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Guide to Supporting, Retaining and Recruiting Disabled Staff  

 
The BBC is committed to being inclusive and accessible to disabled people. Disabled people 
are a diverse group with differing requirements, some of which aren’t always apparent.  
Accessibility for our staff (including temporary, contract and freelance staff) will ensure that 
we attract and retain the most talented people to contribute to the creativity of the BBC.  

 

The full BBC Accessibility Policy Statement can be read here: 
http://downloads.bbc.co.uk/diversity/pdf/BBC_Accessibility.pdf 
 
The BBC values the contribution our disabled staff make to the organisation and our output. 
This guide provides information for managers and HR teams on recruiting and supporting 
disabled staff.  
 
Managers should also refer to the BBC Health & Sickness Absence Policy where an 
employee has frequent short-term sickness absences, or a prolonged period of ill health. 
Where sickness related absences or capability to undertake a role could be disability related, 
either because they have been advised by occupational health or the employee, then the 
manager should follow this Guide. 
 
1. Definition of Disability 

 
A person has a disability if they have a physical or mental impairment and the impairment has 
a substantial and long-term adverse effect on their ability to perform normal day-to-day 
activities. 
 
2. Difficulty working in current role 
 
The majority of employees who have or develop a disability while they are employed will 
continue in their role without the disability affecting their performance. However, if an 
employee is having difficulty with their current working arrangement which may relate to a 
disability, the employee should advise their manager and/or their Divisional HR Team. 
 
Where it is unclear whether the employee has a disability as defined under the Equality Act 
(above), or further information is required about a condition and/or reasonable adjustments 
that could be made, the Manager should also refer the employee to Access Services. 
Information on Access Services is also available in the guidance notes section of this guide. It 
may also be appropriate to refer the employee to external medical advisors to clarify whether 
or not the employee’s condition is likely to fall within the Equality Act or to gain further insight 
into the employee’s condition.  
 
3. Retaining the employee in their current job 
 
It is preferable for an employee to remain in their current role, and this may be achieved by 
making reasonable adjustments to either the physical working environment or to the duties of 
the job, and as such redeployment to another role should be a last resort. The manager 
should refer the employee to Access Services for an assessment on the reasonable 
adjustments which could be made.  
 
4. Retaining disabled employees through redeployment 
 
Where the employee is unable to continue in their substantive role, despite reasonable 
adjustments being explored, then they should be considered for redeployment to an 
appropriate alternative role. 
 
At this point, the employee under redeployment (the “redeployee”) should be informed in 
writing that they are being removed from their substantive role and are in a redeployment 

http://downloads.bbc.co.uk/diversity/pdf/BBC_Accessibility.pdf
http://explore.gateway.bbc.co.uk/bbchrdirect/bbc_hr_direct/access_services.aspx
http://explore.gateway.bbc.co.uk/bbchrdirect/bbc_hr_direct/access_services.aspx


 

 

Guide to Supporting & Retaining Disabled Employees  Last Updated August 2013  

period. The letter should confirm that if an alternative post is not found, then their employment 
is at risk of termination at the end of the redeployment period.  
 
The redeployment period will include an employee’s contractual notice and the employee 
must be advised of this in the letter. The length of time during which the BBC will seek to 
redeploy an individual will ultimately rest with the divisional Head of HR. 
 
The letter will include the right of appeal against this warning of dismissal under the terms of 
the BBC Appeals Policy. 
 
A redeployment plan should be drawn up by the manager following consultation with the 
redeployee and Access Services. This plan should identify the types of jobs that may be 
suitable for redeployment as well as any appropriate and reasonable training or re-skilling.  
 
Whilst a redeployee is required to engage in the redeployment process, there is also an onus 
on the manager to ensure that they actively seek redeployment opportunities for them. This 
includes considering vacancies across the organisation and group companies.  
 
Managers should refer to the redeployment guidance on the redeployment page on Gateway. 
 
5. Selection process of suitable alternative roles (disability priority consideration) 
 
If a manager is exploring redeployment opportunities for a redeployee under section 3 above, 
they should consider the following steps for a possible suitable alternative role:  
 

- Firstly, does the redeployee meet the key skill and competency requirements of the 
role (this decision will rest with the hiring manager)? 
 

