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If you have any queries regarding the content of this policy and procedure, please contact HR on HR@walthamforest.gov.uk the HR team will be able to give advice and practical guidance on this process as required
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1.0 
Background 
The Council aims to give all its employees the tools and support they need to undertake their role and contribute to the Council’s priorities so that they can deliver effective public services and to ensure value for money.
Additionally, the Council has legal obligations under the Equality Act 2010 to both employees and job applicants who have a disability. The Council aims to ensure that employees are supported and can fulfil their jobs successfully and contribute to the success of the organisation while learning and developing their careers. 

The Council is an equal opportunities employer and actively promotes the interests of all protected groups. The Council is a disability confident employer, which offers benefits to disabled employees, job applicants and the Council as a whole.

The guidance aims to: 

1 Bring a more diverse range of experiences and skills into the Council through our recruitment campaigns;

2 Improve the Council’s reputation with our customers, disabled residents and staff, key stakeholders and our partners;

3 Assistance in offering a better understanding of our disabled customers and improving our ability to respond to queries
4 Assist managers in dealing with disability matters, to meet their responsibilities and create a workplace culture that supports this; 
5 Ensure all disabled staff are aware of the support on offer to them 
Employees and managers will work together to identify and where necessary, implement reasonable adjustments to support employees.  

Managers are responsible for promoting and effectively managing disability equality within the workplace from the commencement of the recruitment process to when an employee leaves the Council.

2.0 
The Equality Act 2010

The Equality Act 2010 harmonised over 40 years of equality legislation into one Act. Please refer to the Equality Policy for further information on the other equality strands.
The Equality Act 2010 provides protection for people with the following characteristics;
· Race

· Gender

· Gender reassignment

· Disability

· Religion and Belief

· Age

· Sexual orientation

· Pregnancy/Maternity
2.1 
Definition of Disability 

The Equality Act 2010 defines disability as ’a physical or mental impairment which has substantial and long-term negative effect on a person’s ability to carry out normal daily activities’. 

The Act also includes a public sector equality duty and this requires the Council’s to have due regard in the need to: 

· Eliminate discrimination, harassment and victimisation

· Advance equality of opportunity

· Foster good relations

Where  an employee is or has been diagnosed with a progressive condition, such as cancer, HIV, AIDS, musculoskeletal conditions (that affect limbs, hands, back or neck); and/or condition such as multiple sclerosis; recurring or fluctuating conditions such as arthritis; epilepsy; myalgic encephalopathy/chronic fatigue syndrome; mental health problems (clinical depression and occupational stress), or autistic spectrum disorders (ASD) such as Asperger’s syndrome they will automatically be protected under the Act.  

Equally, managers should bear in mind that some disabilities may be hidden (for example, sickle cell, asthma, dyslexia etc.) and these must also be considered and accommodated, as appropriate. 

Please refer to the Equal Opportunities Policy Statement and Equality Act 2010 guidance here for further information on the types of discrimination and their definitions.
3.0 
Recruitment and Selection

Managers will carry out recruitment and selection practices which are non-discriminatory and fair. This increases the likelihood of recruiting a diverse workforce that reflects the community we serve. 
3.1
Role Profile
Whenever a job vacancy arises, the job will be reviewed as a matter of good practice, factoring in flexibility around how the tasks can be performed ‘differently’ for a disabled person. For example: alternative ways of working; flexible working patterns etc. 

The Manager must consider that revising a role profile would be a ‘reasonable’ adjustment, which would assist to remove the potential for discrimination.  
Managers will take into account the following:

· The needs and requirement of the role along with how it can it be performed or delivered;

· Fulfil the Council’s duty under the Equality Act 2010 to make modifications to job requirements.

The Manager will consider the following to assess a particular task:

· Can the way the work is performed be adapted /achieved in a different way?

· Is there any equipment or technical device, which could enable or assist a disabled employee to perform the role?

· Is home working an option?

· Do elements of the role need to be performed within the workplace during regular business hours? 
3.2
Guaranteed Interview Scheme
The Council operates the Guaranteed Interview Scheme for applicants and employees with a disability when applying for roles with the Council’s Recruitment and Selection Procedure. This means that any job applicant, either internally or externally, with a disability who meets the essential criteria for a role, will be guaranteed an interview. 

All candidates will be offered, the opportunity to state whether they will require reasonable adjustments to fully participate in the recruitment and selection process/ interview. 

