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SMBC can provide information in a range of different ways, for example via the 

use of large print, audio, summarising large documents, interpretation, 

translation and British Sign Language interpreting services. 

If you require this information in an alternative format or need assistance 

because English is not your first language, please contact your line manager 

or nominated Human Resources Advisor in the first instance for further 

support. 

 



Purpose 

This document provides a practical guide for employee about Reasonable 

Adjustments at work, for those employees with disabilities under the Equality Act 

2010. The guide focusses on the Council’s responsibilities for supporting current 

employees.  

Managers with the responsibility for recruiting and selecting employees and other 

workers can access relevant information contained in the Recruitment and Selection 

policies and procedures and seek further guidance from their HR Advisor. 

Definition of a disability 

We recognise that terminology on ‘disability’ depends on individual preference 

around whether to refer to the condition as ‘a person with/having a disability’ or 

‘being disabled’, both of which are covered under the Act. 

The duty to make reasonable adjustments aims to make sure that as a person with a 

disability, you have, as far as is reasonably practicable, access to adjustments that is 

involved in finding and/or undertaking your job role, same or similar as a person who 

does not have a disability.   

The definition of disability under the Equality Act is defined as 

‘a physical or mental impairment that has a ‘substantial’ and ‘long-term’ 

negative effect on your ability to do normal daily activities’.  

‘Substantial’ is more than minor or trivial, e.g., it takes much longer than it usually 

would to complete a daily task like getting dressed.  

‘Long-term’ means 12 months or more, e.g., a breathing condition that develops as a 

result of a lung infection or for the rest of the person’s life if less than 12 months. 

 

Certain progressive conditions (i.e., one that gets worse over time) may be covered 

under the Equality Act, however, protection under the legislation is automatically 

considered from the day of diagnosis for conditions such as HIV, cancer or multiple 

sclerosis.  Under the Act, conditions such as general correction of eyesight by 

wearing spectacles or hay fever are excluded as a disability. Further advice on 

whether your condition may be covered under the Act can be obtained from the 

Human Resources Team.     



Under the Equality Act, the definition also covers hidden disabilities such as cancer, 

diabetes, sight or hearing impairments, arthritis, high blood pressure, strokes, 

diabetes, heart attacks, mental health conditions, neurodiverse conditions, 

fibromyalgia or autoimmune conditions. 

Many symptoms from ‘Long Covid’ may meet the definition of a disability if an 

individual is still suffering from the effects of coronavirus 12 months after they were 

infected. 

Whilst the menopause is not of itself a protected characteristic under the Equality 

Act, it is still possible that menopausal symptoms experienced by an employee may 

meet the statutory definition of a disability under the Equality Act. While it is always 

therefore good practice to agree adjustments with an employee who is 

experiencing menopausal symptoms, there may also be a statutory duty to consider 

reasonable adjustments under the Equality Act if the severity of the symptoms 

amount to a disability. Please also refer to the Schools/Council’s Menopause policy 

and separate Menopause Agreement Document.  

The school’s role as an employer 

When the equality duty arises, the Council/School as your employer and your 

manager is under a positive and proactive duty to take steps to remove, reduce or 

prevent the barriers you may face with a disability by considering reasonable 

adjustments.  This duty also applies to job applicants and will include arrangements 

under ‘Access to Work’ (see page 6).  

The Council can only make reasonable adjustments where it is aware – or should 

reasonably be aware, that you have a disability. Therefore, employees who are 

disabled are strongly encouraged to disclose their disability to their manager so that 

any reasonable adjustments required in the workplace can be properly assessed and 

considered using the Reasonable Adjustments Agreement. Managers will ensure 

that school/ SMBC’s HR records are updated appropriately. Following a discussion 

with your manager, the need to make adjustments may be required for an employee 

or job applicant and must: 

• be considered in relation to every aspect of the job, provided the adjustments 

are reasonable and proportionate for the School/ Council to make. 



• not be a reason to disadvantage you at work or dismiss you. 

• for job applications, it must not be a reason to reject an appointment to a post 

if you are the best person for the job.  

 

Various factors that can influence whether a particular adjustment is 

considered reasonable. 

The test of what is reasonable is ultimately an objective test and not simply a matter 

of what you or your manager may personally think is reasonable. 

