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Mentoring Program Checklist Series
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How does your organisation avoid barriers in the professional development process?

All employees who have a vision impairment are keen to be as productive as possible in their day-to-day work while building knowledge, skills and experiences to reach their short and long-term career goals. 
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[bookmark: _Toc139551769]Introduction
Supporting employees with a vision impairment is the same as supporting other staff when meeting both your organisational plus individual employee development goals. Most employees, especially those with a vision impairment, are aware of their strengths in the workplace and where they need to improve or build skills. They are also aware of the tasks they are not able to complete productively.

There are also assumptions by the broader society about what they can and cannot do. These preconceptions can sometimes be wrong. There could be initial workplace adjustments required for new employees with vision impairment or existing employees with changing circumstances. Once the workplace adjustments are finalised and set up appropriately, employees with a vision impairment are able to productively complete their required tasks.

The following 3 professional development support areas of focus, relate to all staff including employees with a vision impairment:

1. Managing staff on a day-to-day basis
2. Supporting your staff through the annual review process
3. Developing your staff for future opportunities
1. [bookmark: _Toc139551770]Managing staff on a day-to-day basis
[bookmark: _Toc139551771]Be Transparent
· Build a work environment around transparency and accountability. This works well for everyone including employees with a vision impairment. 
· Create an environment in which leaders can provide honest and constructive feedback. 
· Encourage all team members to feel comfortable sharing ideas, speaking up, voicing concerns, and communicating productively with one another. Ask your employees with a vision impairment the best way to encourage them to speak up and share their ideas.
[bookmark: _Toc139551772]Keep Communication Flowing
· Communication is the key to ensuring understanding and ensure your team gets the job done. 
· Open and consistent communication ensures your team feel secure and safe in the workplace and helps them to work productively, contribute ideas and be creative. Speak to your team members to find out the most helpful communication approach based on their different individual needs and preferences.
Provide Regular Feedback

· Provide opportunities for giving and receiving feedback which helps employees with a vision impairment to do their job well, grow in their role and be more productive. 

· Check in with your team regularly. This provides you with a regular informal assessment of how your team members are progressing and then determine ways to help them find ways to succeed and grow in their role. 

· Identify areas for improvement and share constructive feedback. Constructive feedback can be difficult, but it’s an essential part of effective team management. Employees with a vision impairment are aware of what is working and where there might be challenges. They appreciate honesty and if done well, constructive feedback helps everyone.

· Reflect before providing feedback on whether the challenges are due to individual performance or does your workplace have processes that might create challenges that need to be reviewed. For example, reduced productivity might be due to an employee waiting for workplace adjustments related to computer hardware or software that is critical for their work. Are authorisation processes cumbersome or repetitive? Are funding restraints creating ongoing delays?  

Encourage Teamwork and Collaboration
· Define roles clearly and adjust when needed.

· Determine if existing roles could be split between staff to make the most of each team member’s individual skills and strengths. We sometimes concentrate on one role, one employee, one set of tasks. However sometimes looking at roles in more flexible and innovative ways could assist teams do work more productively and use the different strengths in different ways. 

· Share with your team the different workplace adjustments that are needed for all staff including employees with and without a disability including vision impairments. Teams are sometimes not aware of the different support provided for all employees. 

· Share your team members’ different skill sets and how they could work in different ways to get the jobs done.

· Work with everyone to eliminate misunderstandings about individual team roles.

· Assist employees to collaborate wherever they feel they can strengthen their skills, try new ideas and bring value in a new way.
[bookmark: _Toc139551774]Trust Your Team
· Manage your team knowing when to leave people to do their job and when extra or early support could be helpful. Being proactive in this space helps everyone and could save time and potential future delays.

· Ask your employees with a vision impairment what support they need in their role. If they are not sure find out what is available in your organisation. Work together to find solutions to challenges that might arise. In most cases when an employee with a vision impairment is set up correctly, they won’t need too much extra support.

· Limit the need for micromanagement. This approach to supporting teams could reduce the confidence and productivity of employees. Different employees need assistance in different ways. Have ongoing discussions with your employees to check what approach works best. Work together to build a strong relationship supervisor and employee relationship where everyones abilities are respected.  
[bookmark: _Toc139551775]Understanding existing skills and knowledge
· Understand the capabilities of all your employees including those with vision impairment.

