
Navigating the 
recruitment process with 

a disability
Hemisha Harji and Joss Moffatt

Presenter
Presentation Notes
HemishaHello and welcome to the Navigating the Recruitment Process with a Disability Webinar delivered by Careers Network. This webinar will be 50 minutes long. Please feel free to pause and restart this webinar when you need to. If you would like to ask any questions following this webinar, please email careers@Lboro.ac.uk or contact your careers team who will be able to help you.50 minutes
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To introduce ourselves then, my name is Hemisha Harji and I am responsible for supporting students from diverse groups with their personal and professional development. This includes Disabled students, ethnic groups, care leavers, carers and LGBT+ students amongst others.And I’m Joss Moffatt. I’m one of the Careers Consultants and I am responsible for supporting students with their skills development, career planning and for guiding them through the recruitment process. I do central appointments but my caseload is the engineering schools.IntroductionsHemishaJoss



Learning Objectives

1

2

3

4

5

Know your 
rights under the 

Equality Act 
2010

Understand the 
reasons for 

disclosing your 
disability in the 

recruitment 
process

Know when and 
how to share 
information 
during the 

recruitment 
stages

Have an 
awareness of 
where your 
information 

goes during the 
recruitment 

process Know where to 
access further 
support and 
resources
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HemishaIn terms of what we hope you to learn today, by the end of this webinar, you will:1- Know your rights under the Equalities Act 20102 - Understand the reasons for disclosing your disability in the recruitment process3 - Know when and how to share information during the recruitment stages4 - Have an awareness of where your information goes during the recruitment process5 - Know where to access further support and resources



Agenda

Your rights 
under the 
Equality 
Act (2010)

To disclose 
or not to 
disclose?

How and 
when to 
disclose Support 

and 
resources

Reasonable 
adjustments

Where does 
your 

information 
go?

Presenter
Presentation Notes
HemishaTranslating that into an agenda then, of content we are going to cover, in this session we will go through:Your rights under the Equality ActThe reasons to disclose (or not)How and when to disclose if you choose to do soA little bit about where your information related your disclosure goesInformation on reasonable adjustmentsAnd finally support and resources for you.



The Equality Act (2010)

“A physical or mental impairment [that] has a 
substantial and long-term adverse effect on a 
person’s ability to carry out normal day-to-day 

activities.”

Presenter
Presentation Notes
JossSo firstly we are going to talk about the Equality Act of 2010.The Equality Act (2010) defines a disability as: “A physical or mental impairment [that] has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities.” Long-term means that the disability has lasted or is likely to last 12 months or more.Your impairment will still be considered to be long term if the effects are likely to come and go. These are known as ‘fluctuating or recurring’ effects. For example periods of depression or epilepsy.Your impairment doesn’t have to stop you doing anything, but if it makes doing things more challenging, then it is considered to be an impairment.



What rights do applicants have under the law?

BUT…
there are some 
exceptions…

Employers cannot 
reject an application 

solely on the 
grounds of disability.

Employers cannot ask 
about health or disability 
unless or until they offer 

you a job. 

Presenter
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JossSo, what rights do you have?Employers cannot reject an application solely on the grounds of disability as this is against the law under the Equality Act.In general terms, employers can’t ask you about your health or disability unless, or until, they offer you a job. This includes questions about previous sickness or absence. They would be asking you at this stage to try and put mechanisms of support in place before you start your employment with them.BUT, there are some exceptions…Let’s take a look.



When can employers ask you?

