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Target Skills
Leading your team everyday 

Publics
Managers, supervisors, team leaders in post or on the starting line

Requirements
In a position to manage a team of several people

Goals
- Identify the role and responsibilities of the manager.
- Setting objectives
- Organize, plan, delegate, control activity
- Managing team difficulties
- Managing diversity - understanding disability

Academic and technical approach
- Group training in the training room
- Self-assessment of your management method.
- 70% training, role-playing and simulations of managerial interviews and work situations
- 10% methodical and theoretical input
- 20% exchange of experiences to elaborate ways of thinking
- Delivery of support material
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Define the function of an inclusive manager. 
Knowing yourself better as a manager
The different managerial postures.
Supervising the activity, supervising the team
Identify your roles as a manager.

Develop your analysis of a work situation in an Inclusive Enterprise.

Defin disability
Understand the laws defining the concept of disability.
Identify the categories and types of disability.
Understand the impact of disability in the professional environment.

Differentiate between disability and disability situation.
Use the right words to talk about disability and reduce the emotional burden.
Identify the tools to compensate for the disability.

Analyse and share feedback
Analyse feedback to identify indicators of success
Identify persistent obstacles.
Share and capitalise on lessons learned

Learning and learning disabilities
Creating a learning environment
Learning disabilities and interpersonal relations issues
Imagining accessible formulations and materials

Analyse of practices
Building new solutions with co-development

Communicating to gain support, regulate, collaborate and motivate different people
Self-assertion.
Congratulate to capitalise on successes
Encourage
How to manage a conflict situation
The levers of motivation

D1 - Reflect on your role as an inclusive manager 

D2 – Supporting persons with disabilities.

D3 – Acting on accessibility

D4- Analyse and enrich the way of being an inclusive manager
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Methods of control and monitoring
- Attendance sheet per half day
- Delivery of a course certificate
 

Publics Evaluation methods
Managerial role-playing exercise to evaluate the acquired knowledge

Validation procedures
Delivery of evaluation certificate
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Pedagogical Sequencing 

DAILY MANAGEMENT IN AN INCLUSIVE COMPANY 
 

 

 SP Timing OBJECTIVE Content of the sequence Themes Modality Points to raise 
 

Interest Examples of references 
 

 Day 1 – Reflecting on your role as an inclusive manager     

00 1h30 Getting to know each other 

00.1 

9h00 
 
 
 

1h00 
 
 
 

10h00 

Position yourself 
as an actor in your 
training 

• Opening remarks (context and meaning) by 
representatives of an inclusive business 
network and a director of a facility  

• Express the objectives of the training and the 
structuring in two two-day modules: 2D + 2D 
with intersessional work 

• Introduction of the trainer 

• Presentation of the trainees 

• Collection of expectations (noted on flip 
chart) 

• I" rules 

• Presentation of the logistical rules of the  

• training course (breaks, meals, registration...) 

 In a group 
setting 

What I want to say about myself 
My personal and/or professional background, my 
Inclusive Company, my sector of activity, my team. 
Mutual knowledge: necessary for exchanges in 
training / initiates the "network" dimension 
between managers on a daily basis in an Inclusive 
Enterprise 
A few words about the meaning I give to my work, 
my professional involvement, the essential values 
for me and what allows me to keep the CAP   
What are the questions and concerns at the 
beginning of the training? 
I would like the training to bring me.... 
A slogan to define my job (come and write it down, 
explain it and sign it on the flip chart) 

 
 

Getting to know each other's 
managers. 

 
 

 

 

00.2 

10h00  
 

30’ 
 

10h30 

The 4 areas of 
competence 
identified in the 
program 

• A look back at the study carried out under 

the Erasmus program 

o Inclusion within the company 

(values, leadership....) 

o Inclusion in human resources 

management 

o Inclusion in the daily functioning 

of the company 

o Inclusive leadership and self-
management 

2 - 
MANAGEMENT 

In a group 
setting 
 

 Present the results of WP4 
Consistency of results across the 
4 countries 

 

01 2h Defining the role of the inclusive manager     

01.1 

10h30 
 

30’ 
 

11h00 

Getting to know 
yourself better as 
a manager 

Participatory: Games 
Identify through a card game its main values.  
 
