
1. What portions of the program did you find 

most valuable?
 _____________________________________

_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________

 _____________________________________
 _____________________________________

2. What portions of the program did you find 
least valuable?

 _____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________

 _____________________________________
 _____________________________________

3. Was the content was well organized and 
structured?

 Yes or No (please circle)
 If no, please state what could have been 

improved?
 _____________________________________

_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________

 _____________________________________
 _____________________________________

4. Do you believe the Disability Awareness 
Workshop has enhanced your understanding 
of Disabilities? 

  Yes or No (please circle)

5. Based on your new awareness, will you 
take positive action to create an inclusive 
environment?

 Yes or No (please circle)

6. To what extent did you understand the topic 
before the workshop?

 To a great extent
 To some extent
 No extent  (please circle)

7. To what extent do you understand the topic 
after the workshop?

 To a great extent
 To some extent
 No extent  (please circle)

8. How would you rate the session overall? 

 1 - Poor
 2 - Average
 3 - Good
 4 - Very Good
 5 - Excellent

 Participants Name:
 _____________________________________
 _____________________________________
 _____________________________________

 Dept:
 _____________________________________

 Tel:
 _____________________________________ 

 E-mail:
 _____________________________________
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 3.6 Job analysis
Job Analysis is the starting point for matching 
candidates to jobs. This section gives all the 
details related to this important function, and also 
provides a lot of tips and case studies to help you 
understand the nature of this function better.

 3.6.1 What is Job Analysis? 
Job Analysis is the very first step of mapping 
candidates to available jobs. It helps to understand 
the exact nature of the tasks involved in the job, 
and gives a clear picture as to how the same tasks 
can be accomplished by a person with a specific 
disability. It also provides inputs for coming up 
with the appropriate workplace solution. In any 
job, there are several nuances of the job that are 
not immediately apparent to an outsider. Hence, a 
broad definition does not suffice. Job Analysis is a 
thorough and logical method of going through all 
the tasks that are performed on the job.

 3.6.2 Case Study
Let us take an example to make this function clearer.

The example we will take is that of a Tele-caller. 
The broad job profile of this position will basically 
involve calling up customers and updating certain 
information on the systems in the organization.

Job Analysis for Tele-caller will include:
1. Understanding who the clients are – are they 

students, or businessmen, or customers who 
have bought some product

2. Understanding the software applications 
that are used – could be Microsoft Excel, or 
a database system, or a special Customer 
Relationship Management (also know as CRM) 
product

3. Understanding the performance targets – 
could be a certain number of calls to be made 
during the day

4. Understanding the constraints of the job – 
could be a high pressure job, involving rapid 
use of computers

5. Understanding the tasks involved – could 
be accessing computers, working with the 
computer efficiently, talking to customers, and 
capturing the right information

6. Understanding the task from the Disability 
perspective – for example, if there is an 
image involved, it would not be suitable for 
VI candidates; if there is too much of e-mail 
communication, it might not be appropriate 
for HI candidates.

7. Understanding the nature of the Disability 
involved – for example, the job might be 
suitable for low vision candidates, and not 
appropriate for totally blind candidates

At the end of Job Analysis, we must have a clear 
idea of what the job involves, the level of skill and 
attitude required, and what level of disability can 
be included for candidate mapping.

 3.6.3 Why is job analysis important? 
Job Analysis is a very important function of the 
Employment Office. Since it is the starting point 
for matching candidates to jobs, it is crucial that 
this step is done the right way, and in the best 
manner possible to ensure good results. The 
outcome of this step will drive all the other steps 
in the placement process, and hence it is very 
important for this task to be done by people who 
have a good understanding of disability, good 
communication skills, and good analytical skills. 
When done correctly, it will help in mapping the 
right candidate to the right job, and achieve a 
win-win situation with both the employer and the 
employee being satisfied.

 3.6.4 How to analyse jobs 
This analysis is valid for all jobs. However, the 
detailed method of analysis is valid for the new age 
sectors and for small, medium and large companies 
or government organizations. 

For small shops or hotels, the principle of job 
analysis is still valid and important. You may take 
less time and do it with less detail. 
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Assumption: It is assumed that all the ground-
work to establish ties with the interested employer 
has already been completed, and the Job Analysis 
team has full access to the employees of the organi-
zation who are performing the job of interest.

1. Job Description: This is the first step in Job 
Analysis. Though you may have a generic 
idea of the nature of the job, try and obtain 
an actual Job Description from the HR 
department, if possible. Based on the high 
level understanding of the job, ask some 
questions if required, to clarify more about the 
job. Do a first level of filtering using some of 
the thumb rules given in the helping material.

2. Talk to People On The Job: Two important 
people to talk to are (a) the actual Performer 
of the job and (b) the Team Leader.

 Contact the actual Performer of the job in the 
organization. Spend time with him/her to un-
derstand all details of the different tasks to be 
performed as part of the job. Watch the person 
actually doing the job as opposed to describing 
the task. Take down notes and make a list of 
your questions, so that you can clear them later.

 Talk to the Team Leader or supervisor for the 
big picture, so that you can understand better 
how the specific job fits in with the overall 
scheme of things, which other jobs depend 
on this particular job, how crucial it is to the 
entire process, etc. Talking to the Team Leader 
will also give you an idea if he/she is expecting 
certain specific skills in the candidate, such as 
being multi-skilled or able to multi-task rapidly. 
It also helps to learn about what is being 
planned ahead – perhaps they are planning to 
switch systems after 6 months, in which case 
you can plan ahead for such a switch.

3. See the Performer working: Spend as much 
time as required in order to actually see the 
Performer working on the different tasks. If 
possible, try it out yourself to check out what 
potential challenges the job holds. This is very 

important because all the details of the tasks 
that are glossed over during the presentation or 
discussion will become visible to you, and you 
can judge for yourself whether they are potential 
roadblocks or something that can be handled. 
This will also help in kindling ideas regarding the 
workplace solutions that might be required.

4. Accessibility testing: This step is required 
only for VI candidates. Use the queries 
listed in the helping material to identify if the 
applications used by the organization are 
accessible to VI people or not.

5. Solution Model: Using all the inputs you have 
gathered so far arrive at what you think is the 
optimum workplace solution. You may need 
to test out certain assumptions you have made 
in arriving at this model. Verify your model the 
best you can, perhaps even try it out at the 
work site if possible.

6. Presentation: Present the Solution Model to 
the employer. Ensure that you have included the 
Team Leader, the actual Performer, and other 
management members that you require they 
buy-in from. The presentation could be done 
in several ways: an informal discussion, or a 
formal conference room meeting. An important 
part of the presentation is the Demonstration 
of how the solution model will work. Actually 
demonstrate how the tasks are going to be 
performed by the person with disability. This 
is very important and without this, the 
presentation will be incomplete. During this 
presentation, take care to address any specific 
concerns that the employees might have. 

Conclusion
Job Analysis is a crucial activity when mapping 
candidates to jobs. It involves getting a thorough 
understanding of the job and all the nuances of the 
related tasks. Based on this, a workplace solution 
can be presented and demonstrated, so that the 
organization is convinced. A good job analysis will 
map the right candidate to the right job, so that all 
involved parties are satisfied.
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 3.6.5 Checklist for analyzing unskilled or manual jobs 
Points Description Tick Here

Hand dexterity

Motor co-ordination Usage and movement of hands and their 
agility

Repetition of the task and its 
duration

How repeatedly the task has to be done?
How long does the task take to 
complete?

Pressure in the job Physical stamina required for the job

Movement in the job How often is the movement required 
and distance of movement.

Carrying heavy things while 
moving

Does the person have to carry some 
object while moving?
If yes, find out the weight of the object. 
Is it heavy/light/manageable?

Communication involved in 
the job

Find out the following in communication 
aspect:
Does the person have to talk/
communicate?
How often would that be?
Does the person need to speak in 
English?

Specialized skills Does the job demand the person to have 
some specialized skills? For e.g., tailor/
plumber/carpenter

Computer skills Does the job demand for the person to 
have computer skills?
Does the person need to use a particular 
application on the computer for some 
tracking purpose?

Operating machines Does the person have to operate 
machines?
Are these machines heavy duty?
Find out how to make these machines 
accessible for VI in case the job is 
accessible for VI.

Customer facing Does the person need to face 
customers?
If yes, ensure that the right person is 
placed. This is might be challenging, 
availability of people with pleasant 
personality might be less due to disability 
factors and economic condition of the 
family
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 3.6.6 Checklist for analyzing skilled jobs for visually impaired
Please use the checklist below at your discretion. Remember, the best suited job for person with vision 
impairment is with minimal number of applications not used simultaneously and also without images. 
Mandatory questions to ask/clarify in visually impaired job analysis:

Point/Question Description Tick Here
Any image/design/picture/
graphics involved?

Scanned and converted PDF documents/ 
pictures of people/objects or some geo-
metrical pictures are absolutely inaccessible 
for VI. Ensure that the work does not in-
volve looking at some image, keying data or 
analyzing the data. 
Note: Excel charts are accessible, but if 
there are same charts in PPT, not accessible.

If yes, how much? – great 
extent/some extent/very less

Understand the volume of image related 
work. If too high, not possible to place VI. 
If less and practical to skip that part of the 
work, no issues.

Is it practical to give only non-
image work to VI?

Understand if VI can still be equivalent  
and productive without doing the image 
work? Is it practical for the company to 
assign other work in the place of image 
related stuff?

What are the simultaneous 
tasks involved? E.g., capturing 
info while talking to customer 
on phone

The simultaneous tasks can pose a 
challenge for VI. It is important to analyze 
this carefully and design right work place 
solution.

Job does not have too many 
inbound calls right?

