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‘Reasonable Adjustments’ at Leeds Beckett University - Guidance for Managers


What are ‘Reasonable Adjustments’?
‘Reasonable Adjustments’ in the workplace are accommodations made to remove or reduce barriers for employees with disabilities or physical or mental health conditions.
Employers in the UK have a legal duty to make Reasonable Adjustments for employees and job applicants who are disabled - as defined by the Equality Act (EA) 2010. The employer determines what is ‘reasonable’, taking into consideration a range of factors outlined below.  
Under the EA 2010, a person is considered disabled if they have a physical or mental ‘impairment’ which has a substantial and long-term adverse effect on their ability to carry out ‘normal day-to-day activities’. According to the EA 2010, disability can arise from sensory impairments, progressive conditions, neurodivergent conditions, auto-immune conditions, organ specific conditions, developmental conditions, learning disability, mental health conditions, mental illness, injuries to the body or brain or long-term fluctuating conditions. You do not need to have a formal diagnosis.
You can read more about these definitions in our EDI Glossary of Terminology here. 
But making Reasonable Adjustments is not just about legal compliance — it's about creating a supportive and inclusive workplace where our community can thrive. When colleagues feel supported, everyone benefits, through improved wellbeing, sense of belonging, performance, and retention.


The Social Model of Disability
The Social Model of Disability distinguishes between impairment and disability. This model defines disability as created not by impairments, but by barriers such as  inaccessible environments, prejudicial attitudes, and discrimination. 

[bookmark: _Hlk213164931]At Leeds Beckett University we will work to identify and remove or reduce these barriers where possible, so that disabled colleagues can achieve their potential, and work without experiencing discrimination. This is part of our commitment to the Government’s Disability Confident Employer Scheme.


Your role as a Manager
As a line manager, you play a key role in this, through:
•  Recognising when a colleague may need support
•  Responding promptly and empathetically to adjustment requests
•  Working with the employee, HR and Occupational Health to identify and implement adjustments
[bookmark: _Hlk209101630]•  Complete risk assessments where required, e.g. stress risk or DSE
•  Ensuring adjustments are reviewed regularly and shared with others who need to know about the adjustment arrangements, with the colleague’s written consent (e.g. by email).
•  Working with the University’s policies and procedures, including Sickness Absence Management, and Flexible Working.

You don’t need to be an expert in disabilities, but you do need to:
· Treat everyone with dignity and respect
· Treat requests seriously and confidentially
· Listen without judgment
· Ask the individual what they need – don’t make assumptions
· [bookmark: _Hlk204694148]Be proactive
· Be open minded to solutions; don’t assume something can’t be done without investigating what is possible
· Seek advice from HR and Occupational Health


When might you consider making Reasonable Adjustments?
•  A colleague discloses a disability or long-term health condition
•  A colleague requests support for a new or existing physical or mental health condition, or changes to their condition 
•  You notice signs that someone may be struggling at work
•  As part of a return-to-work or phased return after sickness absence
•  During recruitment, induction, or following a change in role
•  Throughout ongoing line management – e.g. during one to ones and when target setting


How to respond to a request for adjustments
1. Listen and Engage: 
Talking about disability and adjustments can be difficult, and the colleague may have had negative experiences in the past, so this conversation should be approached with compassion and sensitivity, and in a suitably confidential space. Remember that adjustments need to be individualised – don’t assume to know what the colleague needs. You might want to ask:
· What barriers or difficulties are you experiencing in your role?
· What would help you carry out your role?
· What concerns do you have?
· What has helped before/in a previous role? 

Take notes and follow up with an email documenting what was discussed. You don’t need to have all the answers there and then, but if you need to seek advice give the colleague a timeline and keep them updated. In some cases it may be appropriate to trial a reasonable adjustment and review it together after an agreed time period has passed, to see if it is effective in practice. 