- If not, would they meet this if they took into account reasonable adjustments? 
 

If the answer is yes to the above questions:  
 

- the employee should be offered the role without going through a competitive selection 
process 
 

- if there are other employees applying for a role who are at risk of redundnancy or 
undergoing a redeployment process due to a disability or maternity/adoption leave, 
consider whether a competitive selection process should be used for the role.  

 
5.1 Redundancy 
 
In a redundancy situation, disabled employees will be covered by the same process as all 
other employees (see the BBC Reorganisation & Redundancy Policy), managers should 
ensure reasonable adjustments are provided to disabled employees during the redundancy 
process to facilitate their redeployment. 

 
6. Redeployment Outcomes 
 
A disabled employee who accepts redeployment to a new job under section 4 will undergo a 
trial period, which shall be between a minimum of 4 weeks and a maximum of 12 weeks. The 
redeployment process will be put on hold during the trial period. If the trial period is successful 
the hiring manager should confirm this in writing at the end of the trial period. 

 
Where the trial period is unsuccessful, the employee, manager and Divisional HR should 
meet to discuss the situation and to discuss the most valuable use of the remainder of their 
redeployment period. During this redeployment period they will retain their right to disability 
priority consideration as outlined in section 4 above. In certain circumstances, depending 
upon the specific case in question the redeployment period may be extended by up to a 
maximum of one month at the discretion of the manager and Divisional HR.  

http://explore.gateway.bbc.co.uk/bbchrdirect/bbc_hr_direct/access_services.aspx
http://explore.gateway.bbc.co.uk/recruitment/recruiting_in_the_bbc/guide_to_redeployment.aspx
http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2278
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Where no reasonable adjustments can be made to an employee’s current role, and where the 
employee cannot be redeployed under section 4 the employees employment will be 
terminated on the grounds of medical incapacity or early retirement on health grounds. 
Termination on the grounds of medical incapacity or ill health retirement will only be 
considered once other options such as in section 2 to 4 have been explored. 
 
7. Adjustment Time 
 
The BBC recognises that an employee who develops a disability, or whose disability worsens, 
may need time away from their job to adjust to the change in their personal circumstances. 
For example, this time may be used to get used to working with a guide dog, to use sign 
language or learn pain management techniques. 
 
Adjustment time may be considered when the disability or change in condition reaches the 
stage where it becomes difficult, or impractical, for the employee to perform the duties relating 
to their job without adaptation of premises, tailored equipment, alteration to working 
conditions or practices, or retraining to gain new skills to compensate for changes. 
 
The employee’s manager and Divisional HR are responsible for deciding when time for 
adjustment is appropriate. A written statement will be required from the individual’s GP/and or 
Occupational Health stating the reasons why adjustment time is appropriate. The amount of 
adjustment time required will be considered on a case by case basis. Adjustment time should 
not normally exceed a few weeks except in exceptional circumstances. 
 
The manager and Divisional HR will be responsible for deciding whether the adjustment time 
will run concurrently with the redeployment period.  The decision will take into account the 
ability of the individual to focus on redeployment at the same time as adjusting to their 
changes personal circumstance or learning new skills. 
 
Adjustment time will be treated as separate from sick leave and may be paid, however the 
payment limits set out within the BBC Health & Sickness Absence Policy may be used as a 
guide when considering the payment of adjustment time.  
 
Any period of adjustment will end when the employee has undergone all necessary 
assessment and training and the employee is able to return to work. Adjustment time should 
not be considered a reasonable adjustment but is part of the overall BBC approach to 
effective disability and performance management. Seek advice from divisional HR or the 
Diversity Centre if you are considering extending adjustment time beyond the recommended 
period. Any considerable extension of adjustment time is at the discretion of managers and 
Divisional HR, Extending adjustment time may be regarded for employment purposes as a 
reasonable adjustment and the employee should be assessed by Access Services prior to 
agreeing a considerable extension to adjustment time to ensure it is the most appropriate 
adjustment that can be recommended for the employee. 
 