Some inbound calls are accepted as part 
of the job. But if the job is to only attend 
inbound calls, be careful as it probably may 
not be suitable for VI. However, there are 
very few examples of VI attending inbound 
calls.

Type of applications to use Microsoft applications like Word, Excel and 
Outlook
or Any company applications or database/
CRM

No. of applications that have 
to be used

This is an indication to do WPS and is it 
practical for VI to work?
In some cases there might be 15 – 20 
applications to use, which is a challenge.

No. of applications to be used 
simultaneously

Irrespective of the number of applications 
to be used, understand how many are used 
often and the approximate number of fields.

Is there any direct interaction 
with client

Ensure the VI is very dignified and very 
good at client interaction.

Any paper work involved in 
the job?

If yes, understand the volume of work and 
what exactly needs to be done.
Also, understand the nature of the data 
on paper. For E.g. If there are too many 
numbers to see, candidate has to be 
chosen carefully.
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 3.6.7 Checklist for analyzing skilled jobs for low vision
Mandatory questions to ask/clarify in low vision job analysis:

Questions/Points Description Tick Here
Understand the job role Job responsibilities, day to day tasks and 

occasional work
S Type of applications

No. of the applications
applications to be used Simultaneously

Understand job nature Any paper work and volume of papers to 
read

Nature of the data on paper Text/numbers/images/combination of 
different things

Font size of the paper Normal font size – 12?
Or
Less than 12?
Should read the info on and key in on a 
database?
Reading paper is random or thorough 
reading?
For instance, should always refer one 
particular section and look for a specified 
data?
Should read and comprehend/analyze 
some data?
Should see some data within the images?

Impact of the data provided 
on the paper

Affects decision making of managers
Affects customers on their policies/bank 
account/other things

Check comfort level of the 
low vision person reading/dif-
ferentiating text and numbers

Text/alphabets in upper case and lower 
case: B/D, E/F, I/L, M/N, U/V
Numbers such as: 3/5, 5/6, 5/8, 8/9

Check comfort level of low 
vision using in-built magnifier

Can the in-built magnifier be used in the 
company?
Does the low vision person need any other 
assistive aids such as handheld magnifier, 
video magnifier, etc?
Does the person need any contrast 
settings to be done on computer?

Take permission for work trial 
from the company

Make low vision person work on the job 
for some half an hour or so
Let him/her use all the required 
applications which are accessible and have 
no security issues.
Let him/her use all their assistive aids to 
accomplish the responsibility

Analysis of the work trial Check whether the low vision was 
comfortable?
Check with the company person if they 
were fine with the speed at initial phase?
If all is fine, its good to place the person.
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 3.6.8 Checklist for analyzing skilled 
jobs for hearing impaired
Mandatory questions to ask/clarify in HI job 
analysis:
Please use the checklist below at your discretion. 
Some of the questions are more applicable for 

bigger BPO companies only.

Remember that the ideal/best suited job for 
person with hearing impairment would be with 
minimal communication and more transaction in 
nature.

Questions/Points Description Tick Here

Any phone calls involved in 
the job?

Understand the frequency of phone calls 
and its impact

If yes, how often? If the frequency is less and only for team 
meetings, no worries. But if some critical 
calls like talking to client/customer are 
involved, it is a concern.

Can HI skip the phone calls 
and still work effectively?

It is important to understand if the HI team 
member skips the phone call, but gets 
updates from colleague can he/she still be 
productive?

How often does the process 
change/is updated?

Do the updates like Insurance process 
keep coming twice a day or may be 
once 2/3 months? If the update/change 
frequency is very high, then it is challenging 
to place HI.
Preferably updates should be very less 
probably once in 2/3 months and rest of 
the process should be standard.

Any e-mail communication 
involved in the job?

Understand the frequency of sending 
mails.
Understand if mails are internal/external.
Also, understand if the nature of mails 
involve high level of english/just updates or 
are simple mails with templates.
Preferably it should be internal mails with 
simple updates sent to supervisor/team 
leader.

What is the method of internal 
communication on regular 
basis?

Does the company use some application 
like communicator?
The company is small, there may not be 
anything, so check if writing on paper is 
allowed?
Or can HI use their mobile to 
communicate some quick info to their 
colleague?
Note: All this depends on security levels in 
the company.
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How often do you have team 
meetings?

Understand the frequency and duration of 
meetings.
Understand in general what is being dis-
cussed during meetings.
Check if they sit in closed rooms for meet-
ing? This helps person who are hard of 
hearing.
Check if they generally fix the agenda be-
fore the meeting? If yes, ask them to share 
that with HI employees.
Preferably there should be someone 
interpreting/writing/typing what is being 
discussed in the meeting. Moreover, after 
knowing the agenda, it is easier for HI to 
keep up the pace in the meeting.

 3.6.9 Checklist for analyzing skilled 
jobs for physically disabled
Mandatory questions to ask/clarify in PD job 
analysis:

Please use the checklist below at your discretion. 
Please note that this is more applicable for the 
companies those who have budget constraints to 

conduct access audit or time constraint due to huge 
number of employment opportunities. Ideally the 
company should go through access audit by the ex-
pert and made the work place accessible for all per-
sons with disability, however it should not be a road-
block for you to place some deserving candidates.
Note: This checklist could also be used for persons 
with cerebral palsy with minor modifications.

Questions/Points Description Tick Here
Understand walking distance 
from the bus stop to the office

See whether a mild PD and person with 
calipers and crutches can comfortably walk 
to office?
Remember, this is a daily activity taking 
place atleast two times a day.

Understand where exactly is 
the office situated? Ground 
floor?

Is there a ramp with railings?
Are there any steps to climb or get down?
Is it too wide or is the width normal with 
railings to support?
Check out and ensure it is not too steep.

Understand where exactly is 
the office situated? Top floor?

Is there a lift?
How functioning is the lift?
Are there any alternate ways if there is no 
power to operate lift?
Is the lift wide enough for  a wheelchair to 
get in comfortably?

Understand accessibility in 
office premise

Are there any steps inside the office?
Check out accessibility of work place, 
meeting rooms, cafeteria, washroom and 
any other required place.

Is this company’s building 
rented/permanent?

If permanent, nothing to worry. In fact, 
you can suggest best possible modifications 
wherever required.
If the building is rented/leased, find out if 
they have any plans to move somewhere 
shortly.
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 3.6.10 Job analysis by category

 3.6.10.1 Job Type: Manual Sitting
Job Type Description:  Jobs under this category 
involve
•	 Sitting
•	 Simple	communication	with	people	in	regional	

language
•	 Gross	motor	movement	which	is	generally	

high and person is expected to be fairly quick

•	 Understanding	very	simple	instructions	and	
following them

•	 No	computer	usage

Sample Role: Lift Operator
Role understanding: Understand which type of 
company is the lift operator? Hospital/company/
any other. Understanding the environment where 
the job is being done will help you derive relevant 
questions.

No. Questions to ask
1 How many floors are there?
2 What type of lifts are they? Closed ones/transparent/closed ones with glass or mirror?
3 What is the usual frequency of usage of lifts and by approximately how many number of people?
4 How is the numbering done?
5 Is the operator provided with a chair to sit?
6 Is the person expected to help people in shifting or moving some things?
7 How often can the operator afford to take a break?

 3.6.10.2 Job Type: Manual Sitting
Job Type Description:  Jobs under this category 
involve
•	 Sitting
•	 Simple	communication	with	people	in	regional	

language
•	 Gross	motor	movement	which	is	generally	

high and person is expected to be fairly quick
•	 Understanding	very	simple	instructions	and	

follow them

•	 No	computer	usage

Sample Role: Packing
Role understanding: Understand what kind of 
material is being packed and in which industry, 
such as garments/medicine/electronics goods and 
accessories/other.
Understanding the environment where the 
job is being done will help you derive relevant 
questions.

Num Questions to ask

1 What kind of material/goods to be packed?

2 How heavy/light these material are?

3 Can the person use some trolley to carry materials sometimes or nothing like that?

4 Is gross movement or fine gross movement required for the packer? Explain

5 Is the material kept near the packer or should it be carried from a particular place?

6 Is the material arranged in a particular order for quick use or no particular arrangement?

7 Is the person expected to move the packed material to a different location?

8 Explain the type of material used for packing. Synthetic/paper/boxes/other

9 As part of the packing, what all the person expected to put pins/labels/stapler/cellphone 
tape /other

10 Any targets? Number of products to be packed in an hour/day
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 3.6.10.3 Job Type: Manual Moving 
Job Type Description:  Jobs under this category 
involve
•	 Standing/moving
•	 Interaction	with	people	
•	 Understanding	instructions	given	by	people/	

customers
•	 Handling	multiple	types	of	requests	at	 

times

•	 Can	count	and	do	basic	addition	and	
subtraction

Sample Role: Customer Service attendant
Role understanding: Understand the type of 
company/industry such as petrol pump/shopping 
mall/hotel/other. Understanding the environment 
will help you derive relevant questions where the 
job is being done.

Job Role 
Understanding

Questions to ask

1 What kind of services are provided to customers?
2 Can the person sit and interact with customers?
3 If standing, how long would that be?
4 If the person has to sit for some time once in a while, how often would that be?
5 Which language is used for communication?
6 Is the person expected to move very often?
7 Does the person need to help customers lift some heavy things?
8 Does the person need to explain some items/other things to customers?
9 Does the person need to help customers locate some required things?

10 Does the person need to handle cash transactions?
11 Does the person need to use a computer or a some particular application on computer  

and particular application on computer?