· Know how to use your available employee skills and knowledge to get maximum benefits for the required objectives for your work area. 
2. [bookmark: _Toc139551776]Supporting your staff through the Annual Review process
[bookmark: _Toc139551777]Building Capabilities
· Seek feedback from your employees to understand what they would like to get out of the job/role.

· Have honest conversations about their abilities and their progress to meet goals.

· Encourage employees with vision impairment to take advantage of opportunities that might lead to further promotion or career prospects.

· Be aware of courses related to your organisational needs and support your team to do them.

· Review what new skills have been developed since last review discussion.
[bookmark: _Toc139551778]Self-Assessment 
· Explain the benefits and encourage all staff to work on their self-assessment. This is sometimes considered a chore however self-assessment is an important way for individuals to take time to reflect.

· Encourage employees to document what has been achieved and what new skills have been developed in current role.

· Assist in identifying transferable skills for current role and future roles. 

· Identify areas of improvement or new skills needed, and how to develop these areas for future roles and opportunities.
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· Enable employees to do a stocktake on what they can do and what new opportunities they would like to explore and career goals they would like to set.

· Support employees with a vision impairment with any potential extra challenges to help motivate them to develop skills and knowledge for promotion or new roles. 
 
· Support employees with a vision impairment who are satisfied in their current role and check if promotion, for a range of reasons, is not a priority for them. 

· Identify alternate professional development goals, not connected to path to promotion, if appropriate. 
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· Develop workable strategies for individuals with different needs to work productively towards achieving their goals while doing a good job. These could include:
· doing on-the-job learning through small work projects
· acting in a different role, similar and higher level
· assisting team members with their work
· signing up for relevant education and training
· seeking a promotion
· moving to similar role in a different area

· Support individuals with a vision impairment who may need extra support with strategy development to ensure the workplace adjustments requirements fit smoothly with career changes and aspirations.

· Encourage all your employees to build their skills set, show initiative, and look for goal attainment opportunities in their current job. Also encourage your staff to ask for more responsibilities that will help them to gain the skills for ongoing growth.

3. [bookmark: _Toc139551781]Developing your staff for future opportunities
People with a vision impairment benefit from support when applying for new roles or seeking promotional opportunities. This can be provided by managers, colleagues, coaches, and mentors. 
[bookmark: _Toc139551782]Awareness
· Ensure that employees take advantage of training and development opportunities that relate to goals discussed.

· Ensure team members are aware of new roles and promotion opportunities that match their goals and their skills.

· Maximise employee abilities including opportunities inside and outside the team, work area, department or organisation. 
[bookmark: _Toc139551783]Encouragement  
· Organise regular discussions with team members about their goals as these informal catch ups are particularly helpful to employees with vision impairment. These discussions could also include finding out and talking about commonalities and shared interests for example books, films, swimming etc. Employees with a vision impairment are lateral thinkers and have many personal and professional interests.

· Confirm if current role is meeting their career aspirations or if the role could be adapted to meet individual goals.

· Encourage employees to apply for roles that match their skills.
[bookmark: _Toc139551784]Support
· Work out best way to support employees with new job application process. This could be peer support, coaching, mentoring or Human Resources support.

· Provide examples of successful job applications.

· Provide opportunities for employees to be part of mock interviews or other ways to build skills and confidence in the interview process. 
[bookmark: _Toc139551785]Feedback is essential.
· Ensure that those individuals on the team that apply for new roles in your organisation and are not successful, get comprehensive feedback on what extra skills are needed and how to get there. 

· Seek out information if employee is not successful in getting appropriate feedback. Use different higher management connections if appropriate.

· Assist employee to understand feedback and develop strategies for next opportunity for new role or promotion.  

Information above based on Mentoring Discussions and some aspects have been adapted from - How to Manage a Team: Tips for Success  https://www.meistertask.com/blog/6-simple-tips-effective-team-management/ 

Funding for the Canberra Blind Society Mentoring Program is provided by Department of Social Services as part of the Information, Linkages and Capacity Building (ILC) Program.

Canberra Blind Society
Phone: (02) 6247 4580 
Website:  www.canberrablindsociety.org.au
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