2. Seek Advice: 
Reasonable Adjustments can sometimes be complex and require collaboration and input from experts. Consider whether a referral to the Occupational Health team might help and seek advice from your HR Advisor if necessary. The role of Occupational Health is to offer impartial advice and make recommendations regarding the individual situation which could be helpful if you or your direct report are not sure what Reasonable Adjustments they might need. As a Line Manager it is your responsibility to decide whether the recommendations are reasonable, taking into consideration the needs and resources of the school or service. You can find out more about making a referral to the Occupational Health team here.

3. Assess Reasonableness:
[bookmark: _Hlk199765952]When considering whether an adjustment is reasonable you should keep in mind that the aim is to reduce or remove any disadvantage faced by a disabled colleague, and take into account:
• Effectiveness – what impact will the adjustment have? Will it remove or reduce the barrier?
• Needs of the School or Service – how practical is the adjustment and how does it align with the needs of the School or Service? Will this be a temporary adjustment (e.g. while the colleague recovers from an injury), what is the timeline, and what does this mean for the School or Service?
• Impact on health and safety of colleagues (e.g. lone working, use of equipment etc.) – would the adjustment cause disruption or risk to colleagues or students?
• Resources available to support the adjustment – what are the resource implications?
These prompts will help you assess whether or not an adjustment is reasonable. 
[bookmark: _Hlk211349457]Whilst every effort must be made to implement reasonable adjustments, it may not always be possible. If it’s not possible, it’s important to discuss the reasons why and explore whether other alternatives might help.
Remember that your HR Advisor can provide further guidance on determining whether an adjustment is reasonable. If you are unsure, or there is a disagreement about reasonableness, keep a record of what has been considered - and your rationale - and consult with your HR Advisor.

4. Act Promptly: 
Unnecessary delays are unhelpful for the colleague, can cause uncertainty and distress, and could be considered discriminatory. Keep the colleague updated so that they know you are working on it. 

5. Document what has been agreed: 
Keep a clear record of what was discussed and any actions agreed / taken. Make it clear that you are open to discussing it again should the colleague’s needs or circumstances change. Ask the individual what information about the adjustments they are happy to be shared with the team, if any, and document what was agreed.

6. Review Regularly: 
Needs and circumstances may change over time so check in regularly. Agree with the colleague how and when this will happen – for example in one to ones, PDRs, or scheduled for every 3 or 6 months – and diarise these reviews. Share notes and any agreed changes by sending a follow up email, or using this Manager’s Summary form.

Who is responsible for paying for adjustments?
The employer is required by law to pay for any associated costs of adjustments which the organisation can reasonably afford and should do so without unnecessary delays. Adjustments are paid for from the School or Service budget. 
Disabled employees may be entitled to support grants from the Government, that may help them to get in to or stay in work.
Access to Work is a publicly funded employment support programme that aims to help more disabled people start or stay in work. It can provide practical and financial support for people who have a disability or long term physical or mental health condition. It is something that disabled employees can apply for independently. Employers cannot apply on behalf of individuals. 
For further advice on this or anything else related to Reasonable Adjustments, contact Leeds Beckett Occupational Health team on occupationalhealth@leedsbeckett.ac.uk 

What if there are conflicting needs within a team?
Making adjustments for an individual can sometimes impact others on the team. For example, an adjustment that benefits one employee might conflict with another’s working style or needs.
In these cases, it’s essential to:
· Consider the needs of the individual, the team, and the organisation
· Explore alternative solutions that could meet multiple needs
· Communicate openly with all affected employees to find a workable compromise, while respecting the confidentiality of those involved
If no solution can be found, seek advice from your HR Advisor. 

The following examples provide ideas that worked in these scenarios, but these won’t work for everyone, so it is important to explore alternatives.

Scenario 1:
Jay has a long-term health condition that causes fatigue, especially in the afternoons. They request to start work earlier and finish by mid-afternoon to manage their energy levels.
Meanwhile, Alex, a colleague on the same team, relies on afternoon collaboration sessions to stay on track with shared projects and prefers a later start to avoid a long commute during peak hours.