 3.6.10.4 Job Type: Semi Skilled 
Computer (Repetitive)
Job Type Description:  Jobs under this category 
involve
•	 Sitting	with	almost	no	movement
•	 Usage	of	computers	and	some	particular	

applications apart from MS office
•	 Heavy	finger	movement	for	typing
•	 Good	concentration	levels	to	continuously	do	

repetitive tasks

•	 Work	which	is	mostly	visual	in	nature,	hence	
seeing is important

Sample Role: Data Entry Operator
Role understanding: Understand the type of  
data to be entered such as bank info/blood group 
info/ insurance/other and criticality of the data.
Understanding the environment where the  
job is being done will help you derive relevant 
questions  

Num Questions to ask

1 What type of data is to be entered?

2 Which domains knowledge is preferred from the person? Insurance/geography/healthcare/ 
other?

3 How is the input of the work? In what form will data come in? Paper/software/scanned image

4 What is the form of the output Excel/software

5 What is the expected typing speed and accuracy levels?

6 What is the target per day? Should complete 100 entries/should complete 100 forms/other

7 Are there any changes in the way data is to be entered? If yes, how often?

8 What are the shift timings? Are they rotational in nature?
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 3.6.11 Key points of job  
analysis activity
Job analysis has to be conducted without fail for 
every single job role even if it is a known job in 
other company.

1. Same job role can vary from industry to 
industry; hence conducting a job analysis 
becomes a critical activity.

2. Minimal period of work trial has to be 
computed before placing the candidate.

3. Demonstration to the employer is must 
before proceeding in placing some candidate.

4. It is important to conduct an in depth job 
analysis in case of sensory impairment or 
tougher disabilities like cerebral palsy.

5. The job analysis expert should ideally be 
aware of the industry type/domain and only 
then the job analysis can be in depth and 
effective.

6. It is important to capture the job analysis 
information for future use. You could use the 
job analysis database format shown in appendix.

7. Without feasible solution for each of the job 
roles, it is impossible to place a person with 
disability.

8. It is important to understand the process 
stability/sustainability when placing a person 
with disability. If you find out that the process 
is stable only for the period of next 2 months, 
it would be good to consider as internship 
rather than a job opportunity.

 Sometimes, you may not have the best suited 
candidate for the particular job role, but 
negotiate with the employer to place some 
borderline candidate on an internship basis for 
a short period of time to train the person on 
the job.

3.7 Workplace Solutions
People with disabilities are working in many 
companies. They can work effectively in any job. 
Any job can be done by the disabled if they have a  
feasible workplace solution and a supportive work 
environment. A workplace solution is a solution to 
overcome challenges and complete the task as per 
expectations. Solutions are all around us. We use 
them on a daily basis. We use them to overcome 
barriers or to enable ourselves. For example, we 
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use different tools on a daily basis to overcome 
our limitations– To reach somewhere quickly, we 
have an inability to walk that fast. This challenge is 
overcome with a bus, auto or car. The challenge 
of holding hot objects with our hand is overcome 
by using a vessel holder or gloves to protect our 
hands.

People with disability or people without disability 
use different methods to get same output and use 
different solutions to overcome challenges. It is a 
way of life for persons without disability.  We need 
to accept the solutions for persons with disability.

A workplace solution can be a combination of the 
following
•	 Aid	or	Tool
•	 New	Process	or	Method	to	do	the	same	work
•	 Change	or	re-engineering	of	existing	tasks
•	 Innovation	

Examples: A visually impaired person uses a 
software tool to make the computer talk. 

Similarly, in petrol pumps hearing impaired 
candidates use wipeable board for communication 
with customer filling petrol/diesel. The board asks 
for relevant information such as petrol, diesel 
& cash/credit, columns & customer ticks the  
appropriates as per his need. 

See more examples in the CII manual which is in 
the attached CD

There are so many solutions existing in today’s 
market, such as 

•	 Screen	reader	for	totally	blind	–	Such	as	JAWS,	
NVDA

•	 Screen	Magnifiers	for	Low	vision	–Such	as	
Magic, Windows built-in magnifier, hand held 
magnifiers, video magnifiers etc

•	 Access	switches	for	physically	disabled	–	such	
as foot pedals, hand switch , leg switch etc

•	 Digital	hearing	aids	for	hearing	impaired	
persons.

Job analysis is critical since it enables us to find 

workplace solutions and place different types of 
disabilities.

 3.8 Recruitment cycle
Recruitment with companies start generally after 
the initial presentations. These presentations vary 
from being with different levels of managers in big 
companies to being directly with the proprietor in 
small companies. After basic analysis of the sector 
and job openings, the first step usually is to start 
with few job openings where freshers are required 
and where general education qualifications will be 
suitable. Based on the requirements, sometimes 
ready candidates will be available. Many times, 
candidates will not be available. The expectations 
to be set with the company are about a long 
term collaboration where it would be possible 
to supply candidates over a period of time. After 
initial interviews, based on company selection 
or rejection, we need to refine our search and 
provide the candidates. After some placements, 
the relationship can continue with more analysis 
of other jobs and other placements. It is important 
to ensure that sensitization and awareness is built 
within the company and issues are handled as 
they arise. Very often as the relationship builds 
on the basis of such interactions and followup, 
the company becomes more and more open to 
different disabilities or to different workplace 
solutions.

Let us understand this cycle with a case study

 3.8.1 Case Study 1: From company 
view point
Enable India was working with a company “ABC” for 
some years and had placed one or two candidates 
with physical disabilities. Due to good relationship 
with Enable India, the employer reached out and 
said that he was interested in hiring other candidates 
for his foreign exchange transaction calls. Enable 
India suggested visually impaired candidates after 
analysing the job and finding simple work place 
solutions for the visually impaired.

Enable India did the homework regarding the 
type of job thoroughly and noted the impact 
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of the job –the domain is very critical and the 
people need to be trained extremely well. Due 
to a good relationship which was built on trust, 
the company shared all their training material on 
foreign exchange. The company also made it very 
clear that they do not have the resources or the 
expertise to train visually impaired. However, 
they were willing to interview and hire trained 
employable candidates, is found suitable. 

Enable India studied the material and trained 
a batch of visually impaired candidates over a 
period of 2 to 3 weeks. The candidates who were 
trained for company ABC were already trained on 
general employability and hence did not require 
any further training other than the domain training. 
The company visited the campus and did one 
round of short-listing. The final selection was 
done at the company premise and finally 2 visually 
impaired candidates were hired.

Of course, there were post placement concerns 
from one of the visually impaired employees about 
the timings. The company and visually impaired 
person decided to fix suitable timings together 
so that it helped everybody in the process. They 
were alright about the change in timings, they 
looked at it from point of view of business– change 
in timings of for 2 different people would help to 
serve more customers at different times. It turned 
into a perfect business case and continued the 
same way.

These 2 candidates performed exceptionally well. 
After a few months, the company said ‘the blind 
employees have set a benchmark in our company’.

This became a regular placement model for this 
company – when they had the same requirement 
the next time, they just called Enable India and 
followed the same procedure. 

 3.8.2 Case study 2:  From candidate 
view point
An NGO was trying to place a needy female 
candidate with vision impairment. This lady was 
the only breadwinner of the family. She was a 

divorcee with 2 children and had to take care of 
her mother as well. Her attitude was very good, 
she was mature and fairly employable. Due to 
family constraints, she needed a job close to her 
house so that it would be easy for her to commute 
on daily basis.

It took more than six months to find a suitable 
employment opportunity for this candidate. 
Finally, the employment officer took her to a 
company located near her house where which 
had already employed physically disabled 
candidates from this NGO. Unfortunately, the 
head of the company was reluctant to hire a 
visually impaired person because he already 
had an incident of hiring a blind person who 
had left without informing the company. It was 
challenging to convince the employer. However, 
being frank and open, the employment officer 
managed to convince him and also spoke in 
detail to the other members in the company.

Since a disability awareness workshop or 
presentation could not be executed in a small 
factory, the employment officer spent time in the 
factory along with the visually impaired candidate 
and introduced her to all members. Slowly, 
members started paying attention to  
what was being said and a fairly good  
relationship got built between all. While 
introducing the candidate to everybody, the 
employment officer also showed her different 
machines and how to operate some of them 
safely. This also brought some amount of 
confidence to the other factory workers.

She was finally given a job - We found a job in 
which she had to take small metal parts and polish 
them with oil and arrange them in a tray for some 
production. This was the most suitable job for her, 
we made her do it and the employer mentioned 
that is my factory workers are comfortable, we 
can go ahead.

We finalized the metal polishing job and placed her 
there. Also gave place orientation once again so 
that she could comfortably move around.
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Also, suggested the employer to conduct the 
trial only for a week to ensure everybody is 
comfortable with it. It was decided that we will 
finalize her offer, salary, working days, and timings 
after one week's experience.

The first part of the story ended with happiness!

The very next day, the employer called the NGO, 
shockingly stating that this blind girl fell down and 
got hurt.

The NGO called her immediately and understood 
that it happened by mistake. The blind girl was 
feeling that this was natural and there was nothing 
to worry. She said that now I know how careful I 
should be when I move around this place.

Her attitude and behaviour and the explanation 
from the person from the NGO made the 
employer feel normal about it.

After a few days of working, there were some 
concerns stated by the blind girl – the factory 
workers were ill-treating her i.e., insulting her 
because she was blind, purposefully throwing 
objects in her way to distract her mobility, and so 
on…

The NGO person visited and spent quality time 
and brought the situation into the notice of the 
employer. The NGO person also recommended 
that all factory workers undergo a sensitization 
workshop which would enhance their 
understanding about disability thereby resulting in 
a better relationship with disabled employees.

 3.9 Initial onboarding support TBD

 3.9.1 Description
When a person with disability joins a company, 
the first few days can be critical to ensure that the 
company and candidate are well settled

 3.9.2 Checklists and Forms
1. Discuss the peer awareness dates with the 

company. Ideally it should be done when the 

candidate gets on-board or a few immediate 
days later. Peer awareness will help the team 
members to know how to work closely with 
the person with disability

2. Arrange for orientation of the workplace in 
case of visually impaired.

3. Arrange for sign language interpretation in 
case of hearing impaired. Candidates ensure 
the sign language interpreter also trains 
candidates on processes.