8. Capability & Performance Management 
 
There may be times when despite your best efforts and the implementation of reasonable 
adjustments, that an employee is unable to perform at the required level for their role 
 
If this is the case you should refer to the BBC Performance Management and Capability 
Policies. 
 

 Performance Management Policy: 
http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2316  

 Capability Assessment: 
http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2266  
 

http://explore.gateway.bbc.co.uk/peoplepolicies/default.aspx?page=2316


 

 

Guide to Supporting & Retaining Disabled Employees  Last Updated August 2013  

Please note: It is inappropriate to pursue capability or performance management procedures 
with a disabled member of staff without having first explored, implemented and reviewed 
agreed reasonable adjustments over a reasonable time period. 
 
9.  Complaints & Escalation Routes 
 

a) Making a complaint 
 

 If a disagreement or complaint arises from the assessment process or the 
recommendations given by as assessment report the complaint should be made to: 

feedback@bbchrdirect.co.uk. 
 
Escalating a complaint 
 

b) Informal Review 
 

If any party is not satisfied by the outcome of the complaints process (above), the complaint 
can be reviewed informally by an Access Panel.  
 
The Access Panel will generally consist of: 
 

 HR Representative 

 Disability Advisor and/or Diversity Manager 

 BBC Legal Representative 

 Line Manager (where appropriate) 

 Access Lead 
 
If you require an Access Panel to review a complaint or the outcome of a complaint please 
contact the Diversity Centre:  
 

c) Formal Procedure 
 

If any party is still dissatisfied following the outcome of the informal review process they can 
make a formal complaint under the BBC Grievance Policy: 
http://explore.gateway.bbc.co.uk/peoplepolicies/people_policies/people_management/grievan
ce.aspx 
 
As described in the grievance policy, an independent manager will hear the grievance. This 
person shall not be one of the Access Panel involved in the informal review procedure. 
 
10. Guidance Notes 
 
The following guidance notes cover a range of scenarios which may affect disabled 
employees and how to support them as managers and HR teams.  There is also guidance on 
recruiting disabled people and things to consider to ensure accessibility of that process. 
 

https://email.myconnect.bbc.co.uk/owa/redir.aspx?C=f4e0c3c3ba074df3837ca016923c6b4d&URL=mailto%3afeedback%40bbchrdirect.co.uk
https://email.myconnect.bbc.co.uk/owa/redir.aspx?C=e-yJQt37j0G67HppCrS3SCSudDeJRNAIKuXgh8rpFOwCPsiBo9A_Nn5XPyNg_GyX1OqBvHTF1cY.&URL=http%3a%2f%2fexplore.gateway.bbc.co.uk%2fpeoplepolicies%2fpeople_policies%2fpeople_management%2fgrievance.aspx
https://email.myconnect.bbc.co.uk/owa/redir.aspx?C=e-yJQt37j0G67HppCrS3SCSudDeJRNAIKuXgh8rpFOwCPsiBo9A_Nn5XPyNg_GyX1OqBvHTF1cY.&URL=http%3a%2f%2fexplore.gateway.bbc.co.uk%2fpeoplepolicies%2fpeople_policies%2fpeople_management%2fgrievance.aspx


 

 

Guide to Supporting & Retaining Disabled Employees  Last Updated August 2013  

Access Services 
 
What does the service include? 
 
Provides assistance to disabled employees, managers and visitors 

 Undertakes access assessments for staff with disabilities  

 Identifies and implements appropriate adjustments to the workplace and 
workplace practices  

 Secures funding for adjustments working with the appropriate government 
agencies  

 Books communications support for deaf or hard of hearing employees  

 Provides facilitation (human support) such as note-taking  

 Gives advice on disability related work issues and HR cases  

 Assess the accessibility of BBC events and provides support at these events  

 Engages with other stakeholders, including Siemens, BBC Workplace, BBC HR, 
BBC Safety and the BBC Disabled Staff Forum  

 Has a small stock of equipment available for loan for disabled employees  
 
How do I know if I or a member of staff qualifies for support? 
 
