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Workplace Needs Assessment Booking Pack
Please note you need to be able to answer yes to all of the following questions before submitting this booking pack. If you cannot tick all boxes DO NOT submit the booking pack as it will be rejected.
	    ☐
	This assessment is being funded by the employer.

	    ☐
	You have downloaded the booking pack from our website within the last 14 days as this is regularly updated. 

	    ☐
	You will supply payment details, including a valid purchase order number and accounts payable email address if requesting an invoice at Step 3 of Start an application on our website once you have sent the booking pack to us. Workplace Needs Assessment - Your details - British Dyslexia Association

	    ☐
	You are aware that the booking pack will not be held if payment details are not supplied immediately.

	    ☐
	The employee has been in the job role for more than 6 weeks.

	☐
	You are aware that this assessment will be carried out remotely and will not provide a Dyslexia Diagnosis.

	    ☐
	You can and will provide a copy of the employee’s job description when submitting the booking pack.

	    ☐
	You will provide a copy of any previous diagnostic assessment reports if available.

	☐
	You have supplied dates both the line manager and employee are NOT available on page 3.

	    ☐
	You are aware that details will be deleted if you do not respond to a date offered within 5 days.

	    ☐
	You are aware that due to a high demand for assessments the date offered for the assessment will be held for 2 working days.

	    ☐
	You are aware that we aim to process the booking pack within 5 working days.



Please complete this booking pack & return the completed booking pack by email to: assessments@bdadyslexia.org.uk

	Workplace Needs Assessment Booking Pack.

	Details of booking:

	*Name of Main Contact: all correspondence will be sent to this person only. This must be the Line manager/Head of department/ HR (not the employee)
	

	*Contact email:
The report will be sent to this email address.
	

	*Name of Company/Organisation

	

	*Full address:
(Company/Organisation)

	
	Postcode:
	

	*Name of employee:
(person being assessed)
	

	*Employee contact details:

	*Telephone number:
	

	
	*Email address:
The report will be sent to this email address only.
	

	*Date of Previous Diagnostic Assessment: 
* Please provide a copy.
	

	*Date started in current role:
The employee must have been in the job role for a minimum of 6 weeks
	

	*Required fields

	Please list any dates that the line manager and employee are NOT available in the next 3 months. 
Please note: The earliest available date will always be offered. Assessments are carried out during the working week.

	










Cancellation and reschedule terms.

I agree that the BDA reserve the right to charge a cancellation/reschedule fee equivalent to 100% cost of the assessment for assessments that are cancelled within 3 working days of the agreed assessment date or non-attendance of the agreed date. This fee also applies where the individual being assessed is not able to access the assessment for the following reasons:

· Late arrival to the assessment meaning the assessor does not have enough time to carry out the assessment 
· Inadequate connectivity or IT difficulties for an online assessment or lack of appropriate equipment 
· Being in a space that is not deemed appropriate i.e. a busy shared space or a bedroom
· The individual is unable to access the assessment at all for reasons such as challenging behaviour, anxiety, communications impediment
· The individual has had a recent assessment, which prevents the current assessment from going ahead and has not outlined this on their booking pack

There will be a cancellation/ reschedule fee equivalent to 50% of the cost of the assessment for assessments which are cancelled within 21 days before the assessment date or where the client requests that the assessment be rescheduled.

Any tests papers sent by the assessor must be returned. This includes if the assessment does not go ahead for any reason.

Should you cancel the assessment 14 days after confirmation of the assessment date but not less than 21 days before the assessment there will be a £50 administration fee.

All cancellations or reschedule request must be made in writing via email to assessments@bdadyslexia.org.uk  

Payment details:

Please follow the link to our website after you sent us this booking pack via email, Step 3 of Start an application and add the invoice or card details.
If payment details are not available, do not submit the form until they are. 

Booking packs submitted with no payment details will not be held.


Our payment terms are 30 days from date of invoice. Delay in payment will lead to the assessment being cancelled and rescheduled once payment has been received. This may be a later date and will incur an additional £50 administration fee.

I understand and agree to the terms as laid out above.

Signature:	
Name (print):	
Date:	

Cancellation by the BDA:

In the event of any other emergency resulting in the cancellation of a session, the BDA will endeavour to give clients a minimum of 24 hours’ notice and to reschedule the assessment. Please note that it is the client’s responsibility to provide the BDA with a contact number at which they will normally be available.