4. Arrange for work place solution training to 
be conducted at the work place by the work 
place solution expert. This is more applicable 
in the case of visually impaired.

5. Ensure that the candidate is aware of the 
person to report, time of reporting and 
location of the job.

6. Ensure that the joining formalities can be 
carried out by the candidate or that there is 
availability of a scribe to get the formalities 
done

7. Ensure that general awareness workshops 
will be carried out at the company. This helps 
others who are not closely linked with the 
disabled employee to have a better awareness 
regarding the disabled.

 3.10 Post-placement Follow up and 
Retention

 3.10.1 Description
The ultimate goal is that both the party’s candidate 
and the employer are comfortable at the work 
place. The candidate should feel that he/she is 
a part of the team and the company/employer 
should feel that hiring a candidate with disability 
has become an integral part of their hiring.

There are many issues which can arise after the 
candidate's placement. Follow up and retention 
are crucial for multiple reasons



EMPLOYMENT AND EMPLOYABILITY

30

1. If the candidate is not able to work because 
the company does not know how to enable 
them, they may think that there is a problem 
with hiring disabled. No further placements 
will happen

2. When relations are maintained with the compa-
ny, further opportunities for placements arise.

3. By closely monitoring the progress of the 

candidate and ensuring that issues are 
resolved, we learn a lot about the job and the 
process and this learning can be applied across 
other companies and sectors.

 3.10.2 Post placement checklist
A retention survey or informal talk can help know 
the progress of your candidate. The checklist 
below is a part of the formal survey done with 
company after placement

 3.10.2.1 Company questionnaire
Name of the company

Name of the Employer, disability

Name of the manager, title

Why did you choose to employ a person with 
disability in your company?

How was the training imparted to your disabled 
employee?

What are the responsibilities of this -	
person 
How is the person performing in each -	
of these criterion – please give examples 
and details of some instances which 
stand out.
Can you tell us the performance criteria -	
and targets? And his/her performance 
so far?

What were your worries/perceived risks before 
the employee joined the organization

What is the current situation in terms of those 
worries/risks?

What were the barriers and how were they 
overcome by the company?

[ barriers in work, moving around in the office, 
communicating with colleagues, etc]

How has the employee been performing in his/
her role?

Does your company have any policy relating to 
disability?



31

EMPLOYER CYCLE

Measures taken to make the office environment 
friendly to the employee

[providing the necessary tools and equipments 
for the efficient working of the employee like 
say installing jaws for a Visually Impaired in the 
system, etc]

Do you require <NGO NAME>’s company 
services? We can help draft the policies and 
procedures.

Have you faced problems in engaging the 
employee productively [eg; inability to do some 
activity because of their disability or were there 
issues when there were deadlines ****

**** IF PROBLEMS ARE PRESENT IT MAY BE BECAUSE 
OF A LACK OF WORKPLACE SOLUTION – show 
examples of workplace solutions and write an action 
item about this in the end. i.e Explain to the manager that 
Enable India will try to see if there is some solution to 
overcome the problem)

Have there been problems within the team in 
acceptance-	
inclusion -	
intra team work problems/-	
communication
over dependence-	
over protection-	

Do you require any support from Enable India – 
peer sensitization workshops, general awareness?

ACCEPTANCE problem – explain that we have a 
sensitization module that can be administered. Write this 
as an action item if the manager is interested

Has the employee stood up to your expectations 
in the work?

Do you require any support for workplace 
solutions enhancements like, sign language 
interpreters (if HI), post employment training etc?

What has been the overall impact on the 
organization by employing a person with 
disability?

[sensitive/impatient/Pride]

Your feedback for Enable India.

[How have they been of assistance? provide 
feedback on their training and what help you 
would like from them]

Any suggestions for the improvement of 
<NGO>
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Your message to the companies which hesitate to 
take in people with disability

Any action items for Enable India based on our 
conversation

What is the growth path for any member in your 
team? What will it take for this PWD employee to 
get to the next level in the coming years (at the 
right time!)

Are you interested in hiring more PWD?

If no, the reasons (is it due to lack of openings, 
is it difficult to include more PWD due to the 
nature of work? Are you not comfortable with 
more PWD?)

PHOTO TAKEN With employer - YES/NO

Only employee - 

Can we mention your message/photo/any other 
info in our annual report/website?

 
 3.10.3 Questionnaire for PWD employee

Name of the employee

Name of the company

Disability VI/HI/PD/CP/MI/Other: _______________

What are your roles and responsibilities? (Explain 
in brief)

Since how long you have been in the company?

What do you like about your job? Are you getting 
enough work?

What have you learnt in your job? Explain about 
your actual work, working in a new place, 
interacting, improving, handling stress, learning 
every day, quality and other aspects

What are your problems and worries?

Are there any problems in your environment 
(barriers) or in the way you do your work which 
are making you less efficient or are creating 
problems for your work?
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Are you interacting well with your colleagues? Are 
they interacting well with you? Anything you want 
to mention?

Are you working in the same position since you 
joined?

Yes/No

Were you posted/promoted to some other dept/ 
process after you joined?

How did <NGO> India training/counseling help 
you to perform your job? Give feedback on the 
actual training content, trainers, and environment, 
what is different about our training and more… 

Any improvements you can suggest?

Do you need any other services currently from 
<NGO> to perform your job better?

Join the self help group – give your email ID (else 
are you wiling to be part of a physical self help 
group etc

Photo taken Yes/No 
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Candidate Cycle

This section deals with activities from the 
Candidate's point of view.

 4.1 Candidate Registration 
and Profiling
What is registration?
Registration is a process  of enrolling candidates to 
avail services provided by your organization. In the 
registration process, the candidates will fill a form 
which captures information such as name, date of 
birth, address, phone number, type of disability, 
education qualifications, work experience, family 
background and more. This information will be 

stored in the database for future use.

What is profiling?
Profiling is a critical process to be executed 
before training or placement of any candidate 
with or without disability. The evaluation helps 
us understand the overall status of the candidate 
which can affect training, employment and 
retention.  The diagram below shows the 5 points 
which need to be covered in candidate profiling: 
functional profile, candidate's background, 
candidate’s current status, candidate's assessment 
& job profiling.

Job 
Profiling

Functional 
Profile

Candidate's 
Background

Candidate's 
Current 
Status

Candidate's 
Assessment

Candidate Profiling
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What aspects be covered in profiling?

 4.1.1 Case Studies
Impact Of Profiling
Raju is a person with a mild physical disability and 
was trained for data entry jobs. The placement 
officer in charge had 3 companies requiring data 
entry operators and was about to send Raju’s profile 
to all 3 companies. Before sending, he checked 
Raju’s profile. Raju had a mild disability in his leg and 
also had one weak hand because of which his typing 
speed was slightly lower. The placement officer did 
not send Raju’s resume. He send Raju’s resume to 
a different company which was asking for slightly 
lower typing speed. Had he sent Raju to the other 
company, Raju would have gotten rejected. 

Sharan, who had a mild physical disability was 
given a job at a petrol pump by the placement 
officer. After 2 weeks, Sharan left the job.  
When the placement officer tried to place  
other persons with disability, the client did not 
seem interested as he assumed that others would 
be like Sharan. Placement officer investigated and  
found out that Sharan could not stand for long 
hours due to his disability on one leg.  If the 
placement officer had known this earlier, he  
could have requested a simple solution of having 
a stool near the petrol pump where Sharan could 
have rested.

•	 Type	and	extent	of	disability
•	 How	and	when	candidate	became	disabled	(by	birth	or	accident)
•	 What	functions	can/cannot	be	performed?
•	 What	solutions	and	aids	will	enable	candidate	to	do	function?Functional 

Profiling

Candidate's 
Background

Candidate's 
Current Status

Candidate's 
Assessment

Job Profiling

•	 Family	background	and	financial	status
•	 Family	support	and	environment	for	candidate
•	 History	of	candidate	and	journey	so	far
•	 Education

•	 Candidate's	level	of	awareness	and	exposure						•			Candidate's	Interests
•	 Candidate's	needs,	salary	expectations
•	 Candidate's	willingness	regarding	job	challenges:	distance	and	shifts
•	 Counseling	regarding	type	of	job	and	work	environment
•	 Candidate's	usage	of	free	time	(enjoyment,	work,	studies	or	nothing)

•	 Assessment	of	skills
•	 Assessment	of	attitude	and	aptitude
•	 Understanding	strengths	and	improvement	areas
•	 Gaps	to	be	identified	-	training	needs	to	be	identified

•	 Candidate's	prior	work	experience
•	 Match	candidate	to	jobs/types	of	jobs	based	on	skills	and	functional	capability
•	 Determine	the	candidate's	needs	for	the	work	site/job	role	(solutions,	

accessibility and travel)
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 4.1.2 Registration form – Sample Enable India form is shown below   

REGISTRATION & PROFILING OF CANDIDATES

Mandatory fields are shown in capitals.  PLEASE FILL ALL THE FIELDS IN CAPITALS

REGISTRATION ID: ____________________ NGO: Enable India     
(RID to be generated automatically)

HOTO          
FILE NUMBER (Official use only): ____________ REGISTRATION DATE:___________ (DD/MM/YYYY)   

NAME OF CANDIDATE:   ____________________    _________________   __________________  
                 FIRST NAME   Middle Name             LAST NAME

DISABILITY TYPE:            

PD (Physical Disability) :  VI (Visually Impaired) :  HI (Hearing Impaired) :   