Presentation of the different management styles 

Participatory 
Persuasive 
Delegate 
Direct 

2 - 
MANAGEMENT 

In small 
groups  
 
 
 
In groups 

Question your stock selection. 
Why is this important for you and your teams? 
How can I apply these values within my 
department and to my teams? 

  

01.2 

11h00 
 

30’ 
 

The different 
managerial 
positions 

Reconciling high standards and benevolence 
 

• I give the framework 

• I listen to 

2- 
MANAGEMENT 

In a group 
setting 
 

Understanding key postures   
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 SP Timing OBJECTIVE Content of the sequence Themes Modality Points to raise 
 

Interest Examples of references 
 

11h30 
 

• I host 

• I congratulate 

01.3 

11h30 
 
 

30’ 
 
 
 

12h00 

Supervising the 
activity, 
supervising the 
team 

Expository : 
The etiological origins of management :  
- Italian 'mangaere' (holding the horse's reins)  
- French "mesnager" (managing the resources of 
the dwelling) 
 
 
 
Participatory: Role plays 
Debrief on the need for a framework to secure the 
means, tools and performance of production" but 
also to allow freedom of action. 

2- 
MANAGEMENT 
Setting the 
scene 

In a group 
setting 
 

The framework has a "binding" function 
The framework must be both rigid and flexible to 
evolve with time and situations. 

- I share and explain the issues, I give 
meaning 

- I formalise an action plan and deadlines. I 
give and explain the means to share the 
how-to.  

- I set one or more clear and achievable 
goals (SMART) 

The clearer and more explicit the framework, the 
greater the freedom of expression within it. 

The notion of a framework 
What is a frame for you? What 
do you manage? (activity, team 
...) 
What is the framework of your 
daily professional practice? 
What is an inclusive framework? 

 

01.2 

12h00 
 
 
 

30’ 
 
 
 

12h30 

Identify your roles 
as a manager 

Participatory and expository: 

• Question: "What are the functions of a 

supervisor? » 

• Sub-group work: "What are the roles of the 

manager in these functions? "restitution 

capitalisation 

 
Summary: The posture must be adapted to the 
situation and to the person being addressed. 
Expert - Manager - Leader - HR Relay 

2- 
MANAGEMENT 

In small 
groups 
 
 
 
 
 
 
 
 
In groups 

Instructions: For you, "Being a supervisor" is...? / 
It is not...?   
Individual work: For each person, maximum 3 
answers for each (obligation to choose). 
Then share: everyone writes their proposals on the 
board. 
The management of a team can be broken down 
into 5 areas: 

- Plan ahead, 

- Organise, i.e. mobilise with an action plan, 

- Monitor and evaluate, 

- Communicate, 

- Developing skills 

- Taking into account the uniqueness of 
each individual 

Work is to act, to act and to 
learn (double A). Work is related 
to doing: Doing is learning, it is 
building methods to learn.  
Power to act: empowerment. A 
coach is a facilitator of 
empowerment. Empowerment 
and self-determination 

 

 1h00 Lunch break 

02 2h00 Develop your analysis of a work situation in an Inclusive Enterprise     

02.1 

13h30 
  

20’ 
 

13h50 

Preparing for a 
visit to an 
inclusive company 

Task: Qualitative visit of the work organization of 
an Inclusive Company 

1- 5 teams drawn at random : 

2- Employees 

3- Organisation and adaptation of 

workstations 

4- Framing tools 

5- The place, role and position of supervisors 

6- Free observation 

 Workshop 
visit of an 
inclusive 
company 

Each participant removes a piece of paper from a 
cap: these represent colours.  
The participants are grouped according to colour 
and learn about their observation "mission". 
 
Instructions will only be shared with them after the 
visit.  
Each subgroup prepares its observation. 