The Council wishes to continue to be an open and inclusive organisation, where employees can comfortably and confidentially declare a disability in the knowledge that support will be given as necessary, and that it will not hinder their career. 

3.3
Testing
Where testing is to be used as part of the recruitment and selection process, all candidates will be informed of this in advance, as it may be considered as a reasonable adjustment to amend this requirement. 

Each case will be treated on an individual basis and attention will be given as to how closely the test relates to the role and the necessary adjustments that would have to be arranged. If the applicant is successful, further reasonable adjustments can be made to enable them to undertake the role to the best of their ability once in post.

Examples of adjustments on testing may include:

· Allowing extra time to complete a test;

· Providing a facilitator or reader to assist with reading or writing during a test on behalf of the applicant.
· Dependent on the test to be undertaken consideration should be given where test outcomes may be affected by a disability. 
If you have any queries on this section, please contact HR so that this is considered fully.  

3.4
Interview

The Council will not ask any applicants, including those that have declared a disability, any questions, either directly or indirectly relating to disability or sickness absence at the interview stage. The Council will not treat anyone less favourably, as a result of their disability and where necessary support will be given.
At the interview, if it is necessary to ask about the candidate’s disability these questions will relate specifically to the requirements of the job and must not influence more general consideration of the candidate’s ability or disability. 

Any questions regarding an applicant’s sickness absence will only be asked after the applicant has been successful and provisionally offered the role. 

4.0 
Creating a positive disability culture 
All staff are expected to have an awareness of individuals’ differences and working with these differences positively within the workplace. This is a key principle of having a positive disability culture across the council. Managers will work with employees in the following ways to create a positive disability culture. 
· Treat the person with a disability in the same manner and with the same respect you would anybody else

· Will not make assumptions about the evidence or absence of a disability, many people have disabilities that are not visible or immediately apparent

· Use appropriate physical contact such as a handshake as you would with anybody else

· Assistance dogs are working dogs. They should not be treated as pets. They will however need water and somewhere outside to relieve themselves. 

· Be familiar with the location of accessible toilets, parking, drinking fountains and waters coolers.
4.1
Disability Confidence Training 

To assist managers in becoming ‘disability confident’ the council provides disability discrimination awareness training via the e-Learning pool. This training involves focusing on removing the barriers that disabled people face. It highlights the processes, practices and behaviours that can minimise or remove these barriers. 

Disability awareness training may assist with ensuring that employers when interviewing candidates, who may have difficulties in communication or self-expression in interview situations, are able to ‘connect’ in a variety of ways with a disabled applicant and help to prevent any inadvertent discriminatory action.

To access the module, please see the following link to the learning pool web pages Walthamforest Learning Pool 

4.2
Learning and Development
Training and development needs will be identified as part of the performance management appraisal process. Line managers have a duty to ensure that their employees have access to all suitable training on offer. 

If an employee feels that their training needs are not being met or fully considered due to their disability, they should raise this with their manager who will be able to assist with any additional support. 

Please note that the Learning and Development Team do not have access to an employee’s disability status. Therefore, they will ask any employee who requires any additional support due to their disability to declare this, as appropriate, on any training request so that the reasonable adjustment measures can be implemented.

For information on the Council’s training programme, please access this via the Learning & Development Team Intranet: Learning & Development team 

4.3
Performance Management of existing employees
The appraisal process and regular ‘one to one’ sessions can be used to discuss specific new competencies, objectives, tasks or responsibilities and any adjustments or support needed, for example, reasonable adjustments.

5.0  
Managing reasonable adjustments within the workplace

A ’reasonable adjustment’ is a legal term used when supporting employees with a disability. The Equalities and Human Rights Commission describes a reasonable adjustment as ‘changes made to working policies and practices and to the physical features of premises, where these are substantially disadvantaging disabled people’.

Reasonable adjustments are on-going and may have the potential to change dependent on the disability or medical condition. Reasonable adjustments should be regularly reviewed, at least annually, to ensure that any changing needs of the employee are met on an on-going basis.

Undertaking an annual work station assessment is also a good opportunity for the manager and the employee to consider the on-going workplace requirements especially with a progressive disability. 
The following are examples of reasonable adjustments that managers may consider, although this list is not considered an exhaustive list. 