To take 
positive 
action

For monitoring 
purposes

If they need 
to know for 

the purposes 
of national 

security 
checks

To find out if the 
applicant would be 
able to carry out a 

task intrinsic to 
the job

To establish if 
any adjustments 
need to be made 
to the recruitment 

process

If there is an 
occupational 

requirement for the 
person to 

be disabled
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JossAn employer who’s recruiting staff may make limited enquiries about your health or disability. The gov.uk website states that you can be asked about your health or disability in the recruitment process for the following reasons:To establish if an applicant can take part in the recruitment process; for example can you take part in the physical test to become a fire fighter? To establish if any adjustments need to be made to the recruitment processAnother reason is to find out if the applicant would be able to carry out a task intrinsic to the job, for example, a Care Assistant, would need to be able to lift clients.  Therefore it would be considered acceptable to ask a question about your health or disability to determine your ability to lift a client.Employers could ask you for monitoring purposes. However the employer should ensure that your data is held separately and securely. To take positive action. This is legal under the Equality Act and encourages employers to put measures into place to attract more diverse candidates to their organisation if their employee population is not representative.  It is not mandatory but is encouraged. Employers should be clear that this is the purpose of asking.There may be an occupational requirement for the person to be disabled.The employer may need to know for the purposes of national security checks.



What to do if you think you have been 
discriminated against

Contact Citizens Advice

Complain to the Equality and Human Rights Commission

Contact Equality Advisory Support Service 

Presenter
Presentation Notes
JossIf you think that you have been discriminated against because of your disability then you could:Either contact Citizens Advice, the Equality and Human Rights Commission or the Equality Advisory Support Service.

https://www.equalityhumanrights.com/en
https://www.equalityadvisoryservice.com/
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HemishaThe next section we will now cover is – Disclosing or sharing your disability related information with an employer.



Why might you choose to disclose a disability in 
the recruitment process?

Why might you choose NOT to disclose a 
disability in the recruitment process?

To disclose or not to disclose?

Presenter
Presentation Notes
HemishaTo start this section, we would like you to spend a few minutes thinking about the reasons you may choose to disclose AND, on the flip side, what would deter you from disclosing your disability to an employer. Pause the presentation here to do this exercise and restart when you are ready.



Fear of potential discrimination

Labelling/stereotyping

Disability doesn’t impact your 
ability to do the role

Disclosing may make you appear less 
employable than the next applicant

To disclose or not to disclose

Presenter
Presentation Notes
HemishaSo, here are some of the reasons to disclose as well as what may deter you from disclosing.We will start with the reasons for potentially not disclosing.You may be worried that you could be discriminated against – for example, you may not get shortlisted or not be offered the job or even be discriminated against in the workplace. You could be worried that employers will stereotype your disability and have fixed ideas about how your disability presents or what adjustments you may need. For example, an employer might assume that someone with anxiety would not be able to sit in an open plan office or give presentations based on their stereotypes, when in fact, these may not be an issue.You feel you don’t need to tell an employer because your disability doesn’t impact your ability to do the role you have applied for. For example, you may have diabetes, but it is under control and wouldn’t impact your desk job.You may be worried that disclosing your disability will make you appear less employable than a candidate without a disability.On the flip side however, here are some of the reasons why you may choose to disclose:Firstly, you can be yourself in the workplace. For example, if you need to take regular breaks due to a disability and you have shared this information with the employer, they will understand and accommodate rather than question your absence.Secondly, you can get reasonable adjustments – we will cover this in the next section in more detail.You are more likely to be able to fulfil your potential and be able to perform at an equal level to your colleagues.Another reasons is that you can be in control of how your disability is seen by others – this links with the points about being yourself and avoiding being stereotyped.If you do share information about your disability then you are then protected by law under the Equality Act.You can also access opportunities under the disability confident scheme. This is a government initiative that allows disabled candidates to be guaranteed an interview should they meet all the essential criteria for the role. When you’re looking for work, look on adverts and application forms for the ‘disability confident’ symbol.Other potential reasons to disclose are:The employer is prepared which can be very useful e.g. arrangements can be made for extra time for psychometric tests if you have dyslexia. Or if there are any health and safety implications in the role. We will cover this is in more detail later.You maybe eligible for funding through Access to Work to cover extra costs at work e.g. specialist equipment or adaptations.Employers often use equal opportunities monitoring forms which are detached before reaching the recruiter



Be yourself 

Get reasonable adjustments

Fulfil your potential and be on 
a level playing field 

Be in control of how your 
disability is seen by others

Protected under the Equality Act 
(2010)