When deciding whether an adjustment is reasonable the school/Council will 

consider: 

• how effective the change will be in avoiding the disadvantage you would 

otherwise experience. 

• its practicality. 

• it’s impact on the function or service. 

• if it is affordable. 

• the school/Council's resources. 

The school/Council’s overall aim will be, as far as possible, to remove or reduce any 

substantial disadvantage faced by you as a member of staff that would not be faced 

by a person who does not have a disability.   

In the first instance, if you require initial guidance on whether you are likely to be 

covered under the Equality Act as has having a disability, please contact your HR 

Advisor, the Equalities Team, or refer to the guidance provided by the EHRC. 

Occupational Health can also provide their medical opinion on this matter, following 

a referral. 

 

 

 

 

https://www.equalityhumanrights.com/guidance/business/employing-people-workplace-adjustments/who-does-reasonable-adjustments-duty-apply?return-url=https%3A%2F%2Fwww.equalityhumanrights.com%2Fsearch%3Fkeys%3Dreasonable%2Badjustments


In summary: 

The law regarding disability discrimination goes further than other discrimination 

considerations in that it includes the requirement to make reasonable adjustments. 

 

Where someone meets the definition of a disabled person under the Equality Act 

2010, the School/ Council is required to make reasonable adjustments to any 

elements of the recruitment process or job if it may place a disabled person at a 

substantial disadvantage compared to non-disabled people. 

 

The school/Council is only required to make adjustments that are reasonable and 

proportionate. Factors such as the cost and practicability of making an adjustment 

and the resources available to the school/Council may be relevant in deciding what 

is reasonable and how it could be paid for. However, there is a government scheme 

called Access to Work which can help you if your health or disability affects your 

work.  

Many reasonable adjustments involve little or no cost and can be done immediately 

including:  

Allowing extra time during an assessment and/or selection tests. 

Looking at changes to a disabled person’s working pattern (subject to the needs of 

the service). 

Ensuring that information is provided in accessible formats. 

Modifying or acquiring equipment. 

Making sure that all physical environments such as buildings or rooms are 

accessible. 

Providing additional mentoring or training. 

 

 

 



Support from Access to Work 

Access to Work is a government scheme run by the Department of Work and 

Pensions (DWP) that can help people with a physical or mental health condition or 

disability to obtain or remain in work. Someone may be eligible for a grant to help 

pay for practical support or with extra costs which would not be reasonable for the 

School/Council to pay for. Find out more about Access to Work and Able 

Futures. 

 

Examples of Reasonable Adjustments 

Examples of possible reasonable adjustments are listed below, all of which need to 

be explored with your manager who will be supported by the Human Resources 

Team or Facilities Team as appropriate: 

1. Making adjustments to premises: 

For example: 

Making structural or other physical changes such as widening a doorway, 

providing a ramp or moving furniture for a wheelchair user; relocating light 

switches, door handles, or shelves for someone who has difficulty reaching; or 

providing appropriate contrast in decor to help the safe mobility of a visually 

impaired person.    

2. Allocating some of your duties to another person: 

For example: 

Reallocating minor duties to another member of staff (this will be discussed in 

conjunction with HR) if a disabled member of staff has difficulty doing them 

because of their disability. For example, if the job involves occasional visits 

into flats where there are no lifts, and the member of staff has limited mobility 

or a health condition which makes it impossible or very difficult for them to 

climb stairs.  

 

 

 

https://www.gov.uk/access-to-work
https://solihullcouncil.sharepoint.com/:b:/r/IntranetDocuments/WelcomeToAbleFutures%20-%20information%20leaflet%202021.pdf?csf=1&web=1&e=Dnb2RZ
https://solihullcouncil.sharepoint.com/:b:/r/IntranetDocuments/WelcomeToAbleFutures%20-%20information%20leaflet%202021.pdf?csf=1&web=1&e=Dnb2RZ


3. Altering your hours of work: 

For example: 

The Council allows a disabled person to work flexible hours or under hybrid 

working arrangements to enable them to have additional breaks to overcome 

fatigue arising from their disability. It could also include working part time 

hours, working a different work pattern, and / or working from a different 

location (including from home), this may for example avoid the need to travel 

in rush hour if this is a problem related to an impairment. A phased return to 

work with a gradual build-up of hours might also be appropriate in some 

circumstances when an employee returns after a long-term sickness absence. 

