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OVERVIEW 
 

Purpose:  This workbook has been prepared by the National Council for Persons with Disabilities to 

assist all government ministries and their departments to introduce the monitoring of persons with 

disabilities in their workforce and to report this information to the National Council for Persons with 

Disabilities on an annual basis. This manual should be passed to the disability mainstreaming committee 

or to the Human Resource Officer. Data for 2010-11 should be captured and returned to the National 

Council for Persons with Disabilities by 10th June 2011. 

Scope: This document is relevant to all Government Ministries and their departments. In future the 

same information will also be collected from all public agencies including local authorities, tertiary 

institutions and parastatals. The employment of persons with disabilities is one aspect of the 

mainstreaming of disability into the public services. 

References:  Reference is made to the following documents: 
2003, Persons with Disabilities Act, Sections 12 and 13 
United Nations Convention on the Rights of Persons with Disabilities, Article 27. 
The Constitution of Kenya 
The Government of Kenya Performance Contract guidelines 2010-11 
 
Contact: Ms Tonja Schmidt, Monitoring & Evaluation Advisor, Monitoring & Evaluation Department, 
National Council for Persons with Disabilities, opp. ABC Place, Waiyaki Way, P.O. Box 66577 – 00800 
Nairobi.  Tel:  0739 623 312  Email: me_department@ncpwd.go.ke  

 

INTRODUCTION 

  
The United National Convention on the Rights of Persons with Disabilities, Article 27, states that: 
 

“States Parties recognize the right of persons with disabilities to work, on an equal basis with 
others; this includes the right to the opportunity to gain a living by working freely chosen or 
accepted in a labour market and work environment that is open, inclusive and accessible to 
persons with disabilities. States Parties shall safeguard and promote the realization of the right 
to work, including for those who acquire a disability during the course of employment.” 

 
The Constitution of Kenya states that the Government is committed to progressively implement 5% 
representation at every elective and appointive position for Persons with Disabilities. In addition, the 
2003 Persons with Disabilities Act calls for:  
 

“ the reservation of 5% of all casual, emergency and contractual positions in employment in the 
public and private sectors for persons  with disabilities (Section 13). “ 

 
 
 



It further states that, 
 

“No person shall deny a person with a disability access to opportunities for suitable 
employment” (Section 12.1)  

 
“A qualified employee with a disability shall be subject to the same terms and conditions of 
employment and the same compensation, privileges, benefits, fringe benefits, incentives or 
allowances as qualified able-bodied employees (Section 12.2). 

 
NCPWD was set up by Act of parliament in 2004 to promote the rights of persons with disability in Kenya 

and mainstream disability issues into all aspects of national development. It is a semi-autonomous 

government agency (SAGA) under the Ministry of Gender, Children and Social Development and 

coordinates efforts to mainstream disability within Government Ministries.   

Disability mainstreaming is a target in the Performance Contracts of all Ministries and their 

departments. Yet in 2010 an NCPWD survey of 3 ministries found that only 1% of Ministry staff were 

persons with disabilities. This is far below the 5% statutory requirement. NCPWD has prepared this 

manual so that the recording of disability information becomes mainstreamed into human resource 

department of all ministries. 

NCPWD thanks you for your full participation so that together we may improve opportunities for 

persons with disabilities. 

 
 

Action required 
 

This work may be completed by the Disability Mainstreaming Committee or the Human Resource 

Officer. Monitoring of the disability status of staff should be integrated as a standard part of human 

resource practices. This disability data should be reported annually as part of the Performance Contract.  

STEP 1: Integrate disability monitoring into HR records  Appendix 1: Staffing Record 

NCPWD encourage the Ministries to include disability information in staff records. Such records should 

include information on gender, ethnicity, disability and age, which can be analysed to monitor 

recruitment practices and to achieve an inclusive workforce. A simple Staffing Record template is 

provided here in Appendix A which the Ministries may choose to adopt if there is no existing recording 

system.  