Access disability confident scheme

To disclose or not to disclose
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HemishaSo, here are some of the reasons to disclose as well as what may deter you from disclosing.We will start with the reasons for potentially not disclosing.You may be worried that you could be discriminated against – for example, you may not get shortlisted or not be offered the job or even be discriminated against in the workplace. You could be worried that employers will stereotype your disability and have fixed ideas about how your disability presents or what adjustments you may need. For example, an employer might assume that someone with anxiety would not be able to sit in an open plan office or give presentations based on their stereotypes, when in fact, these may not be an issue.You feel you don’t need to tell an employer because your disability doesn’t impact your ability to do the role you have applied for. For example, you may have diabetes, but it is under control and wouldn’t impact your desk job.You may be worried that disclosing your disability will make you appear less employable than a candidate without a disability.On the flip side however, here are some of the reasons why you may choose to disclose:Firstly, you can be yourself in the workplace. For example, if you need to take regular breaks due to a disability and you have shared this information with the employer, they will understand and accommodate rather than question your absence.Secondly, you can get reasonable adjustments – we will cover this in the next section in more detail.You are more likely to be able to fulfil your potential and be able to perform at an equal level to your colleagues.Another reasons is that you can be in control of how your disability is seen by others – this links with the points about being yourself and avoiding being stereotyped.If you do share information about your disability then you are then protected by law under the Equality Act.You can also access opportunities under the disability confident scheme. This is a government initiative that allows disabled candidates to be guaranteed an interview should they meet all the essential criteria for the role. When you’re looking for work, look on adverts and application forms for the ‘disability confident’ symbol.Other potential reasons to disclose are:The employer is prepared which can be very useful e.g. arrangements can be made for extra time for psychometric tests if you have dyslexia. Or if there are any health and safety implications in the role. We will cover this is in more detail later.You maybe eligible for funding through Access to Work to cover extra costs at work e.g. specialist equipment or adaptations.Employers often use equal opportunities monitoring forms which are detached before reaching the recruiter
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How and when to disclose

01 02 03 04

Application Form, 
CV or Covering 

Letter
Extra information box

Into an answer
4th paragraph of covering 

letter

Employer Tests

Email / phone them 
asking for 

adjustments

Assessment 
Centre / Interview

Email / phone them 
asking for 

adjustments

Offer Stage and after
Employer 

conversation 
Equal opportunities 

/ health form

Presenter
Presentation Notes
HemishaHere are our suggestions on when you can disclose or share your disability in the recruitment process. The first methods are through the application form, CV or covering letter. You may reference your disability as an example to answer a question for example, if the question asks about a certain strength and you feel you have developed that as a result of living with your disability, then you can use this to answer the question. You can address any gaps in your education or employment as a result of a disability on your CV and you can also add a line about your disability and any adjustments you may need for the recruitment process in here – we would advise to do this in the 4th paragraph.The second place is before you do your employer tests if you feel you will need adjustments to perform at your best. You can call or email them asking for the adjustments to be made.Again, similar process for before an assessment centre, interview and offer stage. Remember, even if you haven’t disclosed throughout the recruitment process, you can still talk to your employer once you are employed if you feel you need adjustments in place.The main thing to remember is that it’s up to you when you feel it is appropriate or necessary to tell an employer about your disability or adjustments that you need. As a tip, think about when you will need adjustments in the recruitment process to level the playing field. For example, if you feel your disability will not put you at a disadvantage in the application form or CV stages, then you may not want to tell them at this stage. However, if you feel it would impact you at interview stage, then you may want to tell them in a covering letter, or in a separate email or correspondence. Sometimes, they have a separate question at the end of the application form with a box should you want to tell them anything else, you can add it there if you prefer. Alternatively, some students , having reflected on the skills or traits they have developed as a result of living with their disability, use it as a life experience to answer a question.Main point is to consider your own situation in making your decision about when to disclose.
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• Your Equality and Diversity monitoring form will be kept 
separate from your application

Where does your information go?