· Accessible room location

· Change of working hours

· Acquiring or modifying software to meet disability needs

· Change of job location

· An interpreter at interview

· Making changes to testing/assessment to accommodate disability needs

· Extra time for assessments

· Change of office furniture, ramps, door widening

5.1
When reasonable adjustments are required
Reasonable adjustments will need to be considered when: 

· an applicant being recruited makes a request for reasonable adjustments upon successful appointment 

· an existing employee acquires a disability 

· the effects of an existing disability changes, especially with a progressive disability  

· a disabled employee’s work duties, workplace or work pattern changes 

The Equality Act (2010) places a requirement on employers to support and implement reasonable adjustments with their employees in the following ways:

· through informal/one-to-one discussions
· support with access to work applications
· Where an employee has not received appropriate support on implementing reasonable adjustments from their manager, they may choose to raise a grievance through the fairness at work procedure. 
For more information on the legal framework (Equality Act 2010) and ‘Practical guide to adjustments within the workplace’ including Access to work information, please refer to the disability pages on Foresthub
It is important is for employees never to assume that they know what assistance, if any a disabled person requires. It is better to ask if and what assistance may be needed.
5.2
Management obligations around reasonable adjustments

Line Managers are responsible for implementing reasonable adjustments once a person with a disability is in post or when an employee becomes disabled or makes a reasonable adjustment request. It is important to ensure that any new employees with a disability have their adjustments implemented as soon as possible and ideally as part of their induction process.

Managers should identify the support required for all employees upon commencement of employment. Where reasonable adjustments are being trialled, it may be appropriate to extend the probation period beyond the Council’s Policy, where appropriate. 

It is important at an early stage to clarify the responsibilities and expectations of both the manager and the employee in relation to an employee’s disability.

5.3
Overview of Reasonable Adjustment Process
The following process is designed to facilitate the prompt and effective provision of reasonable adjustments.  

Stage 1 – Identify reasonable adjustment{s} needed

Stage 2 – Undertake assessment of these needs


Stage 3 – Identify adjustment{s}


Stage 4 – Formulate and implement an action plan 


Stage 5 – Implementation and evaluation (to be reviewed regularly)

Please refer to the reasonable adjustment application form found on Foresthub here. 
It is anticipated that in most cases the reasonable adjustments process will be implemented within a 28 day period from the date that the reasonable adjustment was approved. Where the implementation timescales are extended it is important to ensure that while measures are being considered / implemented. Interim arrangements must meet the employees medical / disability needs and must not exacerbate the matter further.   

5.4
Management process for considering and implementing reasonable adjustments
Both the employee and management will need to participate in the reasonable adjustment process.

The process for considering reasonable adjustments will vary dependent on the needs of the employee. 

When an appointment has been scheduled with the ‘access to Work’ Assessor and if it is clear that IT equipment needs are likely to be considered, the manager must raise the matter on the council’s  self-service portal. It is important to note that ICT will need a minimum of 5 day notice before scheduling an appointment. Please note that a member of the IT team will be required to be in attendance at the assessment. This is to ensure that any reasonable adjustment recommendation made or considered (either by the employee or the assessor) is compatible and compliant with the council’s IT Systems. Any areas of concern can then be discussed at the earliest opportunity.
Once the ICT elements of the reasonable adjustment have been identified and agreed, managers will update the service request using the ICT self-service system. The line manager must provide cost centre information when the service request is updated. The cost centre manager must approve these costs prior to any work being carried out.

For IT equipment, ICT technicians will be able to provide initial guidance on using the equipment. However managers will be required to book appropriate trainers to support users on the correct usage methods. This information will be supplied by access to work, and associated training must be arranged directly with recommended training providers.

If after all the reasonable adjustments have been made, the employee continues to be unable to undertake / meet the requirements of the role, the employee and the manager may wish to explore the possibility of redeployment as a viable option. This will only be considered where clear guidance has been sought from the council’s occupational health service.
6.0 
Access to Work scheme
The Access to Work scheme assists disabled people to overcome the practical problems that they may experience while in work or while trying to obtain work. The Access to Work scheme is administered by Jobcentre Plus. Access to Work can help to pay for various types of assistance including:

· A communicator at interviews;

· A support worker, which might include;

· Communicating for a hearing impaired person via sign language

· Providing specialist coaching for a person with learning difficulties or

· Helping a person with care needs

· Special aids / equipment to help a disabled person function within the workplace;

· Adaptation to premises or to existing equipment;

· Help with the additional costs of traveling to, or into work for people who are unable to use public transport.

