
 

GUIDING SPECIAL NEED 
STUDENTS AT WORK   

 

Building the Future Together 
Thank you for enabling our student to learn at work. The student may become 
your future colleague and part of your work community. How they are 
included in the working group, significantly affects their integration and future 
work success. 

This guide is intended for workplace instructors, who mentor and support 
diverse learners. Your role is vital in the student’s journey toward working life. 
Let’s enable future learning and employment opportunities for student 
together. 

 

Open and Respectful Communication 
Open and respectful communication among all members of the work 
community reduces prejudice and misunderstandings. It's important to 
discuss about thoughts related to encountering diversity in the workplace. 

Students are not required to share all the information about their need for 
special support at the workplace. Some students may feel ashamed of 
learning difficulties or simply choose not to share them. It's crucial for the 
workplace instructor to take time to get to know the student and build a 
trusting and open relationship. This helps the student feel safe to share their 
support needs and strengths. 

Sometimes a student may not recognize or acknowledge their own need for 
support. In such cases the instructor should encourage and clearly 
demonstrate, how tasks should be done and allow extra time for completing 
them. 

Including the student in the work community is essential. Even just listening to 
conversations during coffee breaks, can be meaningful for the student. 



 

What Is Special Support? 
Special support refers to instructional guidance and specific teaching or 
mentoring arrangements tailored to individual needs. 

Everyone learns in their own way. We all have strengths and skills, and 
recognizing these is just as important as identifying learning difficulties. 

Many students may face learning challenges. These are not self-inflicted and 
do not indicate stupidity, laziness, or incompetence. When students support 
needs are identified and addressed, their limiting effects diminish. 

A good workplace instructor is genuinely interested in the student and wants 
to understand their situation. Not everything needs to be known immediately. 
A good instructor also acknowledges their own imperfections and embraces 
continuous learning, which motivates the student as well. 

 

Common Learning Difficulties 
1. Reading and Writing Difficulties 

• Trouble reading text and understanding content 
• Feeling like learning nothing in text  form 
• Discomfort with reading aloud 
• Difficulty in writing words correctly 

2. Math Learning Difficulties 

• Struggles with basic arithmetic or gaps in skills 
• Difficulty understanding mathematical symbols like parentheses or 

multiplication signs 
• Problems estimating quantities or converting units 
• Numbers may get mixed up or omitted 

3. Perception, Attention, and Concentration Difficulties 

• Trouble assessing spatial relationships or seeing the whole from parts 
• Difficulty knowing when a multi-step task is complete 
• Challenges with concentration, following instructions or finishing tasks 



 
• Losing or forgetting items 
• Inconsistent performance 
• Carelessness and distraction from external stimuli 

4. Language Difficulties 

• Challenges in understanding and producing speech 
• Difficulty with long or complex instructions 
• Hesitation to participate in conversations 

 

 

Supporting the Student at the Workplace 
A) Learning-Friendly Work Environment 

• Sufficient time for learning and doing tasks 
• Visual and clearly worded task instructions 
• Instructor is available 
• Adequate time allocated for orientation (including safety training) 
• Environment designed with a teacher or mentor to support individual 

learning styles 
• Calm atmosphere with reduced sensory stimuli (noise, smells, 

movement) 
• Option for shorter workdays 
• Student works alongside an experienced employee 
• Opportunity to focus on one task at a time 

B) Instructions at the Workplace 

• Teach basics first, then gradually increase difficulty 
• Be a safe and approachable instructor 
• Recognize prior knowledge and strengths 
• Teach one thing at a time 
• Encourage and remind that failure is part of learning 
• Consider the student’s personal learning plan and needs 
• Help the student understand the overall task 
• Use varied instruction: demonstrate, explain, show pictures 
• Ensure the student understands instructions 



 
• Explain professional terminology 
• Agree on guidance practices: when, where, and how often progress is 

reviewed 
• Clarify how practical tasks relate to qualification requirements 

 

 

 

 

 

 

 

 

 

Addressing Concerns 
If concerns arise at the workplace: 

• Discuss calmly with the student 
• Most issues can be resolved through conversation 

Contact school personnel, if anything remains unclear - for example, if the 
student is frequently late, seems unusually passive or if conflicts occur. 

Students may not know how to bring up difficult topics or how to act in certain 
situations. They may also interpret events differently than instructors or 
coworkers. 

 



 

 

Encouraging Feedback and Growth 
The instructor should highlight the student’s strengths and successes with 
encouraging and motivating feedback. Good feedback is constructive and 
realistic. 

Feedback helps the student build self-awareness, identify strengths and 
areas for development. It also helps in setting goals and discovering interests. 
This supports student in career planning. 

When giving verbal feedback, the instructor can write down key points or the 
student can record it for later review. 

Feedback is also shared with school personnel to improve practices and 
support students’ workplace learning. After the learning period, it’s important 
to evaluate together how it went, what can be learned and how to improve 
guidance and support together. 
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