Terms and Conditions for Diagnostic Assessments

Booking a Diagnostic assessment:

•	The BDA will act as liaison between the assessor and the client for the purposes of booking the assessment. 
•	The BDA reserves the right to change the assessor allocated if the assessor should become unavailable for any reason. 
•	In order to book the assessment your personal information and the information contained within the booking pack will be passed onto the assessor in order for them to carry out the assessment. 

Privacy Policy:

•	The BDA is committed to protecting the privacy of individuals. Accordingly, all personal data collected will be subject to our Privacy Policy. For more information please see our website.
•	Following the assessment and the compilation of the final assessment report all client questionnaires, all raw data test sheets and all other personal data will be permanently deleted/destroyed. 
•	If no response regarding scheduling the assessment is received all details will be permanently deleted after 14 days due to the personal information which the booking details contain.



•	Your final assessment report will be held by the BDA for 7 years [within your customer record file]. During this time you will be able to ask for an electronic copy of the report and/or password. Please note there will be an administration charge for this. We would therefore strongly recommend that you keep a copy of your report securely. After this time the BDA will not be able to supply you with a copy of your report. 
•	Should you require the report to be permanently deleted; please notify us at: assessments@bdadyslexia.org.uk 

The BDA is committed to protecting your personal data please see our Privacy Policy on our website. You can change your preferences at any time by contacting: assessments@bdadyslexia.org.uk 


Pre-Assessment Questionnaire for Employer
To be completed by the employee’s line manager. 

Please fully complete this section as this section only will be passed to the assessor. It is very helpful to have feedback from more than one perspective on what the employee finds more challenging.  Everything you include in this response will be treated entirely confidentially and only used for the purpose of forming a more complete picture of the individual being assessed.

Where possible please type the details and avoid handwriting the answers.
	Company:	
	

	Employee’s Name:
	

	Manager’s Name:	
	

	Managers contact email:
	

	*Required as the meeting invitation will be sent to this address

	Managers contact Telephone number:
	

	Date Completed:
	



Please note that the assessor will require a brief meeting (15 minutes) with the employee's manager on the day of the assessment.
General Information
1) Can you provide a very brief description of the individual’s job, the priorities in it and any particular pressure points or key performance criteria?




2) In General Terms, what difficulties do you think the individual’s dyslexia is posing for them at work?




3) Can you give details of hardware used, such as laptops and printers and if possible, please provide laptop / MacBook specifications including version processor, ram and storage. This can be found out by clicking in the settings within the computer.



4) Can you please give details of the colleagues work environment e.g. are they working from a home office, open plan office, allocated desk or allocated office?



Specific Issues:

Dyslexia generates different strengths and weaknesses for every individual. To further inform our professional assessment; please can you indicate where you have observed challenges arising for this individual within the workplace. Here is a list of areas which can be challenging for individuals with dyslexia. 
	Level of difficulty
	Minor
	Moderate
	Considerable

	Memory and Concentration

	Following verbal instructions
	
	
	

	Remembering:
Messages/Appointments/
Meetings
	
	
	

	Concentrating for long periods
	
	
	







	
Level of difficulty
	Minor
	Moderate
	Considerable

	
Visuo – Motor Skills

	Inputting data on computer/calculator
	
	
	

	Analysing complex visual information such as maps, graphs, tables or figures
	
	
	

	Navigating themselves in large or complex buildings
	
	
	

	Sequencing:

	Filing
	
	
	

	Retrieving files
	
	
	

	Looking up entries in dictionaries/directories
	
	
	

	Reading:

	Following written instructions
	
	
	

	Following technical information 
	
	
	

	Detailed comprehension at speed
	
	
	

	Recalling what has been read
	
	
	







	Level of difficulty
	Minor
	Moderate
	Considerable

	
Writing tasks

	Spelling
	
	
	

	Handwriting
	
	
	

	Expressing ideas in writing
	
	
	

	Writing memos, emails, letters
	
	
	

	Drafting complex material quickly 
	
	
	

	Writing reports
	
	
	

	Numerical task

	Copying numbers accurately
	
	
	

	Interpreting numerical data including on spreadsheets or in graphs / visual formats
	
	
	

	Completing arithmetic calculations accurately and efficiently 
	
	
	

	Following a sequence/procedure
	
	
	

	[bookmark: _Int_vDOScSXw]Checking data and knowing when it is “in the right ball park”
	
	
	



	Level of difficulty
	Minor
	Moderate
	Considerable

	Speech and Comprehension

	Following a conversation
	
	
	

	Contributing to a discussion
	
	
	

	Presenting thoughts succinctly
	
	
	

	
Organisation

	Planning and prioritising work
	
	
	

	Meeting deadlines
	
	
	

	Keeping documents in order
	
	
	

	Working efficiently
	
	
	



Following the assessment, the report will be shared with both the employer (or main contact listed on the booking pack) and the employee.


Pre-Assessment Questionnaire for Employee.
To be completed by the employee. 
Please fully complete this section as this section only will be passed to the assessor. 
Thank you for completing this questionnaire. It is very helpful to have feedback on what you find challenging.  Everything you include in this response will be treated entirely confidentially and only used for the purpose of forming a more complete picture of the difficulties you experience. 
Where possible please type the details and avoid handwriting the answers.
	Title:
Mr,Mrs,Miss,Ms,Mx

	

	Preferred pronoun:
	

	Full Name:
	

	Known as:
	

	Date of Birth:

	

	How do you identify yourself?
	Male
	Female
	Non-binary
	Prefer not to say

	Email address*:
*must be provided as the meeting invitation & instructions will be sent to this email address.
	

	Home address:
	

	Contact Telephone number:
	

	Job Title:
	

	Date started in current role:
(You must have been in the job role for a minimum of 6 weeks)
	

	Date of any previous diagnostic assessments:
Please provide a copy if available
	





General Information

1) Can you provide a very brief description of your job role, the priorities in it and any particular pressure points or key performance criteria?




2) In General Terms, what difficulties do you think your dyslexia is posing for you in carrying out your duties?





Specific Issues:

Dyslexia generates different strengths and weaknesses for every individual. To further inform our professional assessment; please can you indicate where you have experienced challenges arising within the workplace. Here is a list of areas which can be challenging for individuals with dyslexia. 

	[bookmark: _Hlk115437566]Level of difficulty
	Minor
	Moderate
	Considerable

	Memory and Concentration

	Following verbal instructions
	
	
	

	Remembering Messages/ Appointments/Meetings
	
	
	

	Concentrating for long periods
	
	
	







	
Level of difficulty
	Minor
	Moderate
	Considerable

	Visuo – Motor Skills

	Inputting data on computer/calculator 
	
	
	

	Analysing complex visual information such as maps, graphs, tables or figures
	
	
	

	Navigating themselves in large or complex buildings
	
	
	

	Sequencing

	Filing
	
	
	

	Retrieving files
	
	
	

	Looking up entries in dictionaries/directories
	
	
	

	Reading:

	Following written instructions
	
	
	

	Following technical information
	
	
	

	Detailed comprehension at speed
	
	
	

	Recalling what has been read
	
	
	







	
Level of difficulty
	Minor
	Moderate
	Considerable

	Writing tasks

	Spelling
	
	
	

	Handwriting
	
	
	

	Expressing ideas in writing
	
	
	

	Writing memos, emails, letters
	
	
	

	Drafting complex material quickly
	
	
	

	Writing reports
	
	
	

	Numerical task

	Copying numbers accurately
	
	
	

	Interpreting numerical data including on spreadsheets or in graphs / visual formats
	
	
	

	Completing arithmetic calculations accurately and efficiently 
	
	
	

	Following a sequence/procedure
	
	
	

	Checking data and knowing when it is “in the right ball park”
	
	
	

	
Level of difficulty
	Minor
	Moderate
	Considerable

	Speech and Comprehension

	Following a conversation
	
	
	

	Contributing to a discussion
	
	
	

	Presenting thoughts succinctly
	
	
	

	Organisation

	Planning and prioritising work
	
	
	

	Meeting deadlines
	
	
	

	Keeping documents in order
	
	
	

	Working efficiently
	
	
	



Following the assessment, the report will be shared with both the employer (or main contact listed on the booking pack) and the employee.




bdadyslexia.org.uk
British Dyslexia Association is a registered charity in England and Wales (289243).
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