The Access Service assesses people who have a disability and require workplace 
adjustments. The Equality Act gives some guidance on who is covered by the term disability. 
However, if you are in any doubt, please contact BBC HR Direct who will put you in touch with 
an access assessor who will be able to give advice and further information. 
 
Contact Us 
 
The service is available from 9 am to 5.30 pm Monday to Friday with a voicemail facility 
operating out of hours. Telephone: 0800 082 8080 - Option 8 and then option 1 
Email: access.team@bbchrdirect.co.uk 
 
Complaints: 
 
If you have a complaint regarding the assessment process or recommendations please 
contact: feedback@bbchrdirect.co.uk. 
 

Disability Related Leave 
 
Where staff need to take sick leave due to their disability or to attend medical appointments 
relating to their disability, a flexible approach from both the manager and the member of staff 
should be adopted.   
 
Where possible members of staff should endeavour to arrange appointments outside their 
working hours. However where this is not possible and the time out of the workplace is likely 
to be limited and/or on a small number of ad hoc occasions these requests should be 
accommodated without the need for annual leave to be taken. Where this is not possible, 
managers should consider flexible working arrangements to accommodate these requests 
such as time being made up, remote working or other local arrangements.  
  
Where appointments regularly occur during the working day, a jointly agreed formal flexible 
working approach should be considered, in line with business requirements.    
 
Other sickness absence should be treated in accordance with the Sickness Absence Policy 
and where long periods of disability related leave are impacting on the ability of the staff 
member to perform adequately in the role, Access Services should be engaged to ensure that 
appropriate reasonable adjustments have been made and/or to assess whether further 
reasonable adjustments are warranted. 
 

http://www.legislation.gov.uk/ukpga/2010/15/contents
mailto:access.team@bbchrdirect.co.uk
https://email.myconnect.bbc.co.uk/owa/redir.aspx?C=f4e0c3c3ba074df3837ca016923c6b4d&URL=mailto%3afeedback%40bbchrdirect.co.uk
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Managers Checklist on disability related leave: 
 
Have you talked to the staff member about the following: 
 

 Trying to schedule appointments in non-working time? (Please be aware this is not 
always practical or possible.) 
 

 Adopting a flexible approach and allowing the staff to make time up for disability 
related appointments where such requests are likely to be short in duration or ad hoc 
in nature  

 

 Setting up a formal flexible working arrangement where the time off is likely to be 
within working hours and is going to occur regularly 

 
Do 
 

 be proactive about discussing business requirements , disability related needs and 
reasonable adjustments  along with the ability of your unit, based on the  employees 
role, to adopt a flexible approach 
 

 consider sharing tasks amongst other team members to cover for short periods of 
disability related leave whilst being sensitive to issues of workload amongst the rest 
of the team 

 

 attempt to seek a solution which is acceptable to the individual, the team and the 
organisation 

 
Don’t 
 

 conflate issues related to disability leave and capability to perform in the role. Advice 
on appropriate performance management processes is available from HR teams and 
the BBC Capability Policy, advice on reasonable adjustments is available through 
Access Services. 

 

 insist staff take annual leave for medical appointments such as chemotherapy, or 
short term incapacity related to day surgery or other medical procedures which 
require a short period to convalesce.  e.g . A minor surgery which requires  an 
afternoon to recover. 

 

 encourage or ignore situations where a staff member with legitimate disability related 
leave needs is forced to choose between appropriate medical care and their annual 
leave entitlement. 
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Discussing disability 
 
Good open and honest conversations are just what's needed. 
 
So, what's the best way to manage a conversation? Here are some simple tips. 
 

Do's Don'ts 

Have a conversation in a neutral and private 
space, not your office. 

Don't attempt to initiate a conversation in front 
of everyone.  

Make sure there are no interruptions. Switch 
your mobile phone off.  

Don't initiate a conversation if you've got 
another appointment looming. 

Be focused. You only need information that 
will help you achieve the goal of supporting 
your employee. 

Don't attempt to diagnose. Remember you're 
not a doctor or a qualified counsellor.  

Ask open non-controlling questions. For 
example, "I was wondering how you were 
doing?" 