The manager meets with both employees to understand their needs. Together, they agree on a flexible solution: Jay will work earlier hours and provide written updates before finishing for the day, while Alex will adjust their schedule slightly to overlap with Jay for key meetings. The team also agrees to use shared planning tools to stay aligned.

Scenario 2:
George is recovering from a back injury. He has been given the all clear to return to work, but is limited to light cleaning duties while he builds up his strength. 

Rhea is experiencing menopause-related anxiety which is exacerbated by being in busy and noisy spaces. 

Mo has a hearing impairment and uses a hearing aid. He needs clear communication, ideally with visual alerts and instructions.
The manager reviews the cleaning tasks required, and arranges for some cleaning tasks to temporarily be split across the team. 

George is given tasks which involve less bending and lifting. When he is ready to start transitioning back to his full duties, extendable equipment and a grabber tool will be provided. 

Rhea agrees to cover some of George’s tasks which require bending, and the manager schedules this work to be done at quieter times of the day. As some days are busier than others on campus, the manager temporarily reduces the frequency of some tasks to accommodate this period, focusing on priority areas. 

Mo is given a task sheet at the start of each shift, with clear instructions for the day, based on the priorities identified. 

The manager discusses with the individuals what they are happy for her to tell the team about their needs, and documents what has been agreed. She agrees that this arrangement is temporary and will be reviewed fortnightly, with review dates scheduled. As part of the reviews, the manager seeks advice from her HR Advisor to consider the longer-term needs of the service.

Scenario 3:
Lin experiences sensory sensitivity due to a disability and finds the open-plan office environment overwhelming. She asks to work in a quieter space or from home a few days a week.

Jordan, on the same team, thrives in collaborative environments and prefers in-person planning sessions.
The manager arranges for Lin to work remotely on focused tasks and provides noise-cancelling headphones for on-campus days. Team meetings are scheduled on days when both Lin and Jordan are in the office, with a quiet room available for Lin to use afterward if needed.


Examples of Reasonable Adjustments
No two experiences will be the same, so a good starting point is to ask the individual what would help them carry out their work, or what has helped them in a previous role.
Reasonable Adjustments can be physical, procedural, or based on flexibility and working arrangements. Many adjustments will benefit all colleagues – e.g. sharing an agenda ahead of a meeting and allowing enough time to review.
Some examples of Reasonable Adjustments to consider are included below, but this this list is not exhaustive:
[bookmark: _Hlk213073049]Recruitment Adjustments
[bookmark: _Hlk202357087]This can be offered, or requested at any stage of the recruitment process, and might include:
· Considering access needs for an interview
· Providing a typed copy of the questions for the applicant to refer to during the interview

Work Pattern Adjustments
[bookmark: _Hlk202356388]You can find out more about the Flexible Working Principles and Special Leave Policy on the Human Resources A-Z.
· Flexible working hours or altered shift patterns – e.g. split shifts, or temporarily avoiding night shifts or long consecutive days if medically advised
· Reduced or phased return to work after illness
· Exploring whether the role is suitable for hybrid working
· Allowing a later start time for an employee who takes medication that causes morning drowsiness
· Permitting short, customised breaks for someone managing fatigue or pain, or to support regulation

[bookmark: _Hlk202192347]Communication Adjustments
· Providing concise typed instructions in addition to verbal communication
· [bookmark: _Hlk202192496]Providing visual supports such as checklists, job sheets, flowcharts, or visual schedules to clarify tasks and deadlines
· Providing regular feedback - frequent, structured one-on-one check-ins to discuss progress and address concerns
· Providing an agenda ahead of a meeting 
· Using a direct communication style, plain English and avoiding jargon, ambiguity and idioms
· Allowing extra time in meetings 
· Providing information in alternative formats e.g. large print, plain text, or audio

Task or Role Adjustments
· Setting clearly defined roles, responsibilities, and expectations
· Minimising sudden changes to schedules or tasks where possible, and providing advance notice of any change
· Chunking work - breaking down tasks into smaller, manageable steps with realistic timeline
· Allowing extra time for tasks that require high levels of social interaction or executive functioning, or reducing the frequency of this type of work where appropriate
· Reallocating non-essential tasks that cause difficulty
· Introducing a buddy system – e.g. pairing up two colleagues for support during tasks which are physically demanding or involve navigating complex or busy work spaces
· Providing additional training or mentoring
· Removing non-essential travel from the job description
· Consider how performance is reviewed, such as offering additional one-to-one check-ins 