• The recruitment team uses the information 
you provide to decide on and implement 
your reasonable adjustments

• It won’t be passed on to anyone else without 
your permission

• Your Equality and Diversity monitoring form will 
be kept separate from your application

Presenter
Presentation Notes
HemishaOkay, so moving on then to “Where does your information go?”The recruitment team uses the information you provide to decide on and implement your reasonable adjustmentsIt won’t be passed on to anyone else without your permissionYour Equality and Diversity monitoring form will be kept separate from your application



Top Tips for Disclosing

• Think about when is best to 
disclose 

• Decide on what, when and how
• Practise sharing information 
• Avoid medical jargon
• Focus on the adjustment 
• Focus on your strengths
• Think about the environment 
• Be open to them asking questions

Presenter
Presentation Notes
HemishaSo to end this section of the webinar then: Here are some top tips for you:Think about when is best to disclose Decide what you want to tell an employer, who you’re going to tell and how you are going to articulate thisPractice sharing information with family, friends or disability adviser to build your confidenceAvoid medical jargon- focus on the result of your condition in the workplace- Focus on the adjustment you require and why you require itFocus on the strengths you have gained as a result of your disabilityThink about the environment you want to have the conversationBe open to them asking questions and know where to point them for more information 
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Reasonable Adjustments

Legal 
requirement

Help optimise 
business

performance

Help optimise 
your 

performance

Level the 
playing field “Changes to the work 

environment that allow 
people with disability to 

work safely and 
productively” 

Human Rights Commission

Presenter
Presentation Notes
JossWe are going to start by talking about Reasonable Adjustments . . .So, What are they?The Human Rights Commission defines reasonable adjustments as  “changes to the work environment that allow people with a disability to work safely and productively…”Why do employers make these adjustments?Legally employers are obliged to make the adjustments. However – more importantly; from a business perspective, proactive management of employees’ mental and physical health can produce a range of benefits, including reduction of sickness absence, greater staff engagement and productivity, and reduced staff turnover, recruitment and costs. Making a few small adjustments to enable a member of staff to continue doing their job is far less expensive than the costs incurred through recruiting and training a new employee. The vast majority of adjustments are very simple to implement and have little or no cost associated with them. According to the Equality and Human Rights Commission, on average, the cost of the adjustment is only £75 (https://www.nhshealthatwork.co.uk/images/library/files/Government%20policy/Mental_Health_Adjustments_Guidance_May_2012.pdf). Others can be more complex and may require substantial financial support or additional resources. In these circumstances, the organisation can access money via the government’s Access to Work scheme.  Your adjustment will level the playing field and enable your performance to be monitored or appraised on an equal basis to your peers – it is not about special treatment.We have further information about adjustments than you can read on the student services pages linked in this presentation:https://www.lboro.ac.uk/services/student-services/support/healthandwellbeing/workplace-wellbeing/



Adjustments
Regular breaks, 

freedom to leave the 
room, specific seat

Extra time for reading / to 
respond to questions

Doing things another 
way

Able to take notes 
in to interview

Documents / slides 
sent in advance 

Written instructions 
on coloured paper / 

enlarged print

Assistance to / from / 
around the venue

Changes to physical workspace e.g. 
Specialist equipment (adapted chair, 
ramp, audio equipment)

Presenter
Presentation Notes
JossHere are some examples of possible adjustments to the recruitment process:You may be sent documentation or presentation slides in advance of an interview or assessment centre.The employer may provide specialist equipment in the physical workspace in order to support your disability.You could be given help with reaching/leaving and navigating around the venue.Dispensation may be given for you to have regular breaks, or to leave the room when required or to sit in a particular place.The employer may be willing to do something in a different way, such as giving you a telephone interview, rather than a video interview.You could be given extra time if there is material to read or if you need longer before answering questions.The employer could provide written material on coloured paper or in larger print.You may be allowed to take notes into your interview for you to refer to.