CP (Cerebral Palsy) :  MR (Mental Retardation) :  MI (Mental Illness)     :    

DB (Deaf Blind) :  Others    (Mention the disability) : 

DATE OF BIRTH (DD/MM/YYYY):  ________________________ 

PHONE NUMBER (Own #/SMS):     _______________________________________

Phone Number (Other Contact #):   _______________________________________

ADDRESS (PRESENT): ________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________    ____________________   ____________________   ____________________
              Country                                 State                                   City                               Pin Code 

ADDRESS (PERMANENT):  ____________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________    ____________________   ____________________   ____________________
              Country                                 State                                   City                               Pin Code

E-mail:__________________________________    

GENDER:   Male     Female                  Marital Status: Single     Married 

PHOTO
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RELEVANT DOCUMENTS SUBMITTED(Photo, Educational Certificate and Medical Certificate):Yes/No 
Documents not submitted ___________________________________________________________

Bio-Data Submitted:  Hard Copy  

EDUCATIONAL QUALIFICATIONS (Passed Only):

Course Qualifications 
(Please mention which diploma/degree/PG)

Passing 
Year

Percentage 
(%)

Details (Subjects and 
college)

Post Graduate :         

Degree :         

Post graduate Diploma
(Mention duration of course)  :

Diploma (Mention duration of course) :

ITI (Mention duration of course) :

PUC  :                 

SSLC :                  

Others :                 

Other Educational Qualifications (e.g. Currently Doing):_______________________________

WORK EXPERIENCE: 

Company Location Designation
From
(MM/
YYYY)

To
(MM/
YYYY)

Years
Monthly
Salary 
(Rs)

For candidate on job contract, expiry date: _______________________ (DD/MM/YYYY)
           
Referred to Enable India by: _________________   Phone # of the person who referred: ____________

Signature of the candidate:   _____________________   This Form is filled by:  ______________________

OFFICIAL USE ONLY
Data updated on ERP by: __________________  Quality check on ERP is done by: ____________________

SCORE IN TESTS: Paper given _______________________________ (Graduate/UG /Manual)

Aptitude :     ____ out of _____ English :   ____ out of _____ Listening C:    ____ out of _____

Essay: Sentence construction: 
_________
Good/Okay/Bad

Content: _________
Good/Okay/Bad

Spellings: _________
Good/Okay/Bad

Grammar:
_________
Good/Okay/Bad

CANDIDATE CYCLE
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 4.1.3 Functional Assessment Template for Candidate with Physical Disability

 PHYSICAL DISABILITY FUNCTIONAL EVALUATION

About Disability What kind of disability do you have? Please describe clearly 
Which part is affected?
 (eg: one hand, one leg, both hands, both legs other?) 
Or is your entire body affected 
(eg: muscular atrophy, cannot move neck or some part or weakness in all parts etc..)

Reason What is the reason for your disability?  
What is the medical condition? 
(polio, spinal cord injury, quadriplegia, paraplegia, spina bifida, amputee, scoliosis, 
multiple sclerosis, rheumatoid arthritis, stroke)

Reason How did you acquire/get your disability 
(eg: due to accident, due to problem at birth, due to other medical condition like 
diabetes/pressure, due to leprosy etc)

Challenges What are the challenges you face due to disability
(eg: Cannot type- use on screen keyboard)

Travel How do you travel? 
(Eg: Can travel by bus, cannot travel by bus but can travel by auto, Travel by bike, can 
travel only by modified car which has ramps to go inside, can use a tricycle) .

Mobility Can you stand for a long time, if yes for how long can u stand? 

Mobility Can you walk easily or is it difficult to walk? How long can u walk?

Mobility (for wheelchair user or severely disabled ->)
 Can you sit for a long time? Please explain (eg: can sit with proper cushion, need to 
change position)

Mobility - aid Do you use any assistive aid for standing or moving,
(eg: Wheel chair, Walker Crutches, Calipers, Body brace, Floor cart)

Daily living (If there is severe impairment in body or in both hands)
Can you manage your daily activities on your own - especially personal hygiene/eating 
etc. Do you need a helper to manage your personal work? 

Daily living - aid Do you use any assistive aid for doing any activities of daily living skills? 
(Toileting, eating, hygiene)

Using hands (If there is impairment in the hand ) -> Can you use your hands to hold objects? Can 
you lift objects? Please explain

 How often do you visit your orthopedic surgeon or physiotherapist? It would be 
recommended to visit at least once a year to get advice about your aids such as calipers, 
different type of shoes, etc.
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 4.2 Disability description for HI
*ISL-Indian Sign Language
**American Sign Language

HEARING IMPAIRMENT FUNCTIONAL EVALUATION

What is the type of hearing impairment? 

Do you use hearing aid?

Do you know sign language? If so, ISL*, ASL** or any other?

Can you lip read/? If so, can you lip read in English? Is it ok/good or bad? Can you lip read in any other 
language?

Can you speak? Is it clear speech, fairly clear speech or not understandable?

In which language (s) do you write?

For hard of hearing: Can you hear people on the phone? When can you hear people - when they are in near 
you/front of you? What is the main issue with your hearing?

 4.3 Disability description for VI 
*VI-Visually Impaired
**Low Vision

 VISION IMPAIRMENT FUNCTIONAL EVALUATION

Disability What is the nature of your disability? Are you totally blind/Visually impaired? Or 
are you low vision?

Disability Did you have your disability from birth or acquired it later in life? Details. 

Disability
Can you explain the medical condition that you face or was it due to other 
reasons - such as accident, other medical problems such as diabetes/blood 
pressure etc.?

Low Vision

Disability If low vision or has some vision - is your vision stable or can it deteriorate over 
time?

Functional vision-LV** Do you have some or full central vision or some or full side vision? Give details.

Functional vision-LV** Can you make out objects? Give details - can you make out hazily/clearly when 
close/clearly even if far/clearly if in the field of vision (central or side)

Functional vision –LV** If low vision, Can you make out color? Can you recognize faces?

CANDIDATE CYCLE
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Travel Are you able to travel on your own in day or night or only in the day? 

Travel Do you use a cane? If so, are you good at mobility and orientation to new places? 
Or are you ok or bad at cane mobility? Or do you need to learn cane mobility?

Travel - LV**
If low vision, do you use a cane? Do you have problems in day or night to travel? 
Do you walk slowly? Or have to be very careful due to contrast issues or in the 
night or with too much sunshine? 

Reading – LV**
Which font size are you comfortable reading. Let us try different font sizes 
and understand. The best size is where you can read fairly at good speed, 
comfortably without strain. Do you use an assistive aid for reading? 

Writing-LV**
Low Vision: Do you write with marker pen or normal pen - can you read your 
own hand writing? Do you use an assistive aid while writing? If not do you need 
to use hand held magnifier?

Assistive aids

What other assistive aids do you use? Should we look at assistive aids to make 
you more efficient on computer or for your daily life (hand held magnifier, 
walkman, angel buddy player, Kurzweil OCR for reading printed text, Portable 
Video Magnifier, Stand Video Magnifier 

Computer
Computer knowledge: Do you use a screen reader? Or magnifier? Or do you just 
require customized window settings (Contrast screen, big mouse pointer, big 
font)

Signature Can you do your own signature or do you use thumb print?

Totally Blind

Functional vision-VI* If visually impaired - Do you have light/shadow perception?

Travel - VI If visually impaired and not using a cane, are you afraid of using a cane? (Which is 
understandable) are you willing to learn? How do you plan to travel to your job?

Reading -VI
How do you read? Can you read Braille? Do you use Braille contractions? Do you 
read a lot? If no braille, what do you do for reading - audio cassettes/computer or 
other?

Writing-VI Visually Impaired: Do you know braille? If you don’t know braille, what do you do 
to take down notes? Do you use a recorder? Do you use the computer?

Assistive aids

What other assistive aids do you use? Should we look at assistive aids to make 
you more efficient on computer or for your daily life (hand held magnifier, 
walkman, angel buddy player, Kurzweil OCR for reading printed text, Portable 
Video Magnifier, Stand Video Magnifier, 

Computer
Computer knowledge: Do you use a screen reader? Or magnifier? Or do you just 
require customized window settings (Contrast screen, big mouse pointer, big 
font)

Signature Can you do your own signature or do you use thumb print?
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 4.4.1 Disability Subtype reference
Use this chart below to mark in the registration form regarding disability sub type

Disability 
Types Sub Types Description

VI MILD (Low vision) Mild: Move, See, Write (may be with or without a 
magnifier)

VI SEVERE (Visually Impaired/Blind) Severe: Totally blind , or have little perception etc. 
Move+ , See+, Write+

VI PROFOUND (VI+ other disability)
Has primarily vision impairment with other mild 
disabilities or problems: hard of hearing, polio, using 
wheelchair, slightly less IQ

HI MILD (Hard of hearing)  

HI SEVERE (Totally deaf)  

HI PROFOUND (HI + other disability)  

PD MILD (no aids)

One hand 
One leg without aids. can stand easily, 
Two leg without aids (Example: club foot, inward facing 
feet, bow legs, hunchback, dwarfism)

PD MODERATE (uses aids) Using crutch and/or calipers

PD SEVERE (wheelchair)
Floor walker 
Wheelchair user (2 leg polio, spinal cord injury, leg 
amputee)

PD PROFOUND (wheelchair + helper/
other disability)

Wheelchair user. And requires help for moving, hygiene 
and/or eating (Example: severe muscular dystrophy, leg 
and hand amputee etc.). OR also has another disability

CP MILD (no aids) CAN WALK, speech is almost clear, hands are not very 
jerky

CP MODERATE (uses aids) Can walk with aids (so at least one hand is ok) and/or 
speech is understandable with effort and practice

CP SEVERE (wheelchair) Mostly uses wheelchair or walker, jerky hands, speech is 
not clear

CP PROFOUND (wheelchair + helper/
other disability)

Mostly uses wheelchair or walker, jerky hands, speech is 
not clear + ANOTHER DISABILITY such as low vision, 
hearing problem

MI MILD Stable on medication. Illness was a long time ago. Looks 
confident to regain life

MI MODERATE Don’t seem fully stable or confident to regain life. Stable 
on medication and recommended by the psychiatrist. 