Workplace Environment Adjustments
· [bookmark: _Hlk202192124]Installing screen-reading software or speech recognition tools
· Improving lighting – e.g. offer natural light or dimmable lights 
· Reducing or managing noise e.g. through noise-cancelling headphones, white noise, or desk partitions to reduce auditory distractions
· Providing an ergonomic mouse/keyboard for an employee with repetitive strain injury
· Installing ramps or automatic doors for wheelchair users
· Assigning a parking space closer to the entrance for someone with limited mobility
· Relocating a workstation closer to toilets or lifts if needed
· Providing access to a quiet room or sensory retreat for breaks  
· Rearranging furniture to create space for mobility aids
· Providing a height-adjustable desk or workbench, ergonomic chair 
· Allowing employees to choose where they work (e.g. quiet zones or remote options) where possible
Some furniture or equipment can be requested via Planon or IT Self Service Portal, but certain equipment is by Occupational Health recommendation only. Contact occupationalhealth@leedsbeckett.ac.uk for more information. Estates and Facilities colleagues should order via the Service Manager.

Equipment and Technology Adjustments
· Providing a lightweight laptop for someone who has difficulty carrying heavy equipment
· Providing ergonomic or adjustable tools for manual tasks, or anti-fatigue mats for colleagues who stand for long periods.
· The option to wear modified uniforms to suit medical needs – e.g. a cotton or moisture-wicking underlayer or supportive cushioned footwear
· Using assistive technology, like hearing loops or captioning tools in virtual meetings
· Installing voice-to-text software e.g. Read&Write, available to all colleagues through the Software Centre (via Start > Software Center) 
· Installing screen magnifiers 
· Installing task management apps or project management tools, e.g. MindView, available to all colleagues through the Software Centre (via Start > Software Center)
· Using time management aids such as alarms, timers, or calendar reminders
· You can find specific accessibility features of the Microsoft 365 package (Windows, MS Teams etc) on their website here: Accessibility Technology & Tools | Microsoft Accessibility

Signposting and Further Reading
LBU Colleague Networks 
Unison
UCU
ACAS - Guide to Reasonable Adjustments
Equality and Human Rights Commission  
Cancer and the Equality Act 2010
Disabled People’s employment in the UK: A thematic review of the literature 


Appendix 1 - Reasonable Adjustments Manager’s Summary
	Discuss
	Date Discussed

	Discuss with the colleague in a suitably confidential space.
Listen and be supportive as it may be a difficult subject.

	

	Record
	

	Document the main points discussed and any actions identified in the discussion, with a timeline. 

	

	Consult
	

	Identify whether further additional information, advice or equipment is needed, and consult as appropriate. This might include:

☐  Occupational Health Referral
☐  Advice from HR Advisor
☐  Furniture Request via Planon 
☐  IT equipment request via IT Self Service 
☐  Timetabling
☐  Service Manager - Estates and Facilities equipment orders
☐  Access to Work financial support 
☐  University policies and procedures – eg Flexible Working

Seek advice from your HR Advisor if the adjustments are complex or difficult to implement. 

	






	Agree and Document
	Date Agreed

	Document the agreed reasonable adjustments below and share a copy with the colleague. 
If the adjustments have been agreed on a temporary basis confirm the duration and schedule a review.

	

	Implement and Review
	Date Implemented

	Implement the agreed adjustments, avoiding unnecessary delays. 
Where a delay is unavoidable communicate updates regularly, and  consider implementing interim adjustments where possible.

	

	Summary of Adjustments Agreed
	Date to Review

	Agree a review date based on the circumstances and adjustments 
(e.g. monthly/ every three or six months/ annually – e.g. in PDR).
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