For more information, please see the schools Flexible Working Policy.  

4. Giving you permission to be absent during work or rehabilitation, 

assessment, or treatment for your disability / Modifying the Sickness 

Absence management process: 

An employee with disability who needs to attend medical appointments for a 

reason related to their disability (e.g., hearing aid tests, training with a guide 

dog, physiotherapy, dialysis, etc.) should be given time off work where it is 

unreasonable to attend outside their normal hours.  Please also refer to the 

Sickness Absence Management Guidance document on ‘Employees with a 

disability and reasonable adjustments.   

Although the Equality Act does oblige the School/ Council to consider and 

make, where possible, reasonable adjustments, it does not mean that a 

disabled employee is automatically exempt from being managed under the 

Sickness Absence Management policy.  

 

Where absences are specifically related to a disability, a reasonable 

adjustment may include revised trigger points for the employee under the 

Sickness Absence Management process to prevent any substantial 

disadvantage. However, absences beyond a revised trigger will not be 

disregarded, whether they are related to disability or not. Line managers 

should seek advice from HR if they are unsure about whether or not to 



discount an absence. More guidance on an employee’s medical condition and 

suitable reasonable adjustments for their role can be obtained through a 

referral to Occupational Health. 

 

5. Acquiring or modifying equipment: 

For example: 

The School/ Council might have to provide special equipment (such as an 

adapted keyboard for someone with arthritis or a large screen for a visually 

impaired person), an adapted telephone for someone with a hearing 

impairment, or other modified equipment for disabled employees (such as 

longer handles on a machine).  

The School/Council does not have to provide or modify equipment for 

personal purposes unconnected with your job, such as providing a wheelchair 

if you need one in any event but do not have one. This is because in this 

situation the disadvantages you are facing do not arise from anything the 

Council has any control over. 

6. Modifying procedures for testing or assessment: 

For example: 

An employee with restricted manual dexterity who was applying for promotion 

would be disadvantaged by a written test, so the School/Council offers them 

an oral test instead.  

7. Providing a reader or interpreter: 

For example: 

The School/Council arranges for an employee with a visual impairment to be 

trained on adjusting their accessibility features on the desktop/read aloud 

feature or have a colleague read the hard copy or post the information at 

agreed times during the working day. The School/Council can also arrange for 

services through the Council’s Translation and Interpreting Service such as a 

British Sign Language Interpreter if appropriate.  

 



8. Allowing you to take a period of leave for medical reasons: 

For example: 

An employee who has cancer needs to undergo treatment and rehabilitation. 

The School/Council allows paid time off for medical appointments, and 

adjustments can be made to the sickness absence process to allow them time 

to recover and return to their job. See the Sickness Absence Management 

Policy.  

If there is a more frequent or regular requirement for time off to attend medical 

appointments/treatment, flexible-working arrangements should be considered 

in the first instance. These should be discussed and fully explored with the 

employee and may be adopted on a temporary or permanent basis, 

depending upon the characteristics of the disability, nature of the medical 

appointment as well as service delivery and operational needs. It may also be 

appropriate for more than one measure to be used at the same time. Any 

changes to an employee’s contractual terms and conditions will require 

agreement.  

 

9. Employing a support worker to assist a disabled employee: 

For example: 

An employee with a visual impairment is sometimes required to make home 

visits to clients. The School/Council with support via Access to Work, where 

appropriate, may consider employing a support worker to assist them on 

these visits. 

 

10.  Modifying disciplinary, capability or resolution procedures: 

 For example: 

Employees are entitled to be accompanied by a trade union representative or 

work colleague during any formal meeting or hearing. The School/Council 

may allow an exception to this requirement in order to support a reasonable 

adjustment for an employee with a disability, who may in particular 

circumstances receive permission to be assisted by an alternative companion 



such as a representative from an appropriate charity e.g., Solihull MIND etc. 

HR Advisors will be able to give appropriate guidance on this point.  

The School/Council will ensure that an employee with a disability is not 

disadvantaged or unfairly treated during any meeting or formal hearing. If 

formal action to address behavioural or performance concerns is instigated 

against an employee with a disability, adjustments will be made, if 

appropriate, after considering the extent to which effects arising from the 

disability could have contributed to the situation. 

11. Adjusting redundancy selection criteria: 

For example: 

An employee with an autoimmune disease has taken many short periods of 

absence during the year because of their condition. When the School/Council 

is taking the absences into account as a criterion for selecting employees for 

redundancy, periods of absence related to a disability should be disregarded 

in any redundancy selection criteria.  During a consultation process, 

managers should remain alert to the possibility that absences may result from 

a previously undisclosed disability and be prepared to consider revising the 

score to discount any disability-related absence. 

 

12. Involving other members of staff: 

For example: 

The School/Council makes sure that an employee with autism has a 

structured working day as a reasonable adjustment. As part of the reasonable 

adjustment, it is the responsibility of the School/Council to make sure that 

other colleagues co-operate with this arrangement. 

You may not want the School/Council to tell your colleagues about your 

disability. If you prefer that other members of staff do not know about your 

impairment, and the School/Council believes that a reasonable adjustment 

requires the co-operation of your colleagues, it may not be possible for us to 

make the adjustment unless you are prepared for some information to be 

shared. It does not have to be detailed information, just enough to explain 

what they need to do to support you appropriately, for example: 



• where a condition that could lead to a life-threatening situation, such as 

an employee with severe epilepsy or someone with an allergy that is 

triggered by a substance such as perfume and needs the emergency 

use of an EpiPen they carry. 

• In an emergency evacuation where an employee has a ‘PEEP’ 

(Personal Emergency Evacuation Plan in place) that a team or 

individual ‘buddy’ needs to be aware of the situation. A PEEP is a plan 

for a person who may require assistance, for instance, a person with 

impaired mobility who needs to evacuate a building or reach a place of 

safety in the event of an emergency alarm. 

 

13. Carers’ leave relating to a person with a disability they care for: 

(Schools may need to amend this paragraph depending on if they have 
adopted this policy or are using it as guidance)  

In line with the Schools/Council’s  Carer Friendly Employer Pledge and Carers 

Policy, the School/Council supports employees  with caring responsibilities to 

help them to achieve a balance between the demands of their job roles and 

personal caring responsibilities. This includes being able to take paid time off 

as Carer’s leave for undertaking caring duties or appointments.  

All the above examples are adapted from the EHRC (Equality and Human Rights 

Commission): https://www.equalityhumanrights.com/en/multipage-

guide/employment-workplace-adjustments  

Guidance review date: December 2024 

 

Further sources of information on Reasonable adjustments:  

Reasonable Adjustments Agreement 

ACAS – Reasonable Adjustments for mental health  

Access to Work guidance 

Able Futures – Support for mental health at work 

Disability Confident – A practical guide for line managers 
 

https://www.equalityhumanrights.com/en/multipage-guide/employment-workplace-adjustments
https://www.equalityhumanrights.com/en/multipage-guide/employment-workplace-adjustments
https://solihullcouncil-my.sharepoint.com/:w:/g/personal/lucy_jane_solihull_gov_uk/Eaxlejs3irJAswkQXhdHjoUB0wk-Fc1uiypJxYhsb1LVcw?e=tjALad
https://www.acas.org.uk/reasonable-adjustments-for-mental-health
https://www.gov.uk/access-to-work
https://solihullcouncil.sharepoint.com/IntranetDocuments/Forms/AllItems.aspx?id=%2FIntranetDocuments%2FWelcomeToAbleFutures%20%2D%20information%20leaflet%202021%2Epdf&parent=%2FIntranetDocuments&p=true&ga=1
https://solihullcouncil.sharepoint.com/IntranetDocuments/Forms/AllItems.aspx?id=%2FIntranetDocuments%2FWelcomeToAbleFutures%20%2D%20information%20leaflet%202021%2Epdf&parent=%2FIntranetDocuments&p=true&ga=1
https://assets.publishing.service.gov.uk/media/5fbe437b8fa8f559e0e5cc61/disability-confident-line-managers-guide.pdf


Disability and Reasonable Adjustments Agreement form 

The Employee Wellbeing of the Extranet. 