MR MILD  

MR MODERATE  

MR Learning Disabled  

MR Autistic  

DB (DEAF 
- BLIND) DB  

CANDIDATE CYCLE
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 4.4.2 Sample psychological profile

DATE (dd/
mm/yyyy): 

FULL NAME OF THE 
CANDIDATE:

DISABILITY OF THE 
CANDIDATE:

NAME OF THE 
EVALUATOR:

 Questions Answers Drop Down

Support 
System:

In family or relatives - Who 1. 
has encouraged you to study?  
Do they encourage you to 
work? 

Details on encouragement 
got for studying and 
working:

 

 In family or relatives2. 
Who has given you 
confidence? 

What advice and help have 
they given?

Gained Confidence/advice 
and help from:

 

  Do you have friends? How 3. 
do they help you and support 
you in daily life? 
Do you get advice or help for 
job search?

Details on help/support/
advice from friends:

1. Good Support System.  
2. Ok Support System. 
3. Bad Support System.

Self-
motivation:

What are your dreams? 1. 
Goals? What do you want to 
do in life and what are your 
plans?

Dreams/Goals/candidate 
wants to achieve: 
Plans to achieve the 
dream/goal:

 

 Have you tried to find a job 2. 
on your own? What did you 
do to find job on own?

Details on trying for job: 1. Has Definite Goals in 
Life. 
2. Has Vague goals in life.        
3. Has No goals in Life.

Self-
Awareness:

What do you consider as 1. 
your good qualities or your 
strengths?  What do you like 
about yourself/what you feel 
you are good at?

Candidate's strengths/
good qualities as per their 
observation : 
Candidate feels that she/he 
is good at:

 

 What do you feel are your 2. 
weak points? What are your 
areas of improvement?

Candidate’s areas of 
improvement as per their 
observation: 

1. Self-Awareness is Good.  
2. Self-Awareness is Ok.  
3. Self-Awareness is Bad.

Attitude: Why should the company hire 1. 
you?  Why should they hire 
disabled person?

Details on why the 
candidate feels that she/
he should be hired in the 
company: :

 

 What do you think is required 2. 
to work as per employer's 
satisfaction-mention some 
essential qualities  like 
attitude, skills, etc.

Candidate’s thoughts on 
Skills and attitude required 
to work as per employers 
satisfaction:

 

 What are your expectations 3. 
from your employers?

Candidate’s Expectations 
from employers:

1. Good Attitude. 
2. Ok Attitude. 
3. Bad Attitude.
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 4.4.3 Skilled Category

SKILLED DYNAMIC SKILLED SITTING

Journalist Back Office/Non Voice

Trainer International Voice (CSR)

Training Coordinator Medical Transcription

Service Management Tech Support Non Voice

System Operator IT Help Desk

Business Development (Sales and 
Marketing) Service Technician

Web Research Analyst Assistant Network Engineer

System Administrator  

Technical Writer  

Content Developer  

MIS Executive  

Architect  

Voice and Accent Trainer  

Public Relations  

Accounts Executive  

Executive Secretary  

Finance Executive  

Programmer  

Tester  

Graphic Designer  

Animation  

Network Engineer  

Administration/Logistics  

Production Support  

Teacher  

Biotechnologist  

Program Officers (social work)  

HR  

CANDIDATE CYCLE
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 4.4.4 Semi-skilled category

SEMI-SKILLED 
MORE 
INTERACTION

SEMI-SKILLED NO 
COMPUTER

SEMI SKILLED 
DYNAMIC

SEMI SKILLED 
COMPUTER (repetitive)

Customer Desk Tailor Admin Assistant Data Entry Operator

Receptionist/Front 
Office Runner Boy Self Employment Desktop Publishing

Telephone Operator Order Taker Supervisor Data Checking

Tele Caller 
(Domestic voice) Office Attendant Accounts assistant Cashier

Teller (Bank) Electrician Security Hardware Maintenance

Announcer Machine Operator (high 
end) CCTV Operator Librarian assistant

Tele Marketing Filing assistant Social Worker Scanning Operator

Insurance Electronic Assembly  Drafts Man

Sales assistant 
(Retail/FMCG) Jewelry/Watch Making   

 Cook   

 Fitter   

 Painter   

 Carpenter   

 Welder   

 Shop Keeper   

 Beautician   

 4.4.5 Manual Category  

MANUAL MOVING MANUAL SITTING

Helper/House Keeping Packing  

Brew Master Lift Operator 

Customer Attendant (Service/Retail) Quality Checker in Garments 

Kitchen Assistant Machine Operator

Security

Room Boy  

Waiter  

Laundry Work  

Xerox Operator  

Courier Boy  

ATM Caretaker  
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5
Employment Office

This section deals with activities from the 
Employment Office's point of view.

 5.1 Community Mobilization

 5.1.1 Description
Mobilizing candidates with disability to avail 
services such as training, employment or 
livelihoods

 5.1.2 FAQ
We have tried mobilizing candidates for many 
months and have failed. What do we do?

Ans. What is your strategy for mobilizing 
candidates? What is your past experience in 
mobilizing people of different needs? Persons with 
disability are ignored in society and nobody has 
much expectations from them. Hence it will be 
very difficult to mobilize candidates. Strategies 
have to be evolved much before training and 
employment/livelihood programs are started. 
Please see community mobilization strategy 
checklist

Parents are not motivated to send their son/
daughter with disability. They are also scared 
to send them. What do we do?

Ans. There are many issues that each parent 
faces on a daily basis due to their socio economic 
circumstance and because of their child with 
disability. They are not able to see beyond 
their immediate issues and hence have a lack of 
expectations or interest. This is understandable. 
Even if they are motivated, their worries will be 
with safety, security and job guarantee. They will 
also mistrust the organization which is providing 
services.

Lack of 
expectation of 
candidate with 

disability

Challanges of 
mobilization

Lack of 
Education 

Lack of family 
support

Gender issues 
for Female

Community 
prejudices 
regarding 
disabled

Security 
issues and 

travel

Limited 
awareness
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Hence many techniques have to be used to turn 
this problem around. Please see CHECKLIST for 
motivating parents and candidate below

What are the Do’s and Dont’s of mobilization

What are the Do’s and Dont’s of 
mobilisation?

Do
1. Know the pulse of the community for 

employment of the disabled – understand the 
issues in the community

Dont’s
1. Don’t judge family or candidates 
2. Don’t react on the community or parents who 

are resistant to the employment process

What (SOURCING 
FROM)

How (PROCESS OF DOING IT) Why (IMPACT)

Mobilize from Disability 
related organizations –

Government organizations 
(GO), non governmental 
organizations (NGOs), 
disabled people 
organization (DPO)

Meet different NGOs which have different 
services for persons with disability 
(vocational training, rehabilitation, hostel, 
education, employment). Assess their 
reach with persons with disability.  Explore 
mutually beneficial relationship. Build 
formal relationship by EOI/MOU, give 
credit in your presentations/banners/
handouts
The relationships could be for sourcing, for 
medical rehabilitation when candidates have 
issues, for training needs or interpretation 
for hearing impaired/translation etc.

Many GOs and NGOs have 
established their services for 
years and have a good reach 
with the community

Mobilize from places 
where disabled get access 
to services 
(eg: Disability pension, 
disability certificate, aids 
and appliances, bus pass)

Hold a camp, mela, awareness on the 
specified dates/places. Each state may have 
designated places/time for these services

Certificates are given at designated 1. 
government hospitals
Pension is **2. 
Aids and appliances are distributed 3. 
by various charity organizations 
and government bodies 
(department of disability) etc.

Case study : Nidaan in Bihar 
used an awareness camp at 
the hospital where disability 
certificates were given and 
finally were able to source 
candidates with disability

3. Don’t give promises about the job, type of job, 
salary

 5.1.3 Checklists and Forms

 5.1.3.1 Community Mobilization 
Strategy Checklist
Before you start placement in a new area, please 
use this checklist to arrive at your community 
mobilization strategy.  If you have a continuous 
placement program, please use this at your yearly 
or half yearly program review for arriving at the 
strategy.

Stakeholders: Trainers, Employment officers, 
Senior managers from the institution for decision 
making on support for the strategies including 
human and finance resource allocation.
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PPP (public private 
partnership)  with 
government body 
(Ministry of social 
welfare justice and 
empowerment) or skills 
development corporation

Collaborate at a state or national level to 
hold melas, camps or to source candidates.

Case study: Karnataka NGOs 
partnered with KVTSDC 
(Karnataka vocational training 
skill development corporation) 
for an exclusive job fair for 
persons with disability. Over 
2000 candidates came from all 
over the state

Community based 
mobilization and 
community based events

If your centre is based in slum areas or 
at district level, a tie up with community 
based organizations or groups will be 
required. Also have regular sustained 
interactions such as mobilization drives at 
community level/door to door campaigning/ 
regular street plays in the community to 
build awareness or hold events where aids/
appliances are distributed. Types of tie up 
can include

Panchayat president-	
CBR organizations-	
ASHA workers -	
Anganwadi workers-	
VRW (vocational rehabilitation -	
workers)
Self help groups/DPOs-	
Panchayat level-	
NREGA level**-	

Events at centre If your centre is a permanent facility in 
an urban area such as city or town, hold 
regular registration events with scheduled 
dates for the year and spread awareness so 
that candidates get registered

From 2008, Enable India has 
registration events every 
month in which at least 40 
to 50 candidates take prior 
appointment, walk in with 
relevant papers and get 
registered

Hostel or PG 
accommodation close to 
training centre

Most candidates will have problem with 
mobility or travel. One strategy can be 
giving hostel or PG accommodation

Financial incentive One strategy that may work in places 
where there is apathy regarding disabled 
could be to give monthly stipend to 
encourage caregivers or parents to allow 
their son/daughter with disability to come 
for the training

Tie up with industry body 
(CII/NASSCOM, Local 
business community, HR 
chapter) or a company 
or factory with a CSR 
(corporate social 
responsibility) focus

Use their resources and their credibility to 
also influence local level authorities or to 
hold local events or collaborate with them 
for trainings.