Disability information is best recorded when a member of staff joins the organization, or immediately 

when they acquire a disability, if this is whilst they are already in employment. Disability is not always 

visible, and it is best to ask a person if they consider themselves to have a disability. Staff may be 

reluctant to admit to having a disability, if they feel this may result in disadvantage or stigma in the 



workplace. It is therefore important to keep disability information confidential and to reassure staff they 

will be treated on an equal basis with all other staff. 

At the end of each financial year, NCPWD will contact you to request that a list of all employees with 

disabilities, including their name, ID number, age, gender, disability type and job grade. NCPWD 

recognizes the highly confidential nature of human resource data. It will take steps to ensure this 

information is maintained.  

Monitoring of disability information should also take place during the recruitment process. In practice 

this means including a question on job application forms enquiring about the disability status of the 

applicant. This is already the practice in most departments, however, it is important that the question 

does not relate only to physical disability, but all disability types including visual, hearing, speech, 

mental, and intellectual. It is suggested that departments update their application forms to reflect these 

categories. If the department already holds data on the number of persons with disabilities applying for 

jobs in their department, please also forward this to NCPWD. 

Please return the information for 2010-11 to: Monitoring & Evaluation Department, National Council for 

Persons with Disabilities, P.O. Box 66577 -00800 Nairobi. me_department@ncpwd.go.ke 

Please return this information by 10th June 2011 

STEP 2: Raise awareness of disability issues amongst staff Appendix 2: Myths & Facts  

It is good practice to raise awareness of disability amongst all staff. This is part of their ongoing training 

and will help to create a more disability friendly culture in the work place. NCPWD has provided a Myths 

and Facts sheet which you may wish to copy and share with all staff. Please be aware that disability 

mainstreaming training is available from The National Council for Persons with Disabilities upon request. 

STEP 3: Complete human resources questionnaire  Appendix 3: Questionnaire  

NCPWD would like to understand more about the current practices of human resource departments 

across the civil service, and the challenges faced by human resource officers in trying to ensure 

disability- friendly employment practices. Kindly complete the questionnaire in Appendix 3 so that 

NCPWD may know how to assist you further in future. 

  



STAFFING RECORD 
PLEASE COMPLETE IN SOFT COPY AVAILABLE FROM www.ncpwd.org 

 

FULL NAME ID NO. 
DATE OF 

BIRTH 
GENDER 

DISABILITY 
TYPE 

DATE OF 1
st

 
APPOINTMENT 

CADRE GRADE 

EXAMPLE:  
JUMA HAMIS 

12345678 28/07/77 M Multiple 14/01/2008 
Reception 
Officer 1 

Job Gp 
N. 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
GUIDING NOTES: DISABILITY TYPES FALL INTO THE FOLLOWING CATEGORIES:   
□ PHYSICAL       □ VISUAL        □ HEARING       □ SPEECH      □ MENTAL      □ INTELLECTUAL      □ ALBINISM     □ MULTIPLE DISABILITIES.  
PLEASE NOTE THAT DISABILITY IS NOT ALWAYS VISIBLE, IT IS BEST TO ASK STAFF MEMBERS WHETHER THEY CONSIDER THEMSELVES TO HAVE A DISABILITY. 

  



Disability Myths and Facts 
Reproduced from the ILO 2010 Media Guidelines for the Portrayal of Disability. 

 

There aren’t many people with disabilities, so disability isn’t really an issue. 
 
People with disabilities are present in all societies. Many are hidden or excluded from society, either in their 
homes or in institutions because of social stigma. There may be barriers – physical, attitudinal, legal, regulatory, 
policy, communication – that limit their opportunity to participate in a variety of activities. Furthermore, a 
disability may not be visible. Some people who have a disability may not even think of themselves as disabled.  

 

Disability is a health issue. 
 