Look at the "men" at work and 
the environment around them, 
without forgetting the proximity. 
This distribution of observations 
guarantees an organisation of 
debriefing allowing relevant and 
complementary fields of 
observation. 
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 SP Timing OBJECTIVE Content of the sequence Themes Modality Points to raise 
 

Interest Examples of references 
 

02.2 

13h50 
 
 
 

1h00 
 
 

14h50 

Visit the 
production 
workshop of an 
Inclusive Company 

Phase 1: In the classroom, presentation by the 
professional who will be conducting the visit (10') 
Phase 2: Visit (40') 
Phase 3: Questions / Answers, participants ask 
questions to complement their understanding of 
what they have observed ( 10') 

 In small 
groups for 
situation 
analysis 

   

02.3 

14h50 
 

40’ 
 

15h30 

Analysing the 
observations 

Debriefing in two sub-groups: Management and 
organization  
Sharing in a large group and capitalizing on the 
definition established in the morning 

Extract from 
the ANACT file 
"10 questions 
on work 
management 

In groups   Extract from the ANACT file 
"10 questions on work 
management 
 

03 1h00 Developing competence in inclusive enterprise     

03.1 

15h30 
 

10’ 
 

15h40 

Identify the 
components of a 
competence 

Expository :  
Explanation of Le Boeterf's definition:  

- Knowing,  
- Know-how,  
- soft skills,  
- relational and organisational capacity  
- motivation to do so. 

-  

2- 
MANAGEMENT 

In groups   Developing and 
implementing competence: 
How to invest in 
professionalism and skills 
by Guy Le Boterf 

03.2 

15h40 
 

50’ 
 

16h30 

Develop the 
autonomy of your 
staff member 
 

Participatory : 

• Hersey and Blanchard" test 

• Advantages and disadvantages of its natural 

style 

Parallel with the autonomy of the employee. 

2- 
MANAGEMENT 

In groups directive management: the manager tells his 
employees what to do and how to do it, without 
further information. Everyone has to do what they 
are told to do to the letter. 
 persuasive management: the manager convinces 
and guides his troops by communicating some 
data to them. 
  participative management: the manager involves 
his team more. Decisions are taken collectively and 
initiatives are encouraged. 
 delegative management: while keeping a certain 
eye on things and remaining available, the 
manager delegates a large part of his 
responsibilities to his colleagues. 

  

000 

16h30 
 

30’ 
 

17h00 

Preparing for 
what comes next 
and closing the 
day 
 

Give each person the framework of their action 
commitment for the intersession: individual 
reflective work (20') 
Thermometer for the day: everyone gives their 
temperature for the day. (10’) 

 In groups    
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 SP Timing OBJECTIVE Content of the sequence Themes Modality Points to raise 
 

Interest Examples of references 
 

  Day 2 - Supporting people with disabilities 
 

000 
9h00 
15’ 

9h15 

Anchoring 
messages from 
the previous day 

3 elements retained from day 1  In groups 
 

   

04 3h05 Defining disability     

04.1 

9h15 
 

60’ 
 

10h15 

Understand the 
laws surrounding 
the concept of 
disability 

Expository : 
Understanding the legislative contexts for 
Inclusive Business  
Reading the law: disability + context and 
environment = disability situation 

1 - Inclusion 
and Enterprise 
+ State of the 
art 

In groups 
 

 "When we talk about disability, 
what comes spontaneously to 
your mind? 
 
"hand in cap: gambling analogy 
and equal opportunity principle 

 

04.2 10h15 
 
 
 
 
 
 
 

2h05 
 
 
 
 
 
 
 
 

12h20 

Identify families 
and types of 
disability 

Participatory : 
QUIZ: Alternating questions and input slides.  
 
The 5 families of disability with the main 
typologies and their impact on the professional 
sphere and the associated constraints: 

• Physical - Motor: Reduced mobility, MSD, 

Wheelchair users 

• Sensory: Hearing impairment, visual 

impairment 

• Psychological: Schizophrenia, Bipolar, GAD, 

Burn Out + input on addictions. 