EMPLOYMENT OFFICE
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 5.1.3.2 Parent and Candidate 
motivation checklist
Use this checklist when you contact parents 
or candidates with disability. This checklist will 
enable you to use the right methods to ensure 

What How (PROCESS OF DOING IT) Why (IMPACT)

Use role models to 
motivate

Past alumni or local disabled who have come 
up on their own are the best choice. They can 
share their stories in local events or in your door 
to door campaigning. Sharing should include 
their journey starting from  struggles due to 
their disability and dependence, parents issues, 
gender or safety issues which were overcome, 
to their training and getting job and currently 
the respect they have gained from family and 
community. 

Seeing is believing. 
Journey helps parents and 
candidates understand that 
the struggles and problems 
are natural. They may 
realize that these can be 
overcome.

Share success stories and 
inspirational material

Have photo album and engaging videos of 
persons with disability working or self employed 
and of companies who have hired disabled. 
Highlight those people who are from similar 
background as the family. This will help them to 
RELATE to the success story and will inspire the 
candidate and family even more. Provide case 
studies of families who will be considered peers 
or equals. Their stories will have more effect.

Seeing is believing. 
Awareness and inspiration 
builds hope which will 
enable the family to take 
the decision to send the 
disabled person for training.

Build trust in family 
regarding organization. 
Build relationships

Show past performance of centre. Invite family 
to see the centre activities and faculty (this 
will build trust regarding safety and the actual 
work done) . Also show make them meet some 
friendly employers if possible. 
Invite them for a local event where they see 
employers and candidates sharing success 
stories.
DO NOT GIVE FALSE PROMISES – this 
destroys trust! 

Some families who do 
not trust organization 
giving services or are over 
protective about their child 
will change their mind.

Provide family or person 
with disability with 
enough information 
so that they can make 
informed decision

Understand the family background, caregivers 
feelings, their issues.. Get to the root cause. 
Provide information or awareness on how 
others have solved their issues. Motivate the 
family. DO NOT SOLVE THEIR PROBLEMS. 
Empower them with information and 
motivation. Empower the candidate with 
disability and/or family to come up with 
solutions and make their own decision. 
Even if candidate does not come now, make 
sure you build relationship with them or their 
family and visit them before each training. The 
results may be after a year. 

the candidate is able to come for your training or 
placement event.

Stakeholders: Trainers, Employment officers, 
Community members, Disabled youth
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For each candidate with 
disability, address their 
financial and travel needs

Enable each candidate to be able to come 
for training and employment by solving their 
problems to come for training. Do not give 
aid without seeing the level of interest and 
responsibility shown by the family or caregiver. 

Case study: NBJK in 
Jharkand has inclusive 
MAST training program for 
non disabled and disabled. 
They encouraged many 
students from same area to 
share an auto and come to 
the training centre thereby 
solving their problem

Provide information on 
the rights of disabled 

Give information on the acts and laws. The 
parents or disabled person may not be aware of 
their rights and entitlements. This will help them 
when they come for training and employment

 5.2 Handling candidate issues
Each candidate, family and company is different. 
The issues discussed here are to enable you to 
think deeper and understand the real problem or 
the real root cause rather than the problem which 
appears on the surface. Immediate solutions and 
long term solutions are also suggested. Most of 
these solutions are reflected in the company and 
candidate cycle as processes to be followed.

 5.2.1 Problem: Candidate did not 
turn up after getting the job (or some 
days later)
Root Cause: Actual reasons could be many. Some 
of the root causes we have noticed.

1. Candidate was not actually interested in 
the job, felt the salary was less or found 
the location to be far away. However the 
candidate did not tell employment officer who 
provided the job

2. Issues within the candidate's family about the 
nature of job and so on

3. Candidate had genuine issues reaching on the 
first day

General Solutions
1. Before the candidate accepts the job, employ-

ment officer should counsel the candidate

2. Employment officer may have spent many 

months to get the job and hence may be 
stressed when the candidate expresses 
doubts. Employment officer still has to create 
an environment where the person with 
disability is willing to tell their concerns frankly 
(whether they seem logical or not). This will 
avoid bigger problems in the future.

3. If possible, involve the family or guardian to 
ensure their co-operation not only on first day 
but later as well.

Case study: This is a true story with names 
changed

Hearing impaired candidate, Jabaar was selected for 
a housekeeping job in a major hospitality company. 
He was given a temporary badge and was asked to 
join the next week. He did not join on the first day. 
When employment officer checked, she realized 
that Jabaar, with his limited understanding of English 
and sign language mistook the date given on the 
temporary badge - The end date of the temporary 
period was mistaken for the joining date. So Jabaar 
thought he was to join after three months!! 

Hence, each case and each issue will be different 
and needs to be addressed accordingly!

Long term Solution
1. Candidate profiling should be done so that 

they are matched correctly to a job. See 
registration section

EMPLOYMENT OFFICE
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2. Employability Training has to address the 
realities of getting and doing a job where the 
candidate learns this on their own. When 
candidates with disability from whom nobody 
has expectations are in an atmosphere 
where they are given challenges and they 
are expected to perform, most candidates 
respond positively. See employability training 
section

3. First day planning and logistics can be a 
challenge for candidates with disability 
especially if they are severely disabled. So 
initial handholding is important. See initial 
handholding section

 5.2.2 Problem: Candidate has left 
company after some weeks or months
Root cause: Actual reasons can be many. Some of 
the root causes we have noticed:

1. Candidate is not able to take stress of the job

2. There are barriers in the company’s physical 
environment which have made the candidate 
leave

3. Candidate was not able to cope up with the 
training or work or was not enabled for the 
work.

4. Issues happened which the candidate was not 
prepared for issues such as more work, longer 
working hours, salary not coming on time, 
interaction issues with co-workers  
(“co-operation from co-workers”) and so on.

General Solutions
1. Motivating words from a mentor are of great 

use at the right time. Assign past role models 
or mentors to candidates with disability. They 
could be volunteers from companies. This may 
be of great value

2. Buddy system at the company: Encourage 
companies to provide buddies to candidates 
with disability where they can address these 

teething problems which can occur regularly 
at companies.

Case study 1: Vineeth (name changed) 
Vineeth has a physical disability and uses two 
crutches to move around. He was placed in an 
MNC company in a good paying job. Enable India 
had checked the accessibility of the company since 
he would not be able to climb stairs. The company 
had ramps and lifts to enable all employees. Also, 
pick up and drop service was provided for Vineeth 
since it was a shift job. This was very important 
since Vineeth was not able to use public transport 
due to his disability. After he joined, Enable India 
was not able to follow up with him in the first day/
week of joining. When Enable India did a follow 
up, it was found that he did not go for training. 
When we probed further, we got the full picture. 
As part of his initial training, he was supposed to 
go to a training center which was in a different 
premise than his work place. This training center 
was on the first floor. Due to inaccessibility of 
the place (for example: no ramps or lifts. Stairs 
without railing for support), Vineeth felt helpless 
and did not know what to do. Also, during training, 
cab facility was not provided. He had to use his 
personal finances to go to the training centre. He 
could not afford the auto fare. He did not know 
how he would do the training. He gave up and 
did not show up for the training. If Enable India 
had followed up on the first day, perhaps we 
could have intervened and asked for cab facility 
and also discussed other venues for training with 
the company and sensitized them as well. We 
did not need many more “lessons” to realize the 
importance of follow up and retention program!

Case study 2: 
Sharanya uses crutches and cannot stand for a long 
period of time. He was placed in a small hotel for 
making juices where the supervisor was told that 
he requires a simple workplace solution – i.e chair 
where he can sit and do the work while sitting. 
Supervisor did not remember or provide this and 
Sharanya had major problems in the first couple 
of days and was planning to quit. Due to follow 
ups, the chair was provided and Sharanya could 
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continue in the job without problems. If this would 
not have been addressed in time, Sharanya would 
have left.

Long term solution: 
1. Analysis of the company environment and train-

ing environment before candidate joins is criti-
cal. In any case, post placement follow up with 
candidate and company will help catch these 
issues for quick resolution. Very often it is not 
possible to know everything beforehand since 
companies have multiple locations and so on.

2. Employability training should provide 
experiential learning for candidates where 
they learn to face stress and also learn to 
network, negotiate and solve their problems.

 5.3 Employment office checklist to 
place candidate
The checklist below can be used/executed based 
on certain assumptions such as:

1. Candidates are mobilized/available in the 
database

2. Candidates are trained and employable

3. Job openings are currently available

4. Job analysis is conducted and aware of the job 
role details

5. Work place solution has been taken care of/ 
available

 5.3.1 Pre-placement checklist:
1. Shortlist suitable candidates from the database

2. Call each of the candidate and find out their 
employment status. If the candidate is still 
looking for employment, current vacancy can 
be discussed.

3. Explain the job role details, responsibilities, 
timings, shifts, salary and other relevant details 
to the candidate.