6.1
Getting Assistance: the process
Funding under the Access to work scheme is awarded to the individual and not the Council, therefore employees will need to submit a claim under the access to work scheme. Please refer to the reasonable adjustment application form found on Foresthub here. 

However, the line manager will be required to support the employee in the process and assist with the completion of the necessary documentation. Please see the appropriate link: https://www.gov.uk/access-to-work 

Employees will not usually need to obtain a medical opinion from a suitably qualified medical practitioner such as a GP or nurse to assess eligibility under the Access to Work scheme, unless the application is for assistance under the travel to work element. 

 Access to work cannot be used to fund treatment for a disability or be used for diagnostic assessments for any type of disability or health condition. 

If there is disagreement with an applicant or difficulty in determining whether the effect of an applicant's disability will introduce additional costs above those of an employee without a disability undertaking the role, the council and the access to work scheme may require that employees send in copies of any evidence of their condition along with their application form. 

Employees need to be aware that the Access to Work Adviser may ask for a specialist assessment, for example, technical, ergonomic, or third sector specialist advice to help identify appropriate support.
6.2
Access to Work grant
The amount of assistance that an employee may receive from the Access to Work grant scheme will vary depending on the employee’s case. 
Under the scheme, the council can reclaim certain elements of the costs  Access to work will refund up to 80% of the approved costs between the councils’ threshold; between £1,000 and £10,000. As the employer, the council will contribute 100% of costs up to the threshold level of £1,000 and 20% of the costs between £1,000 and £10,000.
In most cases all reasonable adjustments will be implemented. If a manager does not implement some or all of the reasonable adjustments that have been recommended, they must provide a very strong business case for not doing this. If challenged, these reasons must be provided to the appropriate Service Manager for a final decision to be made on whether implementation is possible.  

7.0 
Hot-desking: Workstation adaptations for disabled employees 
The council has adopted a ‘hot-desking’ practice where employees are required to work at any desk within any office across the council’s buildings. 

It is important to note that where some workplace stations have been adapted with specialist equipment explicitly made to meet the needs of a disabled employee, as part of a reasonable adjustments arrangement. It has been agreed that specially adapted work stations will not be included within the Council’s hot-desking arrangements. However adapted workstations may be used when not required by the disabled employee. 
8.0 
Support mechanisms 

Employees will not be subjected to any form of discrimination or harassment as a result of their disability. If an employee wishes to make a complaint on any form of discrimination, this must be raised under the council’s fairness at work procedure. If they are dissatisfied with any reasonable adjustments arrangements that have been made, these must be raised initially with their line manager. 

If an employee with a disability requires further support, the disability forum, occupational health, the employee assistance provider and the jobcentre plus employment advisor are other resources available. The details are as follows: 
8.1
Disability Forum


The Disability Forum is an employee-led group that works with the London Borough of Waltham Forest to make the workplace better for disabled people. More information can be found on Foresthub here. 
8.2
Occupational Health provider  
Occupational Health (OH) will provide medical advice on any underlying illness and investigate the options available to employees and their manager. They can also provide support and guidance on a disability matter. OH will liaise with the employees’ GP or hospital consultant and are able to put in recommendations for:

· Reasonable Adjustments

· Redeployment

· Rehabilitation

· Ill health retirement
· Phased return to work
For further information please refer to the Forest Hub page here.
8.3
Employee Assistance Programme (EAP)
Employees can benefit from advice and support from the council’s employee assistance programme. EAP can assist with social, personal, legal or financial queries, or refer employees to a trained counsellor for support and help.

This is a free and fully confidential service available 24 hours per day / 7 days a week, 365 days a year, provided by an external agency. Employees and their household members can contact the provider free of charge for the following advice and support:

· counselling service

· Information and guidance similar to that provided by the Citizens Advice Bureau on health, welfare, work  / life balance, relationships, childcare, health and well-being, disability and illness, careers, stress, elder care life events, anxiety and depression  

· Free legal and financial advice

For further information please refer to the Forest Hub pages here
Appendix 1: External and National Support Mechanisms

Disability Employment Advisor

Disability Employment Advisors (DEA’s) are based within Jobcentre Plus offices or Jobcentres. They work closely with employers, employees and disabled people looking for work. DEA’s provide help and advice to people who are, or who become, disabled, their employers and others involved in promoting their job prospects.  They can advise people on various issues including the following:

· adjusting to becoming disabled 

· training or work experience

· reasonable adjustments 

· access to work

Jobcentre Plus

https://www.gov.uk/contact-jobcentre-plus
Walthamstow Jobcentre Plus 

7-13 Westbury Road
Walthamstow
London
United Kingdom
E17 6RH
Telephone: 0800 169 0190

Trade Unions 
For further information on the support available from Trade Unions, please refer to Forest Hub here. 
National Organisations
Action on Hearing Loss
1–3 Highbury Station Road,
London N1 1SE.