• Mental - Cognitive: DYS, Autism,  

• Disabling diseases: Diabetes, fibromyalgia, 

cancer 

 
Summary of the sequence on the characteristics 
of disability and the indicators of vigilance on a 
disability situation that is becoming established or 
worsening. 

 
4 - 
understanding 
disability 

In groups 
 
To enable 
everyone 
to discuss 
the 
specificity 
of certain 
disabilities 
that are 
dealt with 
on a daily 
basis 

Preconceived ideas about disability, stereotypes, 
prejudice and discrimination 

Disability in history: from a medical to a social 
model 

The functional classification of disability Cf. Wood 

Focus on three key principles 

- Accessibility,  

- compensation, the disabled person at the 

centre of the system   

- Disability and Work: Benchmarks for 

Understanding  

 

To step back and broaden one's 
view of possible disability 
situations 

Understanding the process of 
developing disability situations  

To know the main lines of the 
legal and regulatory framework 
relating to disability   

Setting benchmarks for the 
employment and training of 
disabled workers 

 

Disability Production 
Process (DPP), initiated by 
Fougeyrollas and his 
colleagues: interactionist 
model of disability and 
analysis tool  

 

04.3 

 
Appréhender les 
impacts du 
handicap dans le 
milieu 
professionnel 

05   Differentiating between disability and disability status     

05.1 

12h20 
 
 
 

10’ 
 

Using the right 
words to talk 
about disability 
and reduce the 
emotional burden 

Expository : 
As a summary of the morning session: 
differentiate between the vocabulary of the 
medical profession (deficiency, illness, incapacity) 
and the professional vocabulary that speaks of the 

4 - 
understanding 
disability 

In groups 
 

 Distinguish : 
- Impairment  

- Incapacity 

- Disability 

- Disability status 
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12h30 

situation and the context in a dynamic of restoring 
equity or reducing the situation of disability.  
 
Putting the person at the centre of the decision: 
what do you need? 

 1h00 Lunch break 

05.2 

13h30 
 

2h30 
 

16h00 

Identify the tools 
for disability 
compensation 
 
 
 
 
 
 
 
 

Participatory : 

• Work in sub-groups to reflect on ways of 

compensating for each disability gap. 

• Mutualisation and capitalisation 

• Contribution if necessary and synthesis 
through 4 examples 

4 - 
understanding 
disability 

In small 
groups 
 
 
Collective 
synthesis 

Distinguish between the person in a training 
situation and in a work situation 
 
The concept of reasonable accommodation 
 
 

Materials: Disability cards (hearing, 
visual, intellectual, psychological, 
disabling, motor) 
   
Choose a specific situation (employee, 
workstation) and cross-reference the 
input from the sheet with the Disability 
Creation Process diagram 
' Identify risk factors 
' Identify compensation needs 
' Propose solutions   
 

Guide to disability 
compensation 
 
Reasonable design 

000 
16h30 

30’ 
17h00 

Closing the day Writing an action plan for the intersession (30') 
Talking stick: 1 word for his or her feelings about 
these two days (10') 

 
 
Individual 
action plan 

In groups 
 

 Intersession: Observe situations 
in the field (compliance with an 
instruction, for example) through 
the work situation reading grid to 
identify what constitutes a 
handicap or success in the work. 

 

 

https://www.unea.fr/sites/default/files/guide_compensation_handicap-2.pdf
https://www.unea.fr/sites/default/files/guide_compensation_handicap-2.pdf
https://www.unea.fr/sites/default/files/171205_ddd_guide_amenagement_num_accessible.pdf
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 Day 3 - Acting on accessibility 

000 
9h00 
45’ 

9h45 

Repositioning 
yourself as an 
actor in your 
training 

• Weather of the day on the intersession 

• What did you find useful in the day-to-
day work you did in the first two days? 

