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Executive Summary

The purpose of this report is to provide elected members with information and seek
endorsement of a new initiative that has been developed to support disabled
employees. The Reasonable Adjustment Protocol will assist employees and managers
when negotiating adjustments to support disabled employees at work.

Recommendations

Committee is asked to endorse the Reasonable Adjustment Protocol.

Supporting Documents
Council business This protocol supports the following business planpriorities:−plan

to 2020
Improving the Council's resource base
Improving economic outcomes and opportunities

Appendix I Reasonable Adjustment Protocol
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Background

1.1 Providing reasonable adjustments for disabled employees is a requirement of
the Equality Act 2010. The Act recognises that bringing about equality for
disabled people may mean changing the way in which employment is
structured, the removal of physical barriers and/or providing extra support for a
disabled worker. This is the duty to make reasonable adjustments.

The duty aims to make sure that, as far as is reasonable, a disabled worker has
the same access to everything that is involved in carrying out and keeping a job
as a non−disabled person has. It is a pro−active duty and failure to make
reasonable adjustments can amount to direct discrimination.

1.2. In North Lanarkshire's 2015 staff survey, employees were asked about their
experiences of accessing reasonable adjustments. Whilst many said their
experiences were positive, a significant number of disabled employees
experienced difficulties ranging from long waits for adjustments to be put in
place to not receiving adjustments.

To address this inconsistency a report was submitted to the Corporate
Management Team in March 2016 seeking approval to develop a protocol for
requesting and agreeing reasonable adjustments for disabled employees.

This report provides elected members with information on the protocol.

2. Report

2.1 Reasonable Adiustment Protocol

The reasonable adjustment protocol was developed to assist disabled
employees and their line−managers negotiate what adjustments are required to
support disabled employees to carry out and keep their jobs.

The protocol will provide a standard process for negotiating and agreeing
adjustments that are effective and based on individual circumstances. The
adjustments will then be recorded via the Tailored Adjustment Agreement form
in the employees HR file and will, among other things, ensure thefollowing:−•

consistency for a disabled employee should any changes in their line
management occur and

• the provision of timescales and prompts for adjustments to be reviewed.

In addition, the protocol can also be used with new employees before
commencing work with the Council.

The protocol was developed in partnership with disabled employees via the
Employee Equality Forum and has been subject to

• scrutiny by our Legal Services and Human Resources; and
• consultation with the Trade Unions.



The protocol will:

• support disabled employees to stay in and, more importantly, at work by
ensuring that any policy, practice or other criterion hindering their ability
to get on and do their job with dignity is alleviated, where reasonably
possible,

• reduce unnecessary absence by getting appropriate agreed adjustments
in place thus keeping employees at work;

• support managers by providing a consistent standard approach to
negotiating reasonable adjustments that are agreed with the employee
and in so doing retain skilled and experienced staff; and

• raise the reputation of the Council as an exemplar employer by
contributing towards the Council's continued accreditation as a Disability
Confident Leader.

The Reