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Section 1: Preamble 
 

We need to start this booklet with some essential information about Equality and 

Diversity because these things underpin the contents of this booklet.  

 

Equality Act 

 

In 2010 the Equality Act 2010 was passed in parliament.  It provided citizens with 

legal protection from unlawful discrimination linked to nine “protected 

characteristics”.  The characteristics are:  

 

• Age 

• Disability 

• Gender 

• Marriage/civil partnership 

• Pregnancy/maternity  

• Race 

• Religion/belief 

• Sexual orientation 

• Transgender 

 

In teaching and training we are not just concerned with preventing discrimination, we 

are also charged with promoting equality and diversity. To promote it effectively we 

need to conscious of what we are promoting. The key aspects of promotion include: 

 

• Challenging inappropriate and discriminatory behaviour linked to the nine 

characteristics. 

• Modelling appropriate behaviours. 

• Ensuring that learning is an inclusive process. 

• Promoting understanding of equality and diversity in its broadest sense. 

 

Challenging inappropriate and discriminatory behaviour linked to the nine 

characteristics. 

 
Active promotion of equality and diversity means, being able and willing to challenge 

inappropriate and discriminatory behaviour.  In all learning and workplace contexts 

staff need to be aware of, and respond promptly to, inappropriate and discriminatory 

behaviour.  
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This particularly but not exclusively includes behaviour: 
 

 

 

 

 

 

• between learners  

• directed at learners from workplace staff or managers 

• between workplace staff or managers 

• directed at learners from customers 

 

We can sometimes think that inappropriate behaviour is very overt e.g. what is said 

openly by one person to or about others. It can however be less overt. An example 

of this could be where a learner refuses to sit and work with another learner. When 

asked about this the first earner indicates that she considers the other learner to be 

inferior – but she does not 

use such a direct word as 

‘inferior’. 

 

 

 

 

 

 

 

Failure to challenge inappropriate and discriminatory behaviour is not just potentially 

a problem for Cheynes Training, it could also result in legal action being taken 

against an academy, or salon.  

 

Clients observing inappropriate and discriminatory behaviour that goes unchallenged 

are increasingly likely to take their business elsewhere.  Challenging inappropriate 

and discriminatory behaviour should be positive and constructive. It should not be 

done so that it demeans individuals or seeks to victimise them. Challenge should 

simply make clear that, howsoever they choose to act at other times or places, what 

they have just said or done is not acceptable in this location, and that repetition of 

that behaviour is not acceptable.  
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Modelling appropriate behaviours 

Active promotion of equality and diversity means 

modelling or demonstrating appropriate and non-

discriminatory behaviour. 

This is not modelling as we might think of it in the 

fashion or hairdressing sense. This is not about just 

putting on a performance. It is about ‘walking the talk’.  

 

 

 

Examples of what ‘walking the talk’ is about include: 

 

• ensuring that the way we react to all learners shows appropriate respect – 

valuing ideas, praise and encouragement, empathy and concern etc 

• ensuring that if and where discipline must be enacted, it is fair and proportionate 

and is not influenced by any of the discrimination characteristic e.g. being less 

harsh on a learner with a disability 

• using language with care. 

 

The two other dimensions of promotion of equality and diversity, mentioned earlier, 

are these:  

• Ensuring that learning is an inclusive process. 

• Promoting understanding of equality and diversity in its broadest sense. 

They will be covered in detail by the content of this booklet. 
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What is meant by embedding Equality and Diversity into learning sessions? 
 
In very simple terms embedding equality and diversity into learning sessions means 

ensuring the sessions are as inclusive as possible. Being inclusive means ensuring 

that we do not inadvertently create barriers which inhibit or restrict learners’ 

opportunity to learn. 

 

How might we create barriers? 

 

• Not thinking carefully enough about the visual 

resources we use and how they are viewed / 

understood / interpreted by our learners. 

• Using teaching methods that are insufficiently 

considerate of learners’ learning preferences. 

• Using language that unintentionally alienates 

learners. 

• Not thinking carefully enough about the text based learning resources we use 

and how they are viewed / understood / interpreted by our learners. 

 

Embedding also means identifying vocational topics or times of year where it is 

appropriate to activity promote equality or diversity topics. [See Section 5] 

 

These are just a few ideas about what is meant by embedding equality and diversity 

within learning sessions and activities.  What ideas have you had whilst working 

through this section of the booklet? Jot the ideas down in the space below. 

 

 

 

  

Your thoughts here? 
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Section 2: Embedding Equality and Diversity – the quick 

guide. 
 

To answer the above question we need to look at and understand the content of all 
the sections of this booklet. Let us think of this section as a simple checklist that will 
help you prepare for and understand what you will encounter later in this booklet. 
 

Resources 
 

How well do the learning resources we produce ‘speak to’ the learners they are 
intended for, or we might say, how  sensitive to equality and diversity are they?  
 

How well are resources adapted to ensure that learners can access information and 
to meet individual needs?   
 

[We will explore these topics further in Section 4 of this booklet.] 
 

Teaching Methods and Planning 
 

To what extent do we use an appropriate variety of teaching methods and learning 
activities, to ensure all learners in a group have the opportunity to learn to their 
potential?  
 

How well are sessions planned to ensure learners learn to their potential?   
 

[We will explore these topics further in Section 5 of this booklet.] 
 

Assessment  
 

How do we ensure that assessment activities meet regulatory requirements (where 
applicable) and remain fair and non-discriminatory?   
 

[We will explore these topics further in Section 7 of this booklet.] 
 

Language 
 

What types of language do tutors need to think about to ensure that what they say is 
non-discriminatory and appropriate?  
 

How is discussion and how are comments made within the learning environment 
managed, to ensure learner language is appropriate and non-discriminatory?  
 

[We will explore these topics further in Section 6 of this booklet.] 
 

Course Evaluation / Learner Feedback 
 

To what extent do learners have the opportunity to fully evaluate the course in an 
open and anonymous way? It is important that learners can provide feedback that 
can help the organisation further improve what it does and how well it does it. This 
includes making learning as inclusive as possible. 
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Section 3: Ground Rules  
 

How do ground rules link to Equality & Diversity and what sorts of ground rules 
should tutors develop? 
 

What is a ground rule you may ask? You did not ask that question perhaps because 
you already know. If you are not sure what a ground rule is read on. 
 

A ground rule is a statement that states what acceptable or unacceptable behaviours 
in the learning environment are. 
 

To ensure that learning sessions are inclusive it is important that how people behave 
is regulated. If it is not, then learners, and particularly learners with hearing or sight 
impairment and other particular needs, can struggle to engage with learning. For 
example, if multiple people are trying to answer a question at the same time, some 
learners will be unable to follow what is going on. 
 

Some behaviours that exclude other learners include: 
 

• Demeaning, mocking, ridiculing banter 

• Excluding a learner from conversations or activities 

• Inappropriate body language 

• Lateness 

• Learners answering their mobile phones 

• Not allowing anyone else to answer questions 

• Finishing other learner’s sentences for them 

• Trying to dominate small group discussions 

• Not participating in learning activities or doing so in a wilfully ineffective way 

• Learners sending text messages 

• Learners talking whilst the tutor is talking 

• Dominating the use of resources that everyone should have reasonable 
access to 

• Constantly anticipating what the tutor will say or ask learners to do 
 

To prevent these things happening, tutors should agree Ground Rules with learners 
which reduce the likelihood or frequency of these behaviours happening.  A group 
does not need a rule for each behaviour. One rule which says only one person 
speaks at once should cover several of the listed behaviours.  
 

These are just a few ideas about ground rules.  What ideas have you had whilst 
working through this section of the booklet? Jot the ideas down in the space below. 
 

 

 

  

Your thoughts here? 
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Section 4: Learning Resources 
 
What should be taken into consideration when developing resources? 
 
The language used in a learning resource must accessible. That means it should be 

at the appropriate level, and written in a way that helps learners understand the 

content. Below is an example of the opposite. 

 

 An extract from a sentence that is 630 words long. In 2005 Halton Borough Council 

put up a notice to tell the public about its plans to move a path from one place to 

another.  

'A path from a point approximately 330 metres east of the most south westerly 

corner of 17 Batherton Close, Widnes and approximately 208 metres east-

south-east of the most southerly corner of Unit 3 Foundry Industrial Estate, 

Victoria Street, Widnes, proceeding in a generally east-north-easterly direction 

for approximately 28 metres to a point approximately 202 metres east-south-

east of the most south-easterly corner of Unit 4 Foundry Industrial Estate, 

Victoria Street, and approximately 347 metres east of the most south-easterly 

corner of 17 Batherton Close, then proceeding in a generally northerly 

direction for approximately 21 metres to a point approximately 210 metres 

east of the most south-easterly corner of Unit 5 Foundry Industrial Estate, 

Victoria Street, and approximately 202 metres east-south-east of the most 

north-easterly corner of Unit 4 Foundry Industrial Estate, Victoria Street, ...’ 

 
Readability is an essential quality in a learning resource. The use of unnecessarily 

complex language is a significant barrier to learning. This is especially the case for 

learners whose first language is not English.  An example of this is below. 

 
“High-quality learning environments are a necessary precondition for 

facilitation and enhancement of the ongoing learning process.” 

 
Better if it said 

“Learners need well planned and effectively delivered learning to help them 

progress and achieve.” 
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How do staff develop a range of creative resources that make Equality and Diversity 

interactive, interesting and challenging sessions? 

 

Staff need to give due consideration to the following ideas and think about the ideas 

suggested in Section 5 about promotion of equality and diversity. 

Materials should have exceptional clarity of purpose which: 

• learners understand 

• link very clearly and precisely to, and  contribute significantly to, the 

achievement of one or several session learning outcomes 

• are differentiated as and where appropriate 

 

If appropriate materials should facilitate the development or consolidation of skills or 

ideas introduced at earlier points in a session. 

Materials use language and images: 

• at a level which enables learner comprehension  

• including specific subject vocabulary and which supports development of 

necessary concepts and ideas 

• which are gender, age, ethnically and otherwise inclusive. 

 

Materials must facilitate logical and coherent development of specific concepts or 

skills. 

The design of a resource: 

• if intended to do so, should enable effective collaborative learning 

• should ensure learners are appropriately stimulated, very engaged, 

concentrate hard and experience challenging and stretching learning. 

 

Text documents including hand-outs: 

• make effective use of white space 

• use an Arial or other appropriate font, not Serif fonts, which are sized 

according to the needs of the learners 

• sequence information in a logical and effective manner 

• use language and sentence structures of an appropriate level relative to the 

abilities of the learners 
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• are written in a style suitable to the subject and the needs of the learners 

• use, as appropriate, visual pointers such as arrows, or information  in boxes 

and numbering 

• clearly indicate where learner inputs are required, and the nature of the input 

required 

• are free of spelling, grammatical and other errors 

• avoid the use of jargon 

• have new terms and new vocabulary explained (in a glossary if necessary) 

 

Text or other materials including e-learning materials: 

• are clearly relevant to the subject matter that they are designed to support 

• do not contain or reinforce negative stereotypical images or content 

• reflect considerately the learners’ ethnic and cultural backgrounds, their age, 

gender and religious beliefs, where this consideration would be appropriate   

• are available in different formats to suit learners with different disabilities 

• enhance the quality of learners’ learning experience 

• reflect current knowledge and understanding of the subject to which they 

relate 

• are designed so that learners can easily find what they need to know, and 

navigate from easily from one learning resource component to other 

components  

• are suitable for the learning environment in which they will be used. 

 

Computer based materials (in addition to the above) should : 

• make effective use of dynamic graphics and sound 

• actively engage the learner by requiring them to make decisions and directly 

interact with objects and text on screen, and do not simply required learners 

to read screen text 

• have logical and consistent navigation tools. 
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How should resources be adapted so learners can access information to meet their 

needs?  Below are some very specific ideas. 

 

Mental Health Challenges. 

1. Limit the use of paper-based activities and find alternatives where possible.  

2. Use visual clues such as graphics, pictures or illustrations to accompany text.  
 

Learning Difficulties 

1. Use a range of materials (visual and spoken as well as written). 

2. Be appropriately differentiated. 

3. Age appropriate materials 
 

Visual Impairment 

1. For learners who have a visual impairment, any pictures, charts or symbols 

must be explained in text format, so learners can access them.  

2. Some learners find it easier to read from coloured paper than white. Black on 

lemon paper is particularly good. Check with the learner.  

3. Avoid dark coloured or fluorescent paper which can be hard to read. 

4. Written materials are easier to read if they are clear and simple, on non-

glossy paper and with strong contrast in colour and tone  

5. Arial font at 14 point size, black print on yellow or white paper, although 

learners may have individual preferences  

6. Avoid placing text over a background pattern or illustration  
 

Hearing Impairment 

1. Use pictures to aid understanding and meaning of text. Pictures are especially 

useful for Deaf learners who think and communicate visually.  

2. Hand-outs are very helpful in complementing spoken instructions and 

descriptions, but provide them in advance  
 

These are just a few ideas about learning resource design.  What ideas have you 

had whilst working through this section of the booklet? Record your ideas below. 

 

 

  

Your thoughts here? 
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Section 5: Teaching Methods & Planning 

Session Planning 
 

What particular things do tutors have to take into account when planning courses 
and sessions? 
 
Successful learning sessions and programmes are usually the result of good 

planning. Good planning starts with making good use of initial assessment 

outcomes. Initial assessments if completed well tell us: 

• where learners are starting from i.e. their ability levels 

• whether they have learning difficulties and to what extent 

• whether and to what extent learners have English and Math skills 

development needs 

• the types of support they are going to need.  

 

This type of information helps tutor’s plan inclusive and differentiated learning. When 

the tutor ensures that learning is planned to meet the needs of individuals, they are 

ensuring that learners have a real opportunity to learn. This is the most fundamental 

aspect of embedding equality and diversity in learning. 
 

Well planned sessions and courses have very clearly defined learning outcomes 

which describe precisely what learners will learn. In defining the learning outcomes 

tutors will naturally review the vocational subject matter. They should then  assess 

and identify where the opportunities are to link vocational content to:  

 
• cultural practices 

• religious and cultural festivals 

 
Examples of this might include: 

• When looking at doing ‘braids’, exploring how braiding occurs in different 

cultures around the world. 

• Being aware of religious (Diwali, Ramadan, Eid, Good Friday, Summer 

Solstice) or cultural festivals local and national (Leeds and Notting Hill 

carnivals, Chinese New Year, Bonfire Night, Halloween) and if appropriate 

linking subject matter to these events. 

[See Help section for links to information about festivals and cultural events] 
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Tutors should also consider how understanding of equality and diversity will be 

promoted. Tutors might for example consider looking at the services a salon 

provides, and exploring what discrimination might look like e.g.: 

• how physically accessible premises are and what is done to accommodate 

people who use wheelchairs, or significant mobility difficulties – walk with a 

stick 

• how people with a mental health condition are managed so they can feel they 

are ‘regular customers’ 

• what is done to accommodate people with a hearing or sight impairment so 

they are able to express the service they require 

• staff who are critical of other staff who get time of occasionally to attend a 

religious event 

• comments made by customers about a clearly transgender customer 

• how people with a learning difficulty or speech impediment are managed so 

they are able to express the service they require 

• staff attitudes towards ‘pensioners’. 

 
Induction is an important time to introduce the subject of equality and diversity. 
Tutors need to be sure there is appropriate time allocated during  induction, to 
explore what  equality and diversity means in the hairdressing context?  
 
 
Some specific planning issues. 
 
Learners with Mental Health Conditions. 

1. Enable learners to have immediate success in the learning they do.  

2. Design learning sessions that include a variety of activities.  

3. Plan flexible programmes of learning to respond to variations in capacity to 

learn, attendance, etc. 

4. Provide practice, reassurance and additional time for formal assessments. If 

possible try alternative methods of assessment. 
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Learners with Learning Difficulties 
 
1. Choose practical activities to develop concepts and skills.  

2. If learners have difficulty concentrating, plan lessons so that there are a variety 

of short activities. 

3. Think of ways of differentiating learning. 

4. Vary tasks and plan short learning activities for those with concentration 

difficulties. 

5. Make sure learning is age appropriate. All adult learners need to feel that they 

are not being treated like children and are not unnecessarily repeating work 

they once did at school. 

6. Pace your input/interaction in short chunks. 

 

Learners with a Physical Disability 

1. Plan the arrangement of and adaptations to, furniture and learning resources.  

2. Structure learning sessions to incorporate short breaks according to individual 

need. 

 

Partially Sighted Learners. 

1. Produce materials including handouts in advance so that they can be put 

into Braille, modified print or audio. 

2. If you are using computers, ensure that they are accessible (specific 

software such as screen readers).  

 

No doubt you will identify other ‘planning’ issues that tutors should think about. 
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Tips on adaptation of teaching methods to better support learners 

with specific support needs. 

 

How might teachers and trainers need to adapt their teaching / training methods in 

order to ensure that how they teach is as inclusive as possible? 

 

Language 

One of the easiest things to do to ensure more inclusive teaching and training 

methods is to consider the language we use. In particular: 

 

• not using he / she all the time indirectly suggesting that only one gender can 

be competent in a task or set of tasks 

• not using language which is directly or indirectly disparaging of; age – “he’s 

an old dog you know...” or any of the other nine characteristics. 

 

[There is more on language in Section 6.] 

 

Organising Learners 

Getting learners to work together 

in pairs and groups is a good thing 

for lots of educational treasons, it 

can also be essential in order to 

break down cultural or other 

barriers that may exist.  

 

 

 

 

Learners may have preconceptions about others based on their cultures, ethnic 

origins, ages, gender, sexual orientation, religious beliefs, disability, or marital status. 

Males from Asian cultures can find it very difficult to work with women. Africans can 

have very intolerant attitudes towards gay and lesbian learners. Eastern Europeans 

can have quite racist views about non whites.  
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Group activities help learners to understand that they: 

 

• watch the same TV programmes 

• experience the same joys and challenges of day to day family life 

• shop in the same supermarkets 

• worry about their children’s success in schools 

• pass or fail their driving tests 

• attend weddings and funerals 

 

In short they share a common humanity. This can be very effective in breaking down 

stereotypes and discriminatory attitudes. 

 
Delivery Methods 
 

 

 

 

 

 

There are many specific suggestions regarding how tutors need to consider specific 

conditions. First however let’s start with a few basics. Learning is likely to be more 

inclusive when it is more learner rather than tutor centred. 

 
That means tutors should look at creating opportunities for learners to discover and 

problems solve rather than always be told 

things by the tutor. It means that tutors should 

be more open to negotiating how topics and 

skills are learnt.  

 
There is rarely only one effective way to learn 

a thing. Most certainly physical skills are 

acquired through practice, but the way practice 

is organised e.g. using peer evaluation can be 

varied. 

 
In general more variety in teaching and training methods helps all learners, but 

frequently learners with special conditions, to maintain their concentration and effort.  

 

Quite often story telling is used very effectively by tutors to enable learning. Consider 

the following scenario however. 
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Scenario 

The tutor in this session, who is an ardent fan of Manchester United, finds every 

opportunity she can to use the football club as a metaphor to explain aspects of 

the subject matter. 

Does this have an equality and diversity aspect to it? No doubt you identified that this 

could be very exclusive. If the tutor is using Manchester United constantly, then 

learners with no interest in football are being excluded from the session. If a tutor 

constantly uses ‘going to the pub’ as a way of helping learners understand specific 

social interactions, but most of the learners in the group have no experience of what 

pubs are like, then this approach is excluding learners. 

Let’s look at another scenario. 

Scenario 

The teacher in this session is a keen motorcyclist. Learners in many of his 

sessions are very adept at getting him to way lyrical about biking. This amuses all 

the learners as they enjoy not having to get on with work. 

Is this exclusive teaching? Well not all the learners are going to be interested in 

motor cycles. Well actually isn’t this just poor teaching. Learners are exploiting the 

situation rather than having something imposed on them. 

Now we will look at how tutors need to adapt teaching to make learning as 

accessible as possible for learners with various particular needs. 

Learners with Mental Health Conditions. 

Tips for working with learners who have Mental Health conditions. 

 
1. Establish good rapport with the learner and give plenty of encouragement. 

Deal sensitively with personal information and focus on what is required to 

help the learner.  

2. Recognise that some learners may need considerable time to settle into new 

surroundings and feel comfortable enough to address and fully participate in 

learning.  

3. Anxiety can cover true ability, a learner’s potential therefore may not become 

apparent until several weeks into a course, once they have relaxed.  
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4. Some learners may experience changes in behaviour due to external 

circumstances and this may create an uncomfortable situation in a learning 

environment. Ideally allow the learner to withdraw if they wish to rather than 

trying to ‘manage’ the behaviour and cause confrontation.  

5. Learning support should allow extra time to ‘catch up’ on areas of the 

programme that may have been missed.  

6. Be clear on the extent of your role and when to refer onto other professionals 

and counsellors.  

7. Encourage a supportive environment especially for learners who may find 

social interaction difficult.  

8. Occasionally, people with mental health difficulties can behave erratically in 

ways which can upset other learners. In such situations specialist advice 

needs to be sought and getting advice on strategies that might help. There 

may also be the opportunity to have a specialist support worker who can 

attend with the learner. 
 

General Tips for working with learners who Learning Difficulties. 

 

1. Treat learners as individuals. They will be demotivated if they are repeating 

tasks that they have done at school.  

2. Find ways of exploring learners’ own interests and skills and build on these.  

3. Find out what has worked and what has failed in the learners’ past 

experiences.  

4. Explain tasks clearly and check learners understanding by asking them to 

explain it back to you.  

5. With those learners who have difficulties in retaining information, work with 

them to develop strategies that work and check that they use these strategies.  

6. Encourage learners to ask for help.  

7. Use Learning support assistants sensitively, appropriately and creatively, they 

can help to ensure that strategies in class are used in other areas of the 

person’s life.  

8. Encourage learners to take responsibility for their own learning and maximise 

learner independence and communication.  

9. Help learners to record progress and successes, maybe by using pictures 

rather than words.  
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Tips for working with learners who have Dyslexia and related conditions. 

 
1. Talk to learners and find out what works best for them. Do not repeat 

strategies that may have failed in the past.  

2. Help learners to find out what colour of paper suits them. It is often the case 

that dyslexic people find in difficult to read from or write on white paper. 

Coloured overlays may be helpful.  

3. Technology may be a key way of helping dyslexic learners. Using the 

computer will allow the learner to produce a piece of work without worrying 

about handwriting and enabling them to easily correct spelling mistakes. Spell 

check can be used.  

4. Help learners to explore and understand their own effective ways of learning 

and to find their own strategies for success.  

5. Use teaching strategies that match the individual learning style. For example if 

a learner thinks visually, use a highlighted or bold typeface for certain words.  

6. Encourage learners to use visual representations to help them (mind maps – 

information is presented in a visual format so the learner can see it all at once 

rather than having to follow it sequentially). 
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Learners with a Physical Disability 

Tips for working with learners with a physical disability. 

 
1. Ensure that the learner has the opportunity to disclose their disability, so they 

can discuss what may be difficult for them.  

2. Ensure that any preparatory work on access to the learning environment is 

undertaken before the learner starts.  

3. Certain simple adjustments might make a lot of difference, for example seating 

at a different height, some kind of an arm rest, or thick books under a computer 

to raise its height.  

4. Consider the location where learning takes place in addition to any ongoing 

improvements to access needed.  

5. Be aware of the classroom layout and how it might impede or assist learners.  

6. Organise orientation sessions for learners to assist navigation around the 

building, material and learning resources.  

7. Identify and ensure access to personal, assistive technology.  

8. Do not assume that the learner cannot participate in physical activities. There 

are many physically disabled athletes and dancers. Ask the learner.  

9. In practical sessions there are a range of simple adaptations that will aid 

learners:  

• hand rests can sometimes help people to carry out manual tasks 

• left-handed or sprung scissors can make a difference to the level of 

independence in some craft classes 

• a learner who uses only one hand can be helped by the use of a non-slip 

fabric under a note pad 

• support workers can assist too. 

10. If a learner has difficulty remembering, ensure that you provide instructions in 

small steps and work with the learner to develop individual techniques  

11. If a learner has difficulties with handwriting, simple adaptations such as a grip 

around a pen can make a significant difference. The use of a computer with 

specially adapted keyboard or speech-activated software will also help.  

 

 



 

21 

Hearing Impaired Learners 
 

Tips for working with learners with a hearing impairment. 

 
1. Face the person at all times when speaking. 

2. Speak clearly using clear language and encourage other learners to do the 

same.  

3. Speak at a natural speed. Speaking slowly distorts lip patterns which 

become very difficult to read. 

4. Avoid startling a deaf person who is working; approach them from the front 

or side. 

5. Arrange lighting and seating so that everyone’s face is well lit. 

6. Do not talk and demonstrate at the same time. 

7. Group work can be difficult for deaf learners, get learners to indicate when 

they are speaking. 

8. Establish clear ground rules to ensure that all learners are included, for 

example only one person to speak at any one time. 

9. Keep background noise to a minimum, a carpeted room absorbs sound  

10. Lip-reading is tiring: learners need to have periods of rest from lip-reading. 

11. Hand-outs are very helpful in complementing spoken instructions and 

descriptions, but provide them in advance. 

12. Use as much visual information as possible, pictures, diagrams and 

keywords. 

13. Whiteboards are effective because they cast enough light for signing or lip-

reading and grab the attention of the learner. 

14. Take care not to speak while writing on a board or chart. 

15. Any video or audio that are used should have written transcripts or captions. 

16. When working with interpreters make time for them; always address the deaf 

person and not the interpreter. 
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Partially Sighted Learners. 
 

Tips for working with learners who are blind or partially sighted. 

 

1. It is crucial to ask partially sighted/blind people what is most suitable for 

them because the support they need may be very different.  

2. Make sure learners tell you about best seating, lighting etc. 

3. Some learners may need to visualise the layout of the room.  

4. Too much light can be a hindrance, many learners who are partially sighted 

cannot tolerate bright light. 

5. Written materials are easier to read if they are clear and simple, on non-

glossy paper and with strong contrast in colour and tone.  

6. Arial font at 14 point size, black print on yellow or white paper, although 

learners may have individual preferences.  

7. Avoid placing text over a background pattern or illustration.  

8. Some learners prefer using an audio recorder, as it is efficient way of 

reviewing materials.  

9. Speak clearly and try to eliminate background noise.  

10. In group work or discussions ask learners to introduce themselves before 

they speak. 

11. Always read out what is written when using a whiteboard, OHT, or 

PowerPoint presentation.  

12. Fully explain any diagrams, illustrations or videos.  

13. Use black pens, not red or blue or orange on whiteboard.  

14. Awarding bodies produce guidelines for assessment for people who are 

blind or partially sighted. Examination arrangements could include extra 

time, readers or scribes for written assessments, a separate room.  

 

These are just a few ideas about teaching and training methods and planning.  What 

ideas have you had whilst working through this section? Jot your ideas below. 

 

 

  

Your thoughts here? 
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Section 6: Language. 
 

What language should a teacher/trainer/assessor use that 

is non-discriminatory / appropriate to ensure learning 

activities are inclusive?  

 

On the following tables you will see example of the 

inappropriate use of language. Nearby there will be 

alternative language. Your task will be to identify which 

alternative language is an improvement on the 

inappropriate language.  

 

Task 1. 

Alternative / Improved Language. Inappropriate Language 

 
 

The adjective as a noun ‘the disabled’ ‘a 
diabetic’. 

 
 

‘persons’  

 ‘people suffering from’ or ‘people afflicted 
with’ (implying victim role) ‘SEN’ or ‘special 
educational needs’  

 ‘cripple(d)’  
‘invalid’  
‘handicap’  

 

A. ‘Disabled person’. 

B. Learners with learning difficulties and/or disabilities (as a general term). 

C. ‘People/learners with…..’ (e.g. diabetes). 

C. Adjective, e.g. ‘dyslexic person’ or ‘disabled person’. 

 

You can check your answers on a later page.  
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Task 2 

Alternative / Improved Language. Inappropriate Language 

 SEN’ or ‘ESN’,  ‘mentally handicapped’ , 
‘person with a mental age of…’,  ‘retarded’  

 
 

‘wheelchair bound’  

 
 

‘visually handicapped person’  

 
 

‘deaf and dumb’,  ‘deaf mute’  

 
A.  ‘person with partial sight’, ‘blind person’, partially sighted person’ 

B.  ‘deaf’ or ‘deafened’,  ‘hard of hearing’,   ‘person with partial hearing’. 

C.  ‘person without speech’  

D.  ‘wheelchair user’ 
 

You can check your answers on a later page. 

Task 3 

Alternative / Improved Language. Inappropriate Language 

 ‘psychiatrically disturbed person’,  ‘mental 
patient’,  ‘sufferer’  

 ‘autistic people’  

 ‘disabled toilets’  

 ‘normal’ which implies that disability is 
abnormal  

 
A. ‘non-disabled’ or ‘not disabled’  

B. ‘toilet/facilities that are accessible’  

C. ‘person with autistic spectrum disorders ‘ 

A. ‘person with mental health difficulties’,   ‘a mental health service user’  
 

You can check your answers on the next page. 
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Task 1 Answers. 

Alternative / Improved Language. Inappropriate Language 

‘People/learners with…..’ (e.g. 

diabetes). 

The adjective as a noun ‘the disabled’ ‘a 
diabetic’. 

Adjective, e.g. ‘dyslexic person’ or 

‘disabled person’. 

‘persons’  

Learners with learning difficulties 

and/or disabilities (as a general term). 

‘people suffering from’ or ‘people afflicted 
with’ (implying victim role) ‘SEN’ or ‘special 
educational needs’  

‘Disabled person’. ‘cripple(d)’ ,  ‘invalid’ , ‘handicap’. 

 

Task 2 Answers. 

Alternative / Improved Language. Inappropriate Language 

‘person without speech’ SEN’ or ‘ESN’,  ‘mentally handicapped’ , 
‘person with a mental age of…’,  ‘retarded’  

‘wheelchair user’ ‘wheelchair bound’  

‘person with partial sight’,  ‘blind 

person’ ,  partially sighted person’ 

‘visually handicapped person’  

‘deaf’ or ‘deafened’ ,  ‘hard of hearing’ ,   

‘person with partial hearing’ 

‘deaf and dumb’,   ‘deaf mute’  

 
Task 3 Answers. 

Alternative / Improved Language. Inappropriate Language 

‘person with mental health difficulties’,   

‘a mental health service user’ 

‘psychiatrically disturbed person’,  ‘mental 
patient’,  ‘sufferer’  

‘person with autistic spectrum disorders  ‘autistic people’  

‘toilet/facilities that are accessible’ ‘disabled toilets’  

‘non-disabled’ or ‘not disabled’ ‘normal’ which implies that disability is 
abnormal  
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These are just a few ideas about language.  What ideas have you had whilst working 

through this section of the booklet? Jot the ideas down in the space below. 

 

 

 

  

     Your thoughts here? 
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Section 7: Assessment 
 

How do teachers/trainers/assessors ensure that assessment is fair and does not 

discriminate? 

When selecting assessment methods tutors must be sure that the methods selected 

will clearly identify the extent to which a learner or learners have:  

 

• developed specified cognitive or physical skills  

• acquired specified knowledge. 

 

Having identified methods that meet the above criteria, tutors must consider the 

needs of their learners. Assessment must be fair.  Fairness implies that learners 

should have equal opportunities to demonstrate the achievement of outcomes. This 

does not imply that they should all be assessed on the same task indeed 

achievement of an outcome 

might be shown in quite varied 

ways. 

Assessment should be sensitive 

and responsive to differences 

amongst learners.  These may 

include their gender, ethnicity, 

language, race, socioeconomic 

circumstances, personalities, 

talents and disabilities. 

Fair assessment does not 

demand that all learners be judged on the same task but rather that judgements 

about their learning and achievement should clearly reflect the same outcomes, to 

the same standard. 

Tutors should ask themselves: 

“Does this assessment task discriminate against a learner with a particular 

need?” 

Could the evidence of achievement of the outcome be generated in another 

way?” 
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Tutors must remember that the medium of instruction for vocational learning is 

English. Learners must demonstrate their knowledge or skills with appropriate 

English language capability. They will have to work in an English speaking 

environment and must have the speaking, listening, writing and reading skills 

consistent with achievement of the qualifications they are seeking to achieve.  

 

That said, insisting that learners produce extended narrative text as evidence of 

competence, when the vocational context does not require this skill, is inappropriate. 

When we are talking about checking learners understanding in learning sessions, 

tutors can call on a wide range assessment techniques. These might include: 

 

• mind maps 

• posters 

• diagrams or pictures drawn by learners 

• photo stories with audio or text annotation 

• videos  

• podcasts / audio recordings 

• peer assessment 

• self assessment 

• short or extended (essay)  narrative text 

• learner presentations and demonstrations 

• games & quizzes – like Millionaire & Blockbusters & Weakest Link & 

Question of Sport, Wordsearch 

• subject specific board games.  

• partially revealed pictures – what is the whole thing.   

• observing performance 

• discussions 

• Cloze – gap fill exercises  

• matching activities 

• spot the errors worksheet  

• sequencing tasks 

• crossword exercises 

• questioning techniques including spiral questioning & phone a friend & 

lollipop sticks 



 

29 

• maintaining a Reflective Diary / Blog 

• producing a rap / poem / song lyric identifying what has been learnt 

• simulation task 

• learner designed questions / activities 

• visual quizzes 

• speed dating. 

 

Quite a list isn’t it? 

You might find it a worthwhile exercise to review the list of assessment methods and 

identify which types of learners they might discriminate against. 

 

These are just a few ideas about Assessment.  What ideas have you had whilst 

working through this section of the booklet? Jot the ideas down in the space below. 

 

 

 

  

      Your thoughts here? 
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Section 8: General Information  
 

Information that will assist in planning and delivering learning to meet the needs of 

learners with specific needs. 

 

Mental Health Challenges. 

 

Learners with mental health challenges may experience more anxiety about learning 

than other learners. Those that take medication find that it affects their memory, 

concentration and at times ability to participate. Short-term memory may be 

especially affected. Anybody can experience severe mental health difficulties at any 

time.  

 

While some mental health difficulties can be severe, the most common symptoms 

are depression, anxiety and stress.  

Attendance, punctuality and behaviour will be affected due to the variable nature of 

mental health. Progress can also be variable and regression can be common. Some 

learners will need to have their emotional issues resolved before they can progress 

or engage in the learning process.  

 

Learners who have been diagnosed as having mental health challenges might be on 

some medication which may have certain side effects. These can vary from difficulty 

with concentration and memory to feeling very tired or shaky. These will affect the 

person’s learning.  

 

Some learners may find it difficult to participate in new activities, for different 

reasons, perhaps because they are afraid they will not be able to cope or because 

they feel there is no point. In some cases their anxiety means they may need more 

reassurance in order to build confidence. 

Learning Difficulties 

 

Some learners with learning difficulties have specific learning difficulties (i.e. 

dyslexia) and others have what is known as cognitive learning difficulties.  
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Definitions currently used to describe learners with cognitive learning difficulties are:  

 

• ‘profound and complex learning difficulties’  

• ‘severe learning difficulties’  

• ‘moderate or mild learning difficulties’  

 

Provision and programmes particularly for people assessed as having mild or 

moderate learning difficulties can include learners with diverse and wide-ranging 

learning needs.  

 

People with learning difficulties often have uneven learning profiles – they may find 

certain areas of learning very hard but be very good at other things.  

Learners with learning difficulties may have experienced a sense of failure in 

previous learning and may lack confidence in trying anything new for fear of failing. 

These learners may also have difficulties with:  

 

• Memory and retaining information  

• Conceptualising and understanding abstract concepts  

• Sequencing  

• Concentrating  

• Transferring skills  

 

Dyslexia is defined as a difficulty in processing written language. It affects around 

10% of the population, nearly half of which experience severe difficulties.  