Don't ask questions that could create 
pressure like "What is wrong with you then?" 
or "Are you stressed or something?" 

Use neutral language if you are discussing 
mental health;for example, "you seem very 
low today". 

Don't use medical language linked to 
illnesses like "you seem depressed" unless 
the employee uses it.  

Always allow the person time to answer 
Don't push for an answer. Be patient. And 
don't rush in with another question. Without 
listening to the answer you've been given. 

Try and put yourself in the other person's 
shoes and see things from their position.  

Don't tell the person what to do.  

Make arrangements for a follow up meeting to 
review the situation and ensure you have 
made the employee aware of the support 
available at the BBC such as Access Services 
and the BBC Ability Forum 

Don't leave things up in the air 
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Seeking medical advice 
 
When do I need medical information? 
 
As a line manager, you may wonder when you need medical information from an employee in 
respect of absences related to disability.  
 
In reality, the most important information you need is on the adjustments will enable the 
employee to retain or return to work. 
 
When managing disability, concentrate on how the required outputs can be achieved and 
what adjustments can be made to facilitate this. 
 
Sometimes you might need to refer to somebody who knows more than you about disability 
issues. 
 
You may wish to speak to your occupational health adviser, Access services or the 
employees GP if a solution cannot immediately be agreed. 
 
With the employee’s permission, you may request medical reports or an assessment with an 
occupational health advisor (OHA) to see how you, their line manager can support them.   
Where the employee is invited to attend an Occupational Health appointment they may, if 
they wish, be accompanied. The person accompanying them is not there to act as a formal 
advocate or advisor but is instead there to provide support to the employee, for example, the 
accompanying person may help describe their symptoms or may later help recall the meeting 
for them. In such situations the employee is asked, out of courtesy, to notify Occupational 
Health that they will be accompanied in advance of the meeting.  
 
You cannot contact an employee’s GP without their express permission. If you feel this is 
necessary then have an open discussion with the employee about why you need to speak to 
their GP. 
 
How do you have this discussion with your employee? 
 
First of all emphasise that above all you wish to know how you can help make any 
appropriate adjustments to support them at work. 
 
Be clear about the reasons for requiring information; what information you are requesting, 
where it will be stored, who it will be disclosed to, what the next steps are, and what the 
consequences might be. 
 
Make it clear that under the Access to Medical Reports Act 1998 they may ask for reasonable 
changes to be made to any medical report before it is submitted to the employer. 
In the case of an employee who sees a psychiatrist, it is appropriate to seek consent to a 
report from this person. 
 
Remember, you don’t necessarily need a medical history it may be more advisable to ask 
them for a report from their GP detailing any adjustments that may be necessary for them to 
perform in their role. 
 
What can GPs and Occupational Health Advisers actually do to help? 
 
GPs can provide medical certificates; identify a medical condition causing difficulties at work; 
refer people to specialist advice or treatment; explain the effects of any medication or 
treatments; and they may be able to suggest reasonable adjustments that need to be made 
under the Equality Act 2010. Occupational Health Advisers (OHAs) can provide medical 
checks; advise on monitoring conditions and health promotion; help people take preventative 
measures; provide risk assessments; identify reasonable adjustments under the Disability 
Discrimination Act; provide and arrange employee support; help with managing sickness 
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absence; explain the impact of a medical condition; provide occupational rehabilitation; liaise 
with the employee’s GP or consultant; even give advice about medical retirement. 
 
Using Expert External Support 
 
There are a number of organisations which have retention services which are specific to 
disability and mental health. 
 
You should consult your divisional HR and/or the Diversity Centre if you feel this approach is 
better for the employee.  
 
Often, the benefits of these services are that they are seen by the employee as impartial and 
the reports provided are focussed on adjustments which enables an employee to retain/return 
to work. 
 
The assessments are also carried out by specialist disability advisors and can be used to 
demonstrate that the organisation took all reasonable steps in trying to retain an employee or 
facilitate a return to work after disability related absence. 
 
Consult the Diversity Centre to get more information on organisations which provide these 
services. 
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Warning signs of stress and mental health issues 
 
Everyone experiences stress at work at some point. 
 
