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Introduction
This tool kit is provided by EULAR to PARE organisations as part of its work related initiatives.  The materials in the tool kit are provided in English, but have been written from an international perspective with input from people with rheumatic diseases and a working group comprising representatives from PARE organisations from a number of European countries.
English text and design templates for the materials can be found on the World Arthritis Day website in the password protected area for EULAR member organisations.  www.worldarthritisday.org/resources 
User name: wwtoolkit
Pass code: ww2wtk10
The English text and design templates for the tool kit materials are provided here for you to adapt to reflect your national practices and to translate for use on a national level.   Please do not publish any of these materials in your country using the EULAR logo.   We suggest member organisations use their logos on the materials.  The nationally adapted material should make reference to the material provided by EULAR as follows: This document is based on the Winning Ways to Work tool kit developed by EULAR.

Further information about this tool kit and how to adapt and translate the materials follows.   

English versions of all the materials are provided in pdf format for individuals with rheumatic diseases to download directly off the World Arthritis Day website.

Work is an important part of all our lives, be it paid employment, voluntary work or work supporting a family at home.  In March 2009 EULAR launched the Charter for Work for people with rheumatic diseases as a campaigning tool to help highlight the contribution people with rheumatic diseases can make to the workforce.

This tool kit provides EULAR member organisations of PARE with materials specifically designed to help people with rheumatic diseases to:
· Find a job

· Remain employed

· Re-enter the work place after time off for rehabilitation 

The tool kit contains three modules for your organisation to adapt, translate and make available to people with rheumatic diseases in your country.  The information and tips in the modules are designed for people working in paid employment or the voluntary sector.

Module 1:
Support materials for young people with rheumatic diseases entering the workplace for the first time 

Module 2:
Support materials for people already in work when they develop a rheumatic disease

Module 3:
Support materials for people with rheumatic diseases re-entering the workplace after rehabilitation

This document provides guidelines to help your EULAR member organisation adapt and translate the template fact sheets and support materials in each module so people with rheumatic diseases in your country can create their own tailored information packs.

When developing these materials for national use, you may want to set up an advisory panel with experts to help advise you on local employment laws, benefits and other specialist information.  You will find information on:

· Rationale for creating an advisory panel

· Identifying appropriate stakeholder organisations

· Identifying and approaching potential advisory panel members

· Template agenda for advisory panel meeting
Guidelines for adapting and translating the support materials and creating information packs
In this resource pack you will find three modules with a selection of fact sheets with information and tips.  

Each module is flexible.  The fact sheets can be grouped to create information packs to address the needs of three different audiences, as outlined below, or they can be used individually.  
Some of the fact sheets are applicable across more than one module, for example the glossary of business terms, whilst others are similar, but tailored to the audience for each of the modules, for example preparing for an interview. 

The fact sheets provide general advice to help people access work and to cope with some of the problems encountered in the workplace, such as whether to tell your employer and/or co-workers about your condition and, if so, what to tell them.

Please note that some of the information in these fact sheets is based on UK   definitions of disability and legislation, so you may need to adapt certain sectors to make the information relevant and factually correct in your country.  In particular you will probably need to adapt the information on preparing a CV, as this can differ greatly from country to country.  

You will find highlighted areas suggesting where you might want or need to provide additional or appropriate information for your country.  You may need to seek expert advice on areas such as benefits and employment law and these areas may need to be updated periodically to reflect any changes in legislation.  It would also be useful to provide links to helpful websites in your local language at the end of each fact sheet so people can search for further information should they need it. 

Module 1:
Young people entering the workplace for the first time
· Introduction

· What employers want  

· Listing your skills, qualifications and abilities 

· Approaching potential employers – template letters / applications etc 

· Preparing for an interview with a potential employer 

· How your doctor and healthcare team can help

· Talking to employers, managers and co-workers

· Glossary of business 

Module 2:
People who are already employed when they develop a rheumatic disease

· Introduction

· To disclose or not to disclose?

· Talking to employers / managers

· Talking to co-workers

· Adapting your workplace 
· How your doctor and healthcare team

· Changing jobs and retraining
Module 3:
People re-entering the workplace after rehabilitation

· Introduction

· How your doctor and healthcare team can help 

· What employers want
· Listing skills, qualifications and abilities  

· Retraining and building confidence
· Preparing for an interview with a potential employer

· To disclose or not to disclose

· Adapting the workplace

· Glossary of business terms
There may be other topics that are not covered here, but which you feel would be useful to people in your country.  In this case you could see if any other EULAR member organisations of PARE or other groups supporting people with chronic diseases (see advisory panel stakeholders below) have existing information in this area, or develop your own specific fact sheet with the help of an advisory panel.

Creating an advisory panel


Rationale for creating an advisory panel

It is not absolutely necessary to create an advisory panel, as the materials in Modules 1, 2 and 3 can simply be translated as they are.  However, creating an advisory panel will give you a number of advantages including:

· Identifying stakeholder organisations you can work with on this and other work related projects

· Involving them early, so they feel part of your work campaign initiatives

· Gaining insights and expert advice on adapting the template materials in this pack, or any other work related materials / resources your organisation may be developing 

· Identifying individuals who might potentially act as spokespeople / champions on behalf of your work related campaigns

1. Identifying potential organisations to contribute to your advisory panel and/or to partner with on work related projects


Below is a list of the type of organisation / individuals you might want to look at approaching.  Not all types of organisations may be appropriate in different countries, so just select the categories you think would be best suited to your national situation.  If you do not have personal contacts, use the Internet and/or directories to develop a list of potential organisations / individuals you could work with from the suggested categories below, or other categories that may be appropriate in your country: 

· Umbrella organisations with companies/employers as members

· Employers’ organisation/s, which primarily provide a voice for / lobbying on behalf of their members, which would comprise the companies/employers they represent 

· Manufacturers’ organisations

· Small business organisations

· Organisation/s representing those working in human resources / personnel  

· Trades Union organisation/s

· Large national companies with a good reputation / track record in employee care

For example:

· Postal service

· Energy company

· Large consumer goods company

· Employment agencies 

· Agencies that offer career advice / training
· Medical organisations

For example organisations representing:

· Rheumatologists 

· GPs

· Occupational health professionals

· Physiotherapists 

· Other chronic disease areas that may have common work-related issues

For example:

· Multiple sclerosis

· Parkinson’s disease

· Diabetes

· Asthma

· Individuals

· Occupational health professional

· Psychologist specialising in work related issues

· Specialist in health insurance / disability pensions

· Lawyer specialising in employment law 

It is suggested that your advisory panel should include five to six members representing a selection of the above categories.

2. Assessing organisations / individuals

Before you approach an organisation or individual you do not know, it is advisable to check their reputation by conducting an Internet and media search, as well as through enquiries through personal contacts you may have in their area of business / work  

3. Before you make contact

Before approaching an organisation or individual have a clear idea about what you are going to tell them / ask them to do.  For example:

· Your organisation and its relationship with EULAR

· Being part of a European campaign about work and rheumatic diseases / the European Charter for Work for people with rheumatic diseases

· What your organisation is doing as part of this campaign

· Developing an advisory panel

· Aims of the advisory panel

· Who else would be involved

· What you would want them to do (face-to-face meeting/s / conference calls etc.

· Type of work / hours involved

· Any expenses offered

· Project to develop resource materials for people with rheumatic diseases wanting to access / remain in work

· Any other projects you might want to involve them in 

· Whether you might wish to consider asking for endorsement for the materials from the organisation 

4. Issuing an invitation

· Approach companies / agencies / organisations /  individuals you have identified to ascertain their interest / willingness to work with you 

· Find a date that suits all

· Decide on where you will meet (see below)  

· Issue an invitation by email / letter to include aims of the advisory panel etc. (see above)

· Include any relevant background information, for example a link to your organisations website / the World Arthritis Day website / a copy of the Charter for Work etc.

· If you are reimbursing expenses incurred in attending the meeting, prepare an expenses form and ask individuals to provide receipts with their claim

· Provide a copy of the agenda with the invitation (see below) 
5. Planning the first meeting / subsequent meetings to complete the project


It is strongly recommended that the first meeting you hold should be face-to-face with all members of the advisory panel.  This gives you the advantage of meeting everyone and assessing:

· The commitment you might receive from their organisation

· Their level of interest in working with your organisation / participating in other work related projects

· If they might be suitable to act as a potential champion/spokesperson on behalf of your campaigns   

The dynamics of a face-to-face meeting also work better in terms of generating ideas and reaching consensus, but you need to choose a strong chair / facilitator to help keep to the agenda and on time.  The chair does not need to be a contributing member of the meeting. 

The meeting can be held in your offices or, if you do not have the space, you could ask one of the larger organisations if they would provide a space for the meeting, depending if this would be appropriate at this stage of your relationship.

Once individuals and representatives from organisations have agreed to attend the meeting and/or review the materials, send them the materials you want to review well in advance of the discussion.

See below for a suggested agenda / timings for a first meeting to discuss the copy in the template fact sheets / other projects could include:

SAMPLE AGENDA

Date, time, venue for meeting

	Time
	Topic
	Speaker

	10.45 
	Arrivals / refreshments (coffee)
	

	11.00 – 11.05
	Welcome and introductions
	Chair / members of the advisory panel

	11.05 – 11.15
	Introduction to your organisation / The Charter for Work and why work is important to people with rheumatic diseases etc.
	Appropriate representative of your organisation

	11.15 – 12.00
	Discussion of facts sheets / project 

· Are there any missing topics?

· If so what would be useful?

· Are the topics / is the information provided appropriate for your country?

· What would be useful to add / what is not needed within each fact sheet?

· Etc.
	All

	12.00 – 12.15
	Stretching break
	

	12.15 – 13.00
	Discussion of facts sheets / project (1)
· Amending wording

· Adding information
	All or divide materials and discuss in groups 

	13.00 – 13.45
	Working lunch
	

	13.45 – 14.30
	Discussion of facts sheets / project (2)
· Finalise and agree wording where possible

· Identify where further work needs to be done / what is required.
	All / groups 

	14.30 – 14.45
	Feedback from panel

Summary from chair

Agree next steps / timings
	Panel

Chair

All

	14.45
	Meeting ends
	


Revisions / further discussions can be conducted via email and/or conference call.  If you need subsequent meetings, these can be done by conference call / Skype, if this is more convenient than bringing everyone together again physically. 

6. Follow-up with panel and maintaining relationships

· Thank members for their attendance, provide any relevant feedback / follow-up information and pay expenses

· Let panel member know when you launch the materials or project they have been involved in and communicate any results

· Even if you have no immediate further projects, keep in touch by sending copies of your newsletters, information on any relevant projects etc. 







