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TOOL 2: HAVING CAREER CONVERSATIONS 
WITH WORKERS WITH DISABILITIES 

Who is this for 

High priority 
• Direct Line managers 

Practical Information 
• DEi and HR Professionals 

What guidance does it provide? 

• How to develop conversations through a disability lens to help workers 
progress in their career 

Take-home points 

• Remember, career conversations are not topics starting from the scratch . For 

instance, you may already be giving your workers regular feedback on their skills and 
professional qualities or taking in account your worker's professional interests and 

commitment to learning when providing training opportunities for them 

• Consider providing training to acquire or develop specific skills or knowledge, 
personal development training, leadership training, establish buddy training and 

mentorsh i p opportunities 
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UNDERSTANDING THE PURPOSE OF 
CAREER CONVERSATION 

Understanding the Purpose of Career Conversations 

A career conversation is an open and honest discussion you have with a worker about 

their career goals and aspirations. A career conversation enables you to engage in career 

planning with your workers, understand what is important to them, and work 

collaboratively to determine ethe best pathway forward to benefit both the individual and 

the organization . [l] 

Career 
Conversations 

Development 
Opportunities 

• Help connect workers' • Help individual 

career interests with you worker to grow and 

business needs stay engaged 

• Do not need to be • Do not have to be 

lengthy or overly formal costly or extensive 

Career conversations are for anyone and everyone: 

• All levels of staff can benefit from conversations a bout their career trajectory 

• Everyone can develop the skills to have these conversations with others 

• Everyone can benefit from developing the skills to manage their own careers 

Building on What you Know [2] 

When it comes to having career conversations, know that you are not starting from 

scratch . For instance, you may already be: 

• Giving your workers regular feedback on their skills and professional qualities 

• Taking in account your worker's professional interests and commitment to learning 

when providing training opportunities for them > 
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BUILDING ON WHAT YOU KNOW 

When talking with workers with disabilities about career progression, here are additional 

tips to consider: [3] 

• Training needed to acquire or develop specific skills or knowledge: Career 

conversations are an excellent means to determine what training opportunities may 

be suitable for workers with disabilities. When seeking out training offerings, 

remember to ensure that all options you are offering your workers are fully 

accessible. 

• Personal development training. Many workers, with and without disabilities, will 

benefit from training that helps develop confidence and understand their personal 

strengths and weaknesses . Such training may be particularly helpful for workers with 

disabilities who have not done well in mainstream education or have not been in 

employment before. 

• Leadership training. Don't assume that workers with disabilities don't have the 

potential to become leaders. If you spot potential in any employee, encourage them 

to realize this with leadership training . 

• Establishing Buddy Systems. Buddies are usually workers who are on the same level 

or grade or do the same job as the person they are 'buddying.' A worker with a 

disability may find it useful to have a buddy when they first start working or when they 

are promoted. The buddy's role is to help the worker understand how to do the job 

and introduce them to colleagues by accompanying them to meetings and work

based social events . Buddies can be particularly helpful for employees with learning 

disabilities or workers who are neurodiverse. 

• Mentorship: Mentors typically occupy a more senior role - one which a worker may 

be aspiring towards. They may frequently discuss career goals with workers with 

disabilities or help them with networking within the organization . Mentorship can 

have an immense positive impact on the inclusion of workers with disabilities in the 

workplace. [4] 

Not every employee wants to progress . Talk to your employees about their life goals. 

Some people are happy with the job they have because it pays enough, is in the right 

location, fits their skills and abilities and leaves them enough time for external interests. 

Some workers with disabilities are reluctant to move from a job they are doing well, has 

the necessary reasonable adjustments in place and they can manage . You will need to get 

to know the people who work for you to understand their needs and aspirations. 
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GUIDEPOSTS FOR YOUR CAREER 
CONVERSATIONS 

Guideposts for Your Career Conversations 
Core Considerations Before You Begin 

The following steps and questions can help you to plan your career conversation with a 

worker with a disability. Cycle through these resources before you sit down with your 

worker. Choose the steps and questions that are the most appropriate for your specific 

business: [2] 

Review Current Activity 
• What are we doing now? Can it work better? 

• What do employees see? 

• What do you they need or want? 

Set Goa ls 
• What do we want to achieve? 

• What would success look like? 
• What's our timeframe? 

\ I I 

.. ~ , Decide What You Could Offer 
- lliiilll -I~ • Where could we begin? 

• What opportunities can we offer? Now? Later? 

• What would this cost? 

Decide On a Process 
• Who do we need to involve in this decision? 

• What needs to happen? 
• How will we what's working? 

Communicate & Educate 
• How do we talk to employee about this? 

• What will they need to get involved? 

Implement 
• What resources are available to help us? 

• How will we get feedback on the process? > 
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GUIDEPOSTS FOR YOUR CAREER 
CONVERSATIONS 

Additional Tips for Career Conversations 
Use the checklist below to guide your approach to career conversations with your 

workers: [5] 

1. Create a career progression plan with your worker to achieve targeted goals: 
Developing a strong career progression plan is imperative to helping you and your 
worker achieve your shared goals. 

✓suggest that workers to write out tasks that they have achieved . 

✓Ask workers about how they see themselves contributing to the company's mission and 

vision . 

✓collaborate and determine how you can best support their advancement. 

2. Develop a timeline with your worker and include milestones: Timelines are a 
good way to boost productivity in your career development. 

✓create a deadline to plan your day-to-day workload. 

✓As succession planning can span over a long time, it is important to remind yourself with 

deadlines and milestones . 

3. Jump on new opportunities: Seek out wats to help build your workers' skillsets 
and experiences. 

✓Ask your workers about what knowledge and skills they want to bring to their work - do 

they have them all? If not, what can be done to help broaden their skillset? 

✓Routinely remind workers with disabilities about opportunities at work : 

■ Is there a new project coming up that they might want to be a part of? 

■ Are there job vacancies or upcoming opportunities for advancement that they 

would be suitable candidates for? 

■ Encourage them to voice their interest. 

✓If you think there is a training that might be beneficial to your worker, invite them to 

take part in it. 

> 
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GUIDEPOSTS FOR YOUR CAREER 
CONVERSATIONS 

4. Do more than your job: As a manager, you should be there to help your workers' 
career progression. 

✓offer work shadowing opportunities. Shadowing a role in a different department or one 

which they might like to progress too will help workers with disabilities learn the skills 

they might need to include in their career progression plan . 

✓Attend training days/programs with your workers . Attending a variety of work events 

such as a morning breakfasts, lunch and learns, evening seminars or all-day events, is a 

great opportunity to network and introduce your workers to roles which they might like to 

progress into . 

✓Make the most out of your appraisals and reviews . Use this time to your advantage and 

ask to co-develop or review career development plans . It is likely that your workers will be 

interested but potentially unsure how to get started, so offer some valuable advice on 

succession planning and career development examples from your own experience. 

5. Write it down: Encourage your workers to document their career progression. 

✓Ask workers to bring their documentation to career conversations and performance 

management reviews 

✓Review and reference a worker's progression towards their long- and short-term goals 

✓Reward your workers when they have reach career milestones 

✓Discuss any areas where goals have not been achieved 

✓Devise a new plan to support your worker's progression towards revised goals 
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