Working 
hours or 
patterns

Flexibility to shifts, 
start and finish times

Phased return to work

Spacing of annual leave throughout 
the year

Use of paid or unpaid 
leave for medical 

appointments

Equal amount of break 
time but in shorter, more 

frequent chunks

Work from home

Task re allocation

Presenter
Presentation Notes
JossWhen you are in employment there may be adjustments made to your working hours or patterns, in order to support you. For example, you may be allowed to:Take a flexible approach to start/finish times and/or shift patternsTo arrange your annual leave so that is spaced regularly throughout the year -   To work from home at times To use either paid or unpaid leave for medical appointmentsTo take an equal amount of break time, but in shorter, more frequent chunks  To phase your return to work after a period of absence, e.g. offering temporary part-time hours And your employer may be willing to temporarily reallocate some of your tasks 



Physical 
Environment

Increased personal 
space

Provide quiet working 
spaces

Moving of 
workstation

Minimise noise

Reserved 
parking space
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Presentation Notes
JossHere are some examples of adjustments to thePhysical environment at work-   You could be given access to a quiet space for breaks away from the main workspace Efforts could be made to minimise noise around you.  For example, your employer may provide a private office/room dividers/partitions or reduce the pitch or volume of telephone ring tonesYour workstation could be moved to somewhere more appropriate for your disability – such as to ensure, for example, that someone does not have their back to the door. Allowance may be given for increased personal space for youAnd you could be allocated a reserved parking space 



Support with 
workload

Job share
space

Increase supervision 
frequency

Focus on 
specific work

Support with 
work 

management

Presenter
Presentation Notes
JossYou could also be given support with your workload by an employer.  This could be:An increase in the frequency of supervision Support from someone to prioritise your work Allowance for you to focus on a specific piece of work And your employer may be happy to consider the option of job sharing for you



Support 
from others

Mediation in 
difficulty

Staff support groups/ 
networks

Buddy or 
mentor

Job coach

Presenter
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JossYou can often receive support from other people in the workplace.  This could be:- staff support groups and networks which exist in many workplaces. Examples include BME staff groups, LGBT+ staff groups. These groups can be really useful and helpful to speak to people who can connect with your experiences and can share.There could be provision of job coaches, mentors or buddies if you feel it would help your performance at work.-   If there are any difficulties between colleagues then an employer could offer mediation too.
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Reasonable Adjustments: support for you

Careers Network

Wellbeing Advisers

Disability Support Team
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Presentation Notes
JossThe Student Services website has a dedicated section for Student Workplace Wellbeing. It covers lots of different topics including sharing information about your disability with an employer. Here you can access the Student Workplace Wellbeing – A Document for Discussion. This document is a good place to start if you are not sure about how to share information about your disability to an employer and in particular, the adjustments you might need. Click on the image to access the document.You can use this document in conjunction with the following support services:The Careers NetworkThe Wellbeing Advisors And the Disability Support Team 

https://www.lboro.ac.uk/services/student-services/support/healthandwellbeing/workplace-wellbeing/


Top Tips for Adjustments

• Ask for what you need
• Become an expert 
• Review your adjustments
• Be open to suggestions 
• Remember what you need during            

the recruitment process might be    
different to what you need once          
in the job
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JossHere are some top tips for disclosing your disability in the workplace:Don’t be afraid to ask for what you require to be able to do your role. Become an expert in what you need. Review your adjustment on an on-going basis to ensure that it continues to be fit for purpose.Be open to suggestions from others who are expert in this area. Remember what you need during the recruitment process might be different to what you need once in the job



Useful Contacts

Disability Office

disability@lboro.ac.uk

Mental Health Support Team

mhst@lboro.ac.uk

Careers Network

careers@lboro.ac.uk
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JossHere are some useful contact details for you:The Disability OfficeThe Mental Health Support TeamThe Careers NetworkPlease remember to use these services if you need to.

mailto:disability@Lboro.ac.uk
mailto:mhst@Lboro.ac.uk
mailto:careers@Lboro.ac.uk


Thanks for watching

FACEBOOK TWITTER YOUTUBE
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Thank you very much for watching this presentation on ‘Navigating the Recruitment Process with a Disability.’
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