Government Guidance on Reasonable adjustments for workers with disabilities or 

health conditions 

Menopause Support Agreement 

Sickness Absence Management Policy 

Smarter Ways of Working  

SMBC Employee Assistance Programme (EAP) 

SMBC Supported Employment Scheme 

Further links: 
 
Accessibility and Disability  
 
Autism West Midlands 

British Dyslexia Association 

Disability Essentials 

Dyspraxia Factsheet 

Fibromyalgia Factsheet 
 
Solihull Mind 
 
Multiple Sclerosis Factsheet 
 
RNIB 
 
RNID 
 

https://solihullcouncil-my.sharepoint.com/:w:/g/personal/lucy_jane_solihull_gov_uk/Eaxlejs3irJAswkQXhdHjoUB0wk-Fc1uiypJxYhsb1LVcw?e=tjALad
https://www.gov.uk/reasonable-adjustments-for-disabled-workers
https://www.gov.uk/reasonable-adjustments-for-disabled-workers
https://solihullcouncil.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7B5798C64A-5D28-4872-B96E-D3A6B676BB53%7D&file=Menopause-Support-Agreement-Form.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://solihullcouncil.sharepoint.com/:w:/r/IntranetDocuments/Sickness%20Absence%20Management%20policy%20v1.8%20March%202023.docx?d=w083e03d7a51b466b8d1e68d7057adac9&csf=1&web=1&e=482j10
https://solihullcouncil.sharepoint.com/:w:/r/IntranetDocuments/Sickness%20Absence%20Management%20policy%20v1.8%20March%202023.docx?d=w083e03d7a51b466b8d1e68d7057adac9&csf=1&web=1&e=482j10
https://solihullcouncil.sharepoint.com/SitePages/smarter-ways-of-working/What-is-Smarter-.aspx
https://solihullcouncil.sharepoint.com/SitePages/employee-wellbeing/EAP-Services.aspx
https://www.solihull.gov.uk/children-and-family-support/localoffer/apprenticeships-and-employment
https://business.scope.org.uk/article/accessibility-and-disability-facts-and-figures?gad_source=1&gclid=CjwKCAiAsIGrBhAAEiwAEzMlC7PgfoCdfHqU21oTGvkoLoQO5QHMXBCLisoy7_gCJ7MNX7vh_WymyBoCQbwQAvD_BwE#Different_impairments_and_conditions
https://www.autismwestmidlands.org.uk/
https://www.bdadyslexia.org.uk/?utm_source=google&utm_medium=cpc&gclid=CjwKCAiAg9urBhB_EiwAgw88mafXCvGMqZ8-lQ6n4m47b3S7bm56o_TLUwsbgSGmANbeOHVYrRCspxoCUqgQAvD_BwE
https://www.bdadyslexia.org.uk/?utm_source=google&utm_medium=cpc&gclid=CjwKCAiAg9urBhB_EiwAgw88mafXCvGMqZ8-lQ6n4m47b3S7bm56o_TLUwsbgSGmANbeOHVYrRCspxoCUqgQAvD_BwE
https://solihullcouncil-my.sharepoint.com/personal/lucy_jane_solihull_gov_uk/Documents/Disability/ATW/Disability%20Essentials%20-%20Business%20Disability%20Forum
https://solihullcouncil.sharepoint.com/:b:/r/IntranetDocuments/Dyspraxia-Facsheet.pdf?csf=1&web=1&e=ZqONOH
https://solihullcouncil.sharepoint.com/:b:/r/IntranetDocuments/Fibromyalgia%20Factsheet.pdf?csf=1&web=1&e=Nq2pNl
http://www.solihullmind.org.uk/
http://www.solihullmind.org.uk/
https://solihullcouncil.sharepoint.com/:b:/r/IntranetDocuments/Multiple_Sclerosis-Factsheet.pdf?csf=1&web=1&e=h2Swc5
https://www.rnib.org.uk/living-with-sight-loss/equality-and-employment/employers/
https://rnid.org.uk/?gad_source=1&gclid=CjwKCAiAg9urBhB_EiwAgw88mbOm9zZy6J2evm0o0fgVdxCz9Af0Wi-sJl7hETQ40UnfaqenCZbwRhoCwiEQAvD_BwE