When an individual or group of employees becomes so routinely stressed that their health 
and work performance are affected then a mental health issue could develop. 
 
So what are the particular early warning signs you should look out for? 
 

 An increase in unexplained absences or sick leave 
 

 Poor performance 
 

 Poor-time-keeping 
 

 Increased use of alcohol, drugs, tobacco or caffeine 
 

 Frequent headaches and back aches 
 

 Withdrawal from social contact 
 

 Poor judgement / indecision 
 

 Constant tiredness or low energy 
 

 Unusual displays of emotion e.g. frequent irritability or tearfulness 
 

Talking to staff really is the best way to spot early signs of stress or an emerging mental 
health problem. The more open communication there is; the more feedback you receive, then 
the more quickly you'll be able to spot early signs of stress.  
 
By following the steps below you can keep on top of workplace issues that might be causing 
mental health problems. 
 

 Use supervision, appraisal or reviews to talk about any concerns your employee may 
have 

 Provide training to help staff recognise when they are stressed  

 Provide information on any services your company offers which will help your staff 
feel confident about your support 

 Regularly monitor how your staff are feeling 

 Develop a workplace culture in which staff feel comfortable about disclosing mental 
health issues to you. 

 
How do I discuss performance with a staff member with mental health issues if they 
haven't told me? 
 
If you think a member of staff has a mental health issue then the first question to ask yourself 
is "why?" 
 

 Are there work-based issues? 

 Is there a performance issue with the person? 

 Have you noticed erratic or changed behaviour? 

 Are there other signs of a mental health issue? 

 Have other staff members said anything? 
 

Acting on clear evidence is important, but it's also important to use your common sense and 
your natural instincts to care for others. 

http://www.tacklementalhealth.org.uk/additional-support/
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As a manager you'll be used to discussing staff performance or problems with your 
employees. Occasionally the reason for a decrease in performance could be a mental health 
issue. 
 
If you are thinking about discussing this with the employee it's really important to follow some 
guiding principles. 
 
Do... 

 Be clear that you wish to discuss a performance issue. Even if you think there may be 
a mental health issue. Start your discussions based on the evidence of the changes 
in performance just as you would normally. 
 

 Consider asking someone else to get involved. A colleague, from HR or a team 
colleague they trust for example, a union rep or possibly a friend or family member 
could also help in some circumstances. 

 

 Find out what BBC support is available from the Employee Assistance Programme so 
you can remind your employee what support is offered by the BBC. 

 
Don't... 
 

 Avoid talking about performance if you think there may be a mental health problem. 
 

 If you find yourself informed of an employee's mental health issues indirectly 
or through gossip take the following steps: 

 

 Challenge the person giving you the information. Have they heard this directly 
from the person concerned? Is there a work related issue? 
 

 Consider whether there is any evidence to back up this. Without evidence of an 
issue at work there is no conversation to be had. 

 

 Make sure the person giving the information knows that you cannot act on this 
information until there is an evidence-based work issue. 
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Ensuring recruitment is open to disabled people: 
 
When recruiting staff you need to ensure you are not discriminating against anyone who has 
a disability. 
 
You will find the following check list useful. 
 
Job descriptions and person specifications 
 

 Identify unreasonable or conflicting demands 
 

 Be specific about the skills needed 
 

 Clearly distinguish desirable and essential criteria so flexibility is ensured when 
making 'reasonable adjustments' 

 

 Focus on outputs not the means by which they are arrived at e.g. working from home 
etc 

 

 Don't emphasise formal qualifications or work experience where these aren't essential 
 

 Avoid emphasising soft-skills and personality traits (e.g. must be fun and energetic) 
 

 Avoid generalities (e.g. must be able to work under stress etc) 
 

Advertising 
 
Use phrases that are positive about disability e.g. "we welcome applicants from people with 
disabilities."  
 
Provide full details about hours, flexible working, job share arrangements and annual leave 
entitlements. 
 
Applications 
 
Provide clear details on application forms and during the selection process on things like 
closing dates, interview dates and what the interview will consist of. Include a statement 
making it clear your commitment to making any "reasonable adjustments". 
 
