
Access to Work Online Application Guide 

General tips for completing the online application form: 
 

1. You may have not had any access support for work before, so it’s a good idea to 
think about the framework of your job (or future job) and really think about the 
support you need. This is especially difficult if you are just used to getting on with 
things the best you can without any support in place. Think about your journey to 
work, what tasks you carry out at work, any meetings, presentations or wider 
travel and it’s a good idea to make a note of the support you need for specific 
aspects of your job. 
 

2. Remember to give an accurate representation of your disability, it’s best to be as 
open and detailed as you can. Don’t assume that Access to Work will be familiar 
with your disability, it’s important to detail the complexity and how it affects you 
as deeply as possible.  

 
3. Don’t worry if you feel like you are repeating yourself, you may find that the 

questions are similar to one another and it’s good to reiterate your point when 
needed.  

 

This resource offers guidance with screen shots of what to expect when 
completing the initial online Access to Work application form.  

To access the online application form go here: https://www.get-disability-work-
support.service.gov.uk/apply/condition  



Section 1: “What you are your conditions or disabilities?”  

 

Here, you should list all your relevant 
conditions / impairments. It’s helpful if they 
match any medical evidence you may use 
later on.  

 

 

Section 2: Travel to Work  

“Do you want some help to get to work?” 
This is a multiple-choice answer relating to all 
travel connected to work: 

Answer “No, I can get to work ok” if you don’t 
need access support for any work-related 
travel.  

Answer “Yes, I want help” if you do need to 
apply for funding related to travel for work (eg 
for meetings, auditions, performances, to/from 
your studio or place you regularly go to do 
work). If you answer “Yes, I want help” you will 
be asked “How do you get to work at the 
moment?” (tick all that apply)  

● Car, lift or taxi 
● Bus or tram 
● Walking or cycling 
● Train or tube 
● Something else (you will be asked to specify)  

 



 
For all the answers you tick, you will 
then be asked why you can’t carry 
on using those methods. An 
example here is if you ticked Bus or 
Tram. “Why can’t you carry on 
catching a bus or tram?” You 
need to explain why that method is 
inaccessible long-term. This might 
be that taking public transport 
causes you great anxiety and that is 
causing you to be unreliable in 
turning up for, or performing well at 
your various work commitments.  
 
The next questions asks how often 
you use that method of transport 
(counting each journey separately - 
ie a return journey equals two 
journeys). 
 
If you have already been self-employed for some time, you can base it on your average 
number of journeys per week or month. If you are newly self-employed you will need to 
provide a realistic estimate based on the activity you expect to be doing.  
 
 
 
 
 
 
 
 
 



The next question asks you to confirm 
whether public transport options are 
accessible to you by asking “Is it 
impossible for you to get to and 
from work using any of these?” Tick 
all methods that you can't use at the 
moment 
   

• Car, lift or taxi 
• Walking or cycling 
• Train or tube 
• No, you could use all of these 

 
 
If you tick any of the top three you will 
be asked to explain why you can’t use 
those methods of transport. If you tick 
“No, you could use all of these” you will 
not be eligible for funding to support 
your work-related travel.  
 
 
 
 
  



Section 3: Barriers at work 
 
“Does your condition make it harder 
for you to do your job?” 
If you answer No to this you will not be 
eligible for any support at work.  
If you answer Yes you will also be asked 
to give details “How is it harder?” Here, 
you can describe the disabling barriers 
you face when working. For example, 
you are a D/deaf theatre maker who 
uses British Sign Language (BSL). 
Attending meetings with potential 
venues or collaborators who are not BSL 
users makes communication impossible. 
 
“Do you do anything to get around 
these problems at the moment?” 
If you answer Yes you will be asked 
“What do you do?” 
Following on from the previous example. 
You might avoid face to face meetings at 
the moment and communicate by email, 
but that in itself is creating a barrier to 
networking with the right people to 
become a successful theatre maker.  
 
“Do you know what you need to help you with this?” 
If you answer Yes you will be asked “What would help you?” 
This is your opportunity to explain about your specific access requirements. If you 
and/or a medical professional has identified what would help to make the work 
environment accessible, explaining that here will help the assessors understand what 
you need. Following on from the previous example, you would need to employ BSL 
interpreters to provide full communication support at meetings and other commitments.   
  



Section 4: Employment Status and place of work 
 

Next, the form asks you what your 
employment status is. Select one of the 
three options: “Employed”, “Self-
employed” or “Company Director”. If 
you haven’t started yet select the one that 
will apply to you. If you’re on or about to 
start an apprenticeship, work trial, work 
experience, internship or 'Permitted Work’ 
select employed. If you are on an LTC 
Equity contract that gives you rights as an 
employed person and you are still a 
freelancer, select employed. If more than 
one option applies, then you need to make 
separate applications for the different types 
of work. 

 
 
 
Answering “where you work” is slightly 
different depending on whether you are 
self-employed, employed or the director of a 
limited company. Each answer is fairly 
straight forward and includes job title, 
employer (if applicable) and address. 
  
 
 
 
 



 
Next, you need to provide 
information about the start date of 
your job and how often you work.  
 
If you work various days and hours 
per week then put the average. 
This will help determine how many 
hours support will be covered by a 
grant if you are asking for a support 
worker. Think about this carefully 
and be sure not to underestimate 
the number of hours you’ll be 
working.  
 
 
 
 

 
If you are employed you will also be asked 
to provide the name of a person at your 
place of work who can authorise payment 
for items and services in your support offer. 
You will need to provide either an email 
address or phone number.  
 
 
 
 
 
 
 
 
 
 



Section 5: About you 
 
This section asks you to provide your first name, 
last name, date of birth and address.  
 
 
If you would like Access to Work to speak about 
your application to a nominated representative 
you can add their details on the question “Who 
do you want to be contacted about your 
condition, award or application?”. This might 
include an employer who is experienced with 
Access to Work applications or an existing 
support worker who provides communication 
support. If you’re not sure right now, you can 
request for someone to be added as an 
authorised contact later in the process.   
 
 
 
 
 



Section 6: Declaration 
 
Next you will be required to submit the application, agreeing that the information is 
correct, you’ll inform Access to Work of any changes and that you agree to the email 
terms. The email terms can be found here:  https://www.get-disability-work-
support.service.gov.uk/apply/email-terms  
 
After the form has been submitted you will be contacted by an Access to Work advisor.  
 

 
 
Get help 
Telephone Access to Work 
0800 169 0154 

Monday to Friday, 8am to 6pm 

Closed public holidays 

Email 
dwponline.helpdesk@dwp.gov.uk 
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