 In groups 
 

   

06 2h45 Analyse and share feedback 

06.1 

9h45 
 
 

1h30 
 
 
 
 

11h15 

Analyse 
feedback to 
identify 
indicators of 
success 

Participatory 
Reflective work with the framework provided 
by the trainer. Each person analyses a success 
story (launch, course of action and exchanges, 
personal contributions to identify when they 
knew or felt that this experience would be a 
success) 
Then he/she details a persistent blocking point 
(context, explanations, actors, and why he/she 
has a problem with it) 

3 - inclusive in 
everyday life 

In groups 
Feedback 

Making work accessible 
 

Findings, questions and 
collective search for solutions 

 

Based on situations observed 
by participants during the 
intersession, this day offers 
the opportunity to 
appropriate, deepen and 
enrich what has been 
discussed previously in order 
to make the work accessible.    

 

06.2 
Identify 
persistent 
blockages 

 In groups 
Feedback 

   

06.3 

11h15 
 

1h15 
 

12h30 

Pooling and 
capitalising on 
lessons learnt 

Participatory 
Each participant comes to present his or her 
work to the group, the trainer notes the 
indicators of success on the paper. 
 
The group synthesises the indicators into an 
item to be aimed at when the experiment is 
repeated. The target is the indicator, not the 
end of the experiment. 
Remark: the blocking points will be analysed in 
D4 

3 - inclusive in 
everyday life 

    

 1h00 Lunch break 
07 3h00 Learning and learning disabilities 

07.1 

13h30 
 
 

30’ 
 
 

14h00 

Creating a 
learning 
environment 

Expository : 
History of learning: behaviourism, 
constructivism, socioconstructivism. 
Create a modifiable and modular environment. 
Rely on experimentation and interaction  
Comfort zone - learning zone and panic zone 

3 - inclusive in 
everyday life 

  

 

To know the cognitive 
functioning in general 
(attention, memory, language, 
praxis...) 
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07.2 

14h00 
 
 
 
 

1h30 
 
 
 
 

15h30 

Learning and 
interpersonal 
disorders 

Expositive and participatory 

• Focus on learning disabilities and 

differences in relationships. 

Mental and cognitive disabilities: DYS, Autism, 
Brain damage, ... 

• Case study based on a participant's 

proposal 

• Synthesis on the consequence in 
professional situation: adaptation of 
tasks and mission, repetition of 
instructions relative autonomy in time. 

3 - inclusive in 
everyday life 

 Disability categories: specificities, issues and 
challenges 
 
Observation and analysis grids and other 
methodological tools  
 
Environmental factors: structuring, stimulating and 
supporting functions... 
 
Personal factors: relationship play, routines, defence 
mechanisms, recognition of one's situation, etc. 
 

To understand what learning 
disabilities are (dysfunctional 
disorders, intellectual 
disabilities, attention deficit 
disorders, etc.) in order to be 
able to develop appropriate 
solutions 

 

Self-esteem and disability: 
definition, links between self-
esteem and competences, 
attitudes to be sought by the 
supervisor 

 

 

07.3 

15h30 
 
 

1h00 
 
 

16h30 

Designing 
accessible 
formulations and 
materials 

Participatory 

• Role-playing "Giving the right 

instruction". 

Feedback on reformulation. 

• Sub-group work: using an existing 
medium, work on adapting it for better 
understanding by all 

3 - inclusive in 
everyday life 

In sub-
groups 

Ex Documents in FALC  
Visual instructions 
 
 

Improving the accessibility of 
information 

• Identifying useful and 
useless or even 
parasitic information 
in the working 
environment 

 
 

 

000 
16h30 
30’ 

17h00 

Closing the day Feelings about the day and expectations for 
the last day 
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 Day 4 - Analysing and enriching the way you are an inclusive manager     

000 
9h00 
30’ 

9h30 

Anchoring 
messages from 
the previous day 

2 post-it notes: "What I have retained for 
myself", "What I will share with my colleagues 

     

08 3h00 Analysis of practices     

08.1 

9h30 
 
 
 
 
 
 

2h00 
 
 
 
 
 
 
 
 
 
 

11h30 

Building new 
solutions with co-
development 

Participatory 
Selection of a topic: consultation with the 
group to select one of the sticking points raised 
in D3 

• The client presents his problem 

• Consultants ask questions to clarify 

• The client reformulates his problem 

• The consultants propose their thoughts 

(solution, question, opinion, etc.) 

• The client synthesises 

• The client builds an action plan 

• The group assesses the transferability of 

the ideas put forward. 

 
Throughout the exercise, the trainer ensures 
that the role and the time limits are respected. 
He will accompany the client in formulating his 
problem (positively formulated objective that 
depends only on him, etc.) 

 Drawing on 
trainees' daily 
experiences 
 
Work in 
groups to 
understand 
the situation 

The learning organisation: principles, aims and 
challenges  

 

The power to act in an organisation - sociology of 
organisations and empowerment  

 

Learning: the scale of learning, conditions for 
learning, definitions of the learning process 

 

The concept of competencies: definition and issues 

 

The notions of real and prescribed work + activities 
and tasks: definitions 

 

• Clarify and question the 

roles of the inclusive 

manager in relation to a 

supportive posture 

• To identify the aims, 

principles of action and 

benefits of a learning 

organisation in an 

inclusive company, 

through the practices of 

the participants 

• To have the benchmarks 

to understand the 

learning process, the 

concepts of 

competences, 

management and 

learning organisation.  

• Develop an individual 

action plan to use the 

benefits (or gains) of the 

training in your own way 

 

The work manager and the 
principle of subsidiarity (cf. 
ANACT) 

 

09 3h30 Communicating to gain support, regulate, collaborate and motivate different people  

09.1 

11h30 
 

1H’ 
 

12h30 

Assertiveness Reframe constructively and bring out a 
solution 
 
Participatory 
Reframing" role plays 

4 - inclusive 
leadership 

Setting the 
scene 

DESC method 
Describing the facts 
Expressing feelings 
Specify the solution 
Conclude its positioning 

  

https://www.anact.fr/10-questions-sur-le-management-du-travail
https://www.anact.fr/10-questions-sur-le-management-du-travail
https://www.anact.fr/10-questions-sur-le-management-du-travail
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A manager needs to reframe his insistent 
employee, who wants a bonus even though he 
has not achieved his objectives. 
 
Feedback and input on the DESC method 
 
Have them create a situation for example: 

- How to give constructive criticism 
- How to express disagreement 

-  

 1h00 Lunch break 

09.2 

14h00 
 
 

30’ 
 
 

14h30 

Praise to 
capitalise on 
successes 
Encourage 

Participatory 
Gift games 
In pairs, for 2 minutes each participant has to 
say positive things to their partner. 
 
Feedback and input on the fact that 
congratulating should be based on facts and be 
an opportunity to share good practices. 

4 - inclusive 
leadership 

    

09.3 

14h30 
 

1h 
 

15h30 

How to manage 
a conflict 
situation 

Using non-violent communication in conflict 
management 
Transfer by the trainer of the methodology so 
that participants can replicate the experience 
with their peers at their structure.  
 
Delivery of the explanatory document of the 
methodology 

4 - inclusive 
leadership 

 Observe 
Expressing your feelings 
Assessing your needs 
Request 

  

09.4 

15h30 
 
 
 

1h00 
 
 
 

16h30 

The levers of 
motivation 

Expositive 
Motivating factors and needs 
The Maslow Pyramid 
Intrinsic and extrinsic motivation 
 
Setting the scene 
Drivers of motivation 
Understanding employee behaviour 

• The "be strong 

• The "Make an effort" approach 

• The "hurry up 

• The "Do-gooder" approach 

• The 'be perfect'. 

4 - inclusive 
leadership 

In groups 
 
 
 
In sub-groups 
 

 
 
 
 
 
 
 
Detail for each driver 
Positive behaviour 
Negative behaviour 

  

000 30’ 
Concluding the 
training action 
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16h30 
 

30’ 
 

17h00 

 Delivery of documents: training certificate and 
evaluation form 
Round table discussion on the overall feeling of 
the training action (4 days with intersession) 

     

End of course 
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