Interviews and testing 
 

 When inviting candidates to interview ensure you have asked for information about 
any adjustments they feel may be necessary and checked with the Capita recruitment 
service that these will be provided for the interview 
 

 Allow for the fact that a person with a mental health issue is likely to be more nervous 
or anxious in the interview and may wish to have support from an employment 
advisor or support worker 

 

 Remember, confidence is something that will develop once in post 

 Be flexible about times and dates to allow for effects of medication and appointments 
if required 
 

 Offer candidates extra time to finish tasks or tests designed to assess skill levels if 
appropriate 

 

 Ensure there are rest breaks in the timetable and provide refreshments 
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Recruitment and selection 
 
Ensure you consider what reasonable adjustments will need to be in place, for example, a 
place to store medication ,flexible hours or assistive technology. 
 
Access Services at the BBC will assist you to ensure any adjustments are made in a timely 
manner for the new recruit. 
 
Recruitment Assessment Techniques for Disabled people 
 
There are some aspects of some assessment techniques which are intrinsically 
disadvantageous in the case of certain types of disability whatever additional facilities are 
provided. Assessors should consider whether the use of any particular assessment technique 
either because of its content or because of its format, might lead to an inaccurate assessment 
of a particular attribute in a disabled person arising from that person’s disability.  
 
These intrinsic disadvantages are considered below: 
 
Abstract and Spatial Tests 
Abstract (i.e. non-verbal/ diagrammatic) and spatial tests are likely to be disadvantageous to 
people with visual disabilities, especially where these are profound. It is unlikely that people 
with profound visual disabilities would be able to comprehend the information that is provided 
for completing abstract and spatial tests even with the assistance of a facilitator. 
 
Verbal and Numerical Reasoning Tests 
Verbal and numerical reasoning tests may be unfair to people who are deaf or severely 
hearing impaired particularly where deafness preceded the acquisition of language and 
particularly for those who communicate using sign language rather than spoken English. 
 
Other Ability Tests 
Aptitude or ability tests when used in selection should measure abilities relevant to the 
specific job rather than focusing on general intelligence or broader ability. Nevertheless, it 
may be the case that such tests do not take account of the ways in which disabled people can 
cope with job requirements by making reasonable adjustments to the work environment or 
working methods. It is therefore important to decide whether the abilities being assessed are 
particularly relevant to the role or whether there are other ways to assess whether someone is 
capable of doing the job. 
 
Work Samples or Analogous Exercises (e.g. In-tray Exercises) 
On the whole work samples which are often included in assessment centres may be fairer 
than written tests to people with disabilities given the provision of facilities for the disabled 
person to bring their own particular ways of working to the task. However, most work samples 
are aimed at measuring existing skills rather than potential to learn. Tests which assess 
potential to learn rather than what has already been learned are referred to as ‘Trainability 
Tests’. These tend to be developed on the basis of samples of people without disabilities. 
These tests can involve a detailed analysis of observable behaviour that distinguishes good 
trainees from poor trainees. As such they may, in some cases, be less relevant to the 
assessment of potential in people with disabilities since the possession of a disability is likely 
to alter the manner in which a person acquires a skill. 
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Group Exercises 
Group exercises require the observation of behaviour in a simulated situation. In theory they 
offer people with disabilities a fair opportunity to demonstrate the possession of attributes 
relevant to the job. However, in practice for some individuals with disabilities (e.g. blindness 
or deafness), the actual process of interacting in a group may be quite challenging and also 
require the others in the group to adapt their behaviour. It is important to remember this 
before the assessment takes place as you may need to provide additional ways for the 
individual to communicate and interact with the group, other than merely by talking. One also 
needs to examine closely the behavioural indicators within the competencies being assessed, 
for example, ‘maintaining eye contact’ may not be suitable indicator in the case of a blind or 
partially sighted person. 
 
Personality Questionnaires 
Personality questionnaires should not in themselves be disadvantageous to people with 
disabilities. 
 