Health is important for everyone – whether disabled or not. But, health is not the only, or in some cases, the most 
important issue. The participation of a disabled person in the world of work or in society more generally requires 
consideration of far more than the impairment; it also depends on all aspects of the disabled person’s life – 
education, experience, skills, participation in civil society, etc.  

 
Persons with disabilities are unable to meet performance standards, 
thereby making them an employment risk. 
 
The American chemical and services corporation DuPont was one of the first companies to measure the 
performance of its disabled employees, which it did for over thirty years beginning in the 1970s. Dupont reported 
that its employees with disabilities performed on par or better than its staff without disabilities with regard to 
safety, performance of job duties, attendance and job stability/turnover.19 Similar patterns are reported by 
employers surveyed in Australia, the Netherlands, and the United Kingdom.20 
 

 

Accessibility is about ramps, wheelchairs and sanitary facilities. 
 
Accessibility takes into account everyone’s needs, whether or not they have a disability, and encompasses features 
such as colour, audio signals like those found at pedestrian crossings, tonal contrast, surfaces, hearing 
enhancement systems (such as ‘loop systems’), presentation of information, and signage for finding one’s way, 
among other items. Good accessibility benefits everyone. 

 

Considerable expense is necessary to make workplace adjustments for workers 
with disabilities. 
 
Making reasonable adjustments in the workplace refers to measures or actions taken by employers to help people 
with disabilities work or to take part in training on the same basis as individuals without disability. Most workers 
with disabilities require no special adjustments and the cost for those who do is minimal or much lower than many 
employers believe. Studies by the Job Accommodation Network United States have shown that 15 per cent of 
accommodation costs nothing, 51 per cent costs between $1 and $500, 12 per cent costs between $501 and 
$1,000, and 22 per cent cost more than $1,000.22 

 
 



HUMAN RESOURCES QUESTIONNAIRE 
 
You can choose to complete this questionnaire online at: http://www.surveymonkey.com/s/2Y767S7  
MINISTRY: ………………………………………  DEPARTMENT…………………………………….……………………………………… 
 
NAME: ……………………………………………. POSITION: …………………………………………………………………………………. 

 
1. How much time did it take you to complete the Staffing Record for NCPWD? 
 Less than 1 hour □ Less than 1 day  □ 1-2 days  More than 2 days 
 

2. Do you currently collect the following information? 
 

 Number of job applicants with a physical disability      Yes  No 

 Number of job applicants with any other disability      Yes  No 

 Number of appointed staff with disabilities       Yes  No 

 Number of staff becoming disabled due to accident at work or similar     Yes  No 
 

3. Are persons with disabilities mentioned in your policies or procedures? 
 

 Anti-discrimination policy and procedures   Don’t have this policy    Yes  No 

 Recruitment policy and procedures    Don’t have this policy   Yes  No 

 Other (state) …………………………………………………………………………………………………….   Yes  No 
 

4. Approximately how many of the staff in your organization have had training on disability?  
 

0%  25%   50%   75%   100% 

(None)           (All) 

5. How would you describe your own knowledge and confidence on issues of disability?  

 Not at all good  Not really good  Mixed feelings  Fairly good  Very good 

6. Do you know how to access the following? 

 A qualified sign language interpreter        Yes  No 

 Translation into Braille         Yes  No 

 Computer software for visually impaired people      Yes  No 

7. In your opinion, what are the main barriers or challenges for mainstreaming disability in your workplace? 

…………………………………………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………………… 

8. How can NCPWD assist you to mainstream disability in your workplace? 

……………………………………………………………………………………………………………………………………………………………….…… 

……………………………………………………………………………………………………………………………………………………………………. 

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. PLEASE RETURN TO: MONITORING & EVALUATION DEPARTMENT, NATIONAL 

COUNCIL FOR PERSONS WITH DISABILITIES, P.O. BOX 66577 -00800 NAIROBI. EMAIL: me_department@ncpwd.go.ke
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