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Section 1: Candidate Information

Reasonable Adjustments in the Recruitment Process

1. Introduction

Creating an inclusive recruitment process is essential for attracting diverse talent and ensuring all candidates can demonstrate their abilities fairly. 

Reasonable adjustments remove or reduce barriers that may disadvantage individuals with disabilities or specific needs.

This report outlines practical adjustments that organisations can implement, alongside clear explanations for candidates so they know what support they can request. The focus areas include:
· Neurodiverse conditions
· Physical impairments 

2. General Principles of Reasonable Adjustments

· You are encouraged to share any adjustments that would help you perform at your best.
· Adjustments do not influence hiring decisions; they simply level the playing field.
· You can request adjustments at any stage of the process—from application to interview to assessment (if applicable).

3. Adjustments for Candidates with Neurodiverse conditions

Neurodiversity can vary widely, so adjustments will be tailored, here are some examples, but please discuss any other adjustments you feel may benefit you:
 
Example requests:

· Additional time for assessments 
· A quiet room for processing (when required)
· Interview room location to be quiet
· Alternative formats for reading materials (coloured paper, font sizes)
· Additional time to process questions
· A quiet room for interviews or assessments
· Extra time for tasks requiring focus
· Breaks between assessment components
· Written instructions to accompany verbal ones
· A more structured interview format

4. Adjustments for Candidates with Physical Impairments

Physical impairments vary widely, so adjustments will be tailored, here are some examples, but please discuss any other adjustments you feel may benefit you:

Example requests:

· Step-free access
· Use of lifts or ramps
· Accessible parking
· Easily accessible toilets
· Extra time to move between activities
· Remote or hybrid interview options
· A hearing loop
· A sign language interpreter
· Speech-to-text support
· Written copies of questions
· A quiet room with minimal background noise
· Large-print or accessible documents
· Assistance navigating the building
· Use of your own assistive devices
· Verbal descriptions of visual content

5. Communicating and Implementing Adjustments

· Share your needs as early as possible so adjustments can be arranged.
· Explain what has worked well for you in previous settings.
· Ask for clarification if you’re unsure what support is available.
· You can request adjustments at any time, even mid-process.

6. Conclusion

A recruitment process that embraces reasonable adjustments benefits everyone. 

Organisations gain access to a wider, more diverse talent pool, while candidates can participate confidently and fairly. By proactively offering and implementing adjustments, organisations demonstrate their commitment to inclusion, equity, and good practice.

🤝 Our Commitment
We want every candidate to feel supported, respected, and able to perform at their best. If you’re unsure what adjustments might help, we’re happy to talk through options with you.
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Line Manager Guide: Reasonable Adjustments within the Recruitment Process

What Are Reasonable Adjustments?

Reasonable adjustments are changes that remove barriers for candidates with disabilities or specific needs. They ensure every candidate has a fair opportunity to demonstrate their skills.

Quick Checklist for Line Managers

Before the Interview
· Recruitment will ask about adjustments required
· Recruitment Team will brief the Hiring Manager on any requirements
· Line Manager/ Hiring Manager to confirm the room is accessible (if requested)
· Hiring manager to prepare and print the recruitment materials in the right format

During the Interview
· Follow the agreed adjustments
· Be patient and flexible
· Focus on the candidate’s ability

After the Interview
· Provide feedback in accessible formats if requested
· Treat all information confidentially and respectfully
· For your new employee, put adjustments in place promptly (if your unsure how to best assist, ask HR or Occupational Health for guidance)
· For new employee, review adjustments regularly to ensure they remain effective and relevant



Adjustments for Candidates with Neurodiversity

Neurodiversity can affect candidates in various ways including but not limited to, reading and/or writing speed, processing speed, memory, concentration, working memory, organisation, differences in communication, sensory processing, social interaction, and interpretation of information. 

Possible Adjustments include:

· Extra time for written tests, online assessments, or reading tasks
· Allow the use of assistive technology, such as screen readers, coloured overlays, or text-to-speech tools
· Use dyslexia-friendly fonts and layouts, avoiding dense text and ensuring good contrast (any print outs for the recruitment process)
· Offer verbal and written instructions where possible
· Allow additional time for processing questions
· Offer quiet or low-stimulation environments for assessments or interviews
· Provide structured interview formats, with clear, concise questions
· Allow extra time for tasks requiring sustained concentration
· Break longer assessments into smaller sections with optional rest breaks
· Provide written instructions alongside verbal explanations
· Be flexible with scheduling, avoiding long waiting periods or back-to-back tasks
· Provide interview questions in advance so the candidate can prepare and reduce anxiety
· Use clear, direct language — avoid metaphors or ambiguous phrasing
· Offer a structured interview format, outlining the order of questions or activities
· Share a clear agenda before the interview, including timings, who they will meet, and what to expect
· Allow extra processing time after asking questions — silence is not a problem
· Offer a quiet waiting area to reduce sensory overload
· Minimise environmental distractions such as bright lights, noise, or strong smells
· Provide written instructions for tasks or assessments
· Avoid rapid changes to interview times or formats where possible
· Offer remote interviews if this reduces sensory or travel-related stress


Adjustments for Candidates with Physical Impairments

Physical impairments vary widely, so adjustments must be tailored. Please discuss with Recruitment/ HR if you are unsure.

Possible Adjustments include:

· Ensure step-free access to all interview and assessment locations
· Provide lifts or ramps, and confirm they are in working order before the candidate arrives
· Offer accessible parking close to the entrance
· Easily accessible toilets
· Ensure interview rooms have accessible seating, space for mobility aids, and accessible toilets nearby
· Offer remote interviews as an alternative where appropriate
· Allow additional time for moving between rooms or completing tasks
· Provide hearing loops or other assistive listening devices in interview rooms
· Ensure good lighting so candidates can lip-read if needed
· Offer sign language interpreters or speech-to-text services when requested
· Use quiet rooms to reduce background noise
· Provide written versions of verbal instructions and interview questions
· Provide materials in accessible formats, such as large print, high contrast, or screen-reader compatible documents
· Ensure clear signage and offer guided support to navigate the building
· Allow the use of assistive technology, such as magnifiers or screen readers
· Offer verbal descriptions of visual information used in assessments
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