4. If candidate is not happy with the company 
and the job role, counsel the candidate – 
understand the real concerns.

5. Based on candidate consensus you can finally 
decide either to shortlist him or drop him.

6. Finalize the list of shortlisted candidates. For 
eg, you may have taken 10 candidates for the 
database, at the end of calling you might have 
only 4.

a. As a best practice, meet the 4 candidates in 
person. This will help you understand body 
language and other important things about the 
candidate.

b. Here you might decide to filter further or go 
ahead with all 4.

c. Give a quick interview preparation if required.

d. Collect resumes of the candidates in soft copy.

e. Email to the resume to the company. Do 
check the interview schedule.

 5.3.2 During placement checklist:
1. Follow up with company to organize 

interviews.

2. Find out convenient interview mode of the 
employer – phone/direct.

3. As a first round of interview, phone would 
be recommended to make it easier for 
everyone.

4. Follow up for the telephonic interview 
feedback.

5. Follow up for a face to face interview. As 
the best practice, you can accompany the 
candidates to interview.

6. Follow up with the company to get final 
feedback – select/de-select.

EMPLOYMENT OFFICE



EMPLOYMENT AND EMPLOYABILITY

52

7. Give feedback to all candidates – positive/ 
negative.

8. For those who are not selected, suggest areas 
of improvement or see if they are suitable for 
other opportunities.

9. Follow up with company to get offer/ 
appointment letter

10. Ensure the candidates have all required 
documents like their education certificates, 
disability certificate, etc.

 5.3.3 Different models of placement:
Model Description

Vacancies are available Vacancies have come in through different sources, can 
place candidates

Generate vacancies Good number of employable candidates are available, 
generate vacancies through different ways and place 
candidates

Collaborative training with company Organize Collaborative training with company where 
they have huge demand to fill and you have potential 
candidates to place. The hit ratio is higher in general in 
this model.

Internship/work shadowing Send your employable candidates for short period of 
internship with companies. This is another source of 
generating vacancy. The company might feel interested 
of hiring some of your candidates.

Generate vacancy Send a brief information of good candidates to active 
employers. Let this also include video resumes of the 
candidates also.
‘Seeing is believing’ when the employer see the video 
resume, they may come back to you asking more about 
some candidate.

 5.4 Employment officer self 
development
Work on your values
Value of respect and dignity for everybody: 
When your mobile has to get repaired, would 
you like somebody who has a bad attitude 
working on it? Would your phone get repaired? 
That employee could be a person who got 
placement through your organization. Will you 
provide dignity to a disabled by giving a job to 
him or her even if he is not ready? When he or 
she is not respected, have you done your job 
well? If customers lose money or time because 
of a bad employee, have you done a good job 

by placing candidates with a bad attitude.

What is really the goal of your work? Please 
think about this. If you still feel companies should 
take candidates with disability even if they don’t 
perform well, then you should be willing to accept 
a mobile phone that does not work (made by a 
disabled person with wrong attitude), a bus that 
will not move (disabled person does not feel like 
driving the bus today because he feels he has 
worked a lot) and so on…

What does dignity mean? Think about this. How 
would you like to be treated?
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6
Conclusion

This document aims to help people who are interested in placing PWDs by outlining the various 
activities associated with this goal, and providing Enable India’s best practices as a starting point to 

implement the same.
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7
Appendix

1. Limited awareness:

Candidates are not aware about the latest 
technology available to compete with the non 

disabled in all sectors. Most of them still think that 
only traditional jobs such as bed sheet weaving, 
chair caning, teacher are the jobs for blind. 
Some of them are only concentrating on the 1% 
reservation of jobs from the government. When 
the awareness is increased the thinking level differs 
even persons with disabilities will have higher 
standard aims to compete with non disabled in all 
sectors.

Coming next to the poor awareness of the parents 
and family members are also poor. The effect of 
limited awareness restricts the candidate to search 
for job, attend job trainings etc.

So community awareness plays a major role in the 
success of candidate mobilisation.

2. Lack of family support:
Few common statements from families are
a. We are there to look after him/her
b. Society will think badly about the family when 

I send him/her to work 

Mobilization challenges: Additional information

c. We have enough money so we don’t require 
his earnings  

d. We will take care of him till we survive 
e. He is already suffering due to his disability. 

Why should we get further problems by going 
to work? 

f. He needs help even in his daily activities. So 
how will he be able to work? He is wishing for 
something unreasonable. 

Due to such attitudes, the family is not very 
supportive for candidates training or employment. 
When family does not provide support, candidates 
do not show interest or motivation or attend 
training or do not show up for the job.  

7. Lack of interest by the candidate 
Candidates with disability may not show interest 
in training or placement. This happens when the 
family has no expectations from their disabled 
child resulting in candidate also not having any 
expectations from themselves. After years of trying 
to rehabilitate their child, they do not consider 
this child for any decisions, for support, for their 
future needs and do not expect the disabled person 
to be responsible for anything. The interest and 
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motivation shown by a role model with disability, 
the love and expectation shown by the organization 
play a vital role in making the candidate develop 
expectations from themselves.

3. Limited or lack of Education
Persons with disability face challenges to get 
access to education. This could be because of 
physical challenges or gender issues compounded 
by disability or because of sensory impairments 
by which the disabled cannot see or hear in the 
class. Sometimes they face issues or harassment 
from peers and teachers. Sometimes disabled 
discontinue their education due to poverty or due 
to lack of expectations from family or due to the 
hardships of finding an educational institution who 
accept the disabled. Lack of education is a barrier 
to find provide good training or find good source 
of employment. 

4. Gender issues regarding female
The number of women in the workforce has 
only increased in the past few years. The cultural 
barriers for a women with disability and especially 
if they are from semi urban or rural areas is a 
challenge. It becomes tougher when the candidate 
has illiterate parents. There are also issues of 
safety and security for the women with disability

5. Community prejudices regarding the 
disabled
Though the attitude of the society is improving 
compared to the last decade, there are still many 
people who have are prejudiced towards persons 
with disability. In some communities, they consider 
it a curse, some people do not want to be seen 
with disabled or do not want to be near them. 
They are doubtful or hesitant about inclusion 
of the persons with disabilities in community 
activities. This is more prevalent in the rural areas 
than the urban places. 

Creating awareness is the only solution to change 
the attitude of the community. Projecting more 
successful case studies or meeting successful 
persons will only help change such attitudes.

6. Security issues and travel
The travel and security problems are more  
for severely disabled. For physically disabled, 
moving around can be a challenge. For visually 
impaired, they may not be comfortable moving 
around (and may not know how to use cane) 
and there can be safety concerns. Resolving the 
travel issues by simple solutions will increase 
the support of the family and interest of the 
candidate.

APPENDIx
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8
CD Contents

Folder: Employment Material

File name Description

Business case presentation.ppt This business presentation can be used by employment officers 
to convince companies. This presentation has been taken from 
the EMPLOYMENT OF PERSONS WITH DISABILITY Flash 
content. The flash content can be obtained from Enable India 
upon request. The flash is accessible for visually impaired and 
hearing impaired and has many features.

ITC Disabled Hand-Book 28 dec.pdf Handbook created by ITC regarding employment of disabled

CII film.dat Film created by CII with videos featuring IBM, ITC Windsor 
Manor Worth Trust and other companies who have hired 
disabled

FAQ Videos regarding companies hiring 
people with disability

These videos have a small company giving information on how 

Working with visually impaired - video 
on h

Employer Outreach Handout This document describes how Enable India approaches 
companies for collaboration to ensure placement and retention 
of people with disabilities. Use this as reference to make your 
own material

Flash CII

Identify Yourself New.wav This funny video shows how disabled are treated sometimes. The 
idea is to make companies realize that they may behave in this 
manner. But at the end of the day, When we realize how we are 
behaving, we will change!
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Demo of JAWS This video clipping shows a demonstration of the talking 
software- JAWS by a person with Vision Impairment.

Nick video This motivating video shows how a person without hands and 
legs could swim. This should be used only with the awareness 
module since it has a lot of power

JAWS Document This document provides information on what is JAWS, the 
benefits of the screen reading software, the cost, details of its 
hardware and name of the dealer

Recruitment VI.Doc This provides information on  how the person with disability 
(i.e visually impaired) will carry out their job and perform their 
responsibilities

Jobs in IT & ITES This document shows where people with different disabilities 
have been employed in reputed  IT and ITES companies with the 
proper workplace solution in place.  

General Presentation on PWD*TBD This presentation shows the number of persons employed 
by Enable India, the companies that have hired PWD, the 
photographs of all of candidates working in different companies 
in various jobs

Rajesh- Deaf & Blind This video clipping shows how Rajesh a deaf and blind person 
runs a snack shop. Very inspiring to show this to candidates

ADD Video This video displays the difficulties faced and overcome  by 
persons with disabilities. Very inspiring to show especially to rural 
candidates

Shashikala This video clipping shows about Shashikala- a person with visual 
impairment working as HR in a reputed company

This presentation gives an overall idea of how persons with 
different disabilities are able to work with the right work place 
solutions and assistive aids and perform very well in their 
organisations

Roshni Ki Karwain This programme was aired on radio – Shanti had spoken 
about career for women with blindness and low vision and a 
programme on computer training

Cheque Signing This video clipping displays how efficiently a person with Vision 
impairment could sign a cheque

Folder: Training Sample Material

File name Description

EI_framework-new_Oct 11.swf Flash file which is an excerpt from Enable India’s employability 
material for the physically disabled and hearing impaired. This 
material is available from Enable India upon request – material 
is given as part of TOT program (training the trainers for 
employability)

Commuting Independently This document is in dialogue form to make a person approach 
people and on how to get independent

Disability Specific document This document is to make it clear that no extra privileges is given 
to persons due to their disabilities quoting examples with work 
place solutions