A range of other difficulties are associated with dyslexia:  

 

• Dysgraphia – handwriting difficulties  

• Dyspraxia – poor motor coordination or ‘clumsiness’  

• Dyscalculia – difficulties with calculation/maths  

 

People with dyslexia can often cope well with a range of complex tasks, such as 

solving complicated problems in electronics or design, yet find difficulties with simple 

tasks such as reading and spelling, following instructions or finding their way around.  

Many of the following characteristics of learning styles ‘fit’ most dyslexic learners.  
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Dyslexic learners:  

 

• Think holistically rather than step by step  

• Need to see the whole picture first, before they can learn the details  

• Are good at remembering patterns but find difficulty in remembering 

sequences  

• Learn best from direct experience  

• Are often tactile learners  

• Need to make personal connections to remember things  

• Learn to read and write through having a personal interest in the subject 

matter  

• Learn better with the help of colour, humour, stories and images  

 

Do not make assumptions about a person’s intelligence because they have dyslexia. 

Many dyslexic learners are very successful when their individual difficulties are 

understood and they have appropriate support. 

Physical Disabilities 
 

Learners with physical disabilities have physical impairments of different forms. They 

can be temporary or permanent and vary in severity. The particular form of disability 

determines the way it affects learners and the impact on learning. Learners may also 

have experienced negative barriers from education or learning that they have 

previously attended.  

 

The effects of physical disability will be different according to the kind of disability a 

person has. For some people their condition may mean that for sitting for long 

periods of time will be difficult. Others may have difficulties with hand use, hence 

handwriting will be hard for them.  
 

Some people may have a physical disability caused by a neurological condition and 

may experience difficulties in the way they perceive things, for example they may 

find it hard to locate the correct place on a page or to move from left to right when 

reading.  
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The initial barrier faced by learners with physical disabilities is access, so it is crucial 

that the following questions are asked.  

 

• Is the learning environment accessible?  

• Can learners get into the building?  

• Can they get around when in the building?  

• Is there somewhere where learners can take a rest or breaks?  

• Would a different chair be better?  

• Is the table height appropriate?  

 

Blind or Partially Sighted. Some people will be born blind or with partial sight, but the 

majority of people will have acquired a visual impairment later in life. The term ‘blind 

and partially sighted’ covers a range of impairments. The needs of people who are 

partially sighted will vary depending upon the level of their sight problem.  

Some people may need information in other formats, in tape or via some speech 

software. Only a minority of people with partial sight or are blind can use Braille, 

these are usually those who have been blind since birth or early childhood.  

Technology has had a massive impact for accessing information for learners who are 

blind or partially sighted. There are a range of technologies that can be used via the 

computer, including different voice recognition software packages, Braille keyboard, 

and electronic note-taking devices amongst others. 

 

Hearing Impaired. Some people may have been born deaf, while others may have 

become deaf either gradually or suddenly. For the majority of the population hearing 

impairment tends to be acquired as they get older. People who become deaf before 

they learn to speak may have difficulty in speaking clearly. People who are born 

profoundly deaf will probably have learnt to use sign language (British Sign 

Language) which is a language in its own right and has its own grammar, syntax and 

vocabulary.  
 

Technology can enhance deaf people’s access to language:  

 

• E-mail and text messaging on mobile phone or a Mincom  

• Hearing aids – help to amplify sound  

• Loops – which can be either a permanent fixture in a room or be a portable 

loop which can be set up in any suitable room  
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Section 9: Getting Help 

Where can resources be found that will help teachers enhance their teaching? 

Religious Events and Festivals: http://www.bbc.co.uk/religion/tools/calendar/ 

Over complicated Language 

http://www.plainenglish.co.uk/campaigning/examples/before-and-after.html 

Mental Health - (MIND) The Mental Health Charity  

http://www.mind.org.uk    

Learning Difficulties 

NIACE – A national organisation that promotes adult learning. It has published 

several packs that are accessible for people with learning difficulties and books on 

different aspects of education for adults with learning difficulties.  

www.niace.org.uk  

BILD (British Institute of Learning Disabilities)  

www.bild.org.uk  

CHANGE Picture Bank – The CHANGE Picture Bank CD Rom has pictures to help 

make information easier to understand including drawing your own pictures, using 

easy words and writing in easy ways.  

www.changepeople.co.uk 

Physical Disabilities 

Scope (national organisation for people with cerebral palsy) . Scope produces 
information relevant to people with a physical disability. The Scope website offers a 
large quantity of useful information on-line but it also provides an index of additional 
publications that may be useful. The publications website is:  
 

http://www.scope.org.uk/action/publications/index.shtml 

Royal National Institute for the Blind (RNIB)  

The RNIB produces a wide range of resource materials which will be useful for 
learners. It runs a telephone information service and supports this by a range of fact 
sheets.  www.rnib.org.uk 
 

Royal National Institute for the Deaf (RNID)  

The RNID runs a telephone/text service, produces information leaflets and fact 
sheets. Their publication ‘Deaf Students in Further Education’ gives a clear account 
of what learners may need whilst studying. It is available on their website. 
  

www.rnid.org.uk 

http://www.bbc.co.uk/religion/tools/calendar/
http://www.plainenglish.co.uk/campaigning/examples/before-and-after.html
http://www.mind.org.uk/
http://www.changepeople.co.uk/
http://www.scope.org.uk/action/publications/index.shtml
http://www.rnib.org.uk/
http://www.rnid.org.uk/