However, many personality questionnaires include attributes which describe aspects of 
personality relating to physical activity or stress management; for example, active; emotional 
stability, self-esteem, physical tension, social confidence, tolerance levels, or trust in others. A 
person with a mental illness or a history of mental illness may respond to such dimensions 
indicating lower levels of coping. Unless such responses are empirically linked to job 
performance, screening individuals out because of them could amount to unfair and unlawful 
discrimination. 
 
Note: If you are concerned that a form of assessment you plan to use in your recruitment 
process may have a discriminatory impact on a disabled applicant please contact 
diversitycentre@bbc.co.uk for general advice or contact Access Services 
access.team@bbchrdirect.co.uk for advice on making reasonable adjustments to the 
assessment process. 

mailto:diversitycentre@bbc.co.uk
mailto:access.team@bbchrdirect.co.uk
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Guidance on hot-desking for disabled staff: 
 
In most office locations, hot-desking is now accepted practice to ensure the most flexible use 
of our office spaces.  However, hot-desking may not be suitable for all disabled staff, whose 
needs may mean a different approach is required.  
 
Managers should seek confirmation from disabled staff that hot-desking is suitable for them.  
Access Services may also recommend that a fixed desk position is provided for a disabled 
member of staff. 
 
Desk arrangements are the same as any other reasonable adjustment – where it is a 
reasonable and justified request, we must meet that request.  There is recent case law on the 
inflexibility of a manager towards a fixed desk location and a failure to enforce the reserving of 
a specific desk for a disabled member of staff. 
 
Some scenarios where hot-desking may not be suitable:  
 

 A wheelchair user may need to have a desk location at the end of a row if there is a 
tight gap between the rows of desks that makes accessing the desk with their 
wheelchair difficult; 
 

 A member of staff may use an adjustable height desk or have a larger monitor;   
 

 A user of access technology may need to have fixed desk location, in some cases 
with a desktop PC rather than a laptop; 

 

 Staff with mental health issues such as anxiety or claustrophobia, may need to have 
a fixed desk location so they know that they will always be sat in a specific location 
which might be in a quieter part of the office, not over looked, or near a window for 
example. 
 

How to be flexible: 
 

 Work with the member of staff and Access Services where necessary to establish a 
suitable approach to a fixed desk location; 
 

 The Access Technology Team will be able to advise on the appropriate approach for 
users of access technology who may need a fixed desk location;  
Tel: 07280696 or external: 07872412986 
http://explore.gateway.bbc.co.uk/technology/technology/accessibility__usability.aspx 
 

 It is important to make other staff in the team aware of the arrangement for a fixed 
desk location so that they understand that the desk is not a hot-desk and so the desk 
is available for that member of staff whenever in the office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://explore.gateway.bbc.co.uk/technology/technology/accessibility__usability.aspx
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Peer Support: BBC Ability 

 
What is BBC Ability? 
 
BBC Ability is a staff forum and is a valuable source of peer suport for disabled staff 
 
What does the BBC Ability Forum do? 
 
Our role is to support disabled staff at the BBC and to act as a source of advice for anyone 
wanting to know more about disability. 
 
How can BBC Ability support a staff member? 
 

BBC Ability exists to promote disability and disabled people working for the BBC.  
Our declared mission is to remove limitations faced by disabled people. 
  
We aim to do this by: 
  
1.    Encouraging the career aspirations of disabled workers at the BBC. 
  
2.    Encouraging the BBC to include disabled people amongst its workforce to an extent that 

reflects levels of disability amongst the population of the United Kingdom. 
  
3.    Encouraging acceptance, inclusion and celebration of our individual identities and  

cultures. 
  
4.   Encouraging inclusion, positive and constructive attitudes, behaviours and policies 

towards disabled people both within and beyond the BBC. 
  
5.    Encouraging honest, fair and multi-dimensional portrayal of disability by actors who are 

actually disabled. 
  
6.    Encouraging contact, support and friendship among disabled workers at the BBC. 
 
How do I make contact with the BBC Ability Forum? 
 
The BBC Ability homepage can be found via this link: 
 
http://explore.gateway.bbc.co.uk/GatewayCMS01Live/bbc_ability_homepage.aspx 