Telephone: 0808 808 0123 


Website: http://www.actiononhearingloss.org.uk/
Email: information@hearingloss.org.uk
British Deaf Association (BDA) 

BDA Head Office
3rd Floor
356 Holloway Road
London
N7 6PA
Telephone: 0207 697 4140

Email: bda@bda.org.uk  
Website: http://www.bda.org.uk/
British Dyslexia Association

London branch contact details 

Tel: 0333 405 4567

Tel: 0208 870 1407.
Email: info@dyslexialondon.org
Waltham Forest branch contact details

Tel: 0208 520 1684.

Email: admin@wfda.org.uk
Business Disability Forum

Nutmeg House

60 Gainsford Street

London

SE1 2NY

Tel: 0207 403 3020

Website: http://businessdisabilityforum.org.uk/ 
Equality Human Rights

FREEPOST 

Equality Advisory Support Service

FPN4431

Phone: 020 7832 7800
Website: http://www.equalityhumanrights.com/ 
GOV.UK
Website: https://www.gov.uk  
Headway – The Brain Injury Association

Timber Wharf
238-240 Kingsland Road
London 

E2 8AX
Tel: 020 8640 8413
Email: info@headwayeastlondon.org
Website: http://www.headwayeastlondon.org/ 
MIND

15-19 Broadway 
Stratford
London
E15 4BQ

Tel: 020 8519 2122

Email: supporterrelations@mind.org.uk
Website: https://www.mind.org.uk/
Partially Sighted Society 

1 Bennetthorpe
Doncaster
DN2 6AA

Tel: 01302 965195  
E-mail: reception@partsight.org.uk
Website: http://partsight.org.uk/ 

People First of the London Boroughs 

336 Brixton Road

London 

SW9 7AA
Tel. 0207 274 5484

Email: peoplefirstltd@gmail.com 
Royal National Institute of the Blind

105 Judd Street

London 

WC1H 9NE
Tel: 0303 123 9999

E-mail:  helpline@rnib.org.uk
Website: www.rnib.org.uk
Royal Association for Deaf People – RAD 

RAD Head Office
Century House South
Riverside Office Centre
North Station Road
Colchester
Essex
CO1 1RE
Tel: 0845 688 2525

Email: info@royaldeaf.org.uk 

Website: http://www.royaldeaf.org.uk/ 

SENSE (for deaf-blind people) 

Sense Head office (London)

101 Pentonville Road London N1 9LG 

Tel 0300 330 9256
Email: info@sense.org.uk
Web Site: www.sense.org.uk
The National Autistic Society

393 City Road
London 
EC1V 1NG
UK

Tel: +44 (0)20 7833 2299
Fax: +44 (0)20 7833 9666
Email: nas@nas.org.uk
United Kingdom Disabled People Council (UKDPC) 

27 Old Gloucester Street

London

WC1N 3AX 
Tel: 07792 538 208
Email: info@ukdpc.net
Website: https://www.seftondirectory.com/kb5/sefton/directory/service.page?id=ACRKv_HaRbY
Appendix 2: Types of disability barriers

Persons with a brain injury

May experience a range of complex cognitive, behavioural, emotional and physical problems which can make it difficult for them to cope with everyday tasks,

Persons with mental illness

May have experience with anxiety, panic attacks, body dysmorphic disorder, depression, borderline personality disorder and/or eating disorders.
Physical disabilities which do not require the use of a wheelchair or crutches include; lupus, ME (myalgic encephalomyelitis), chronic fatigue syndrome and fibromyalgia. These are not usually life-threatening illnesses but can affect the quality of life such as pain 24/7, limited mobility, being unable to enjoy a good day out or extreme fatigue, 

Blindness, visual impairments, being deaf, having hearing loss or loss of a limb are other types of physical disability barriers.
Other hidden disabilities

These may include autism, cancer, dyslexia, HIV, learning disabilities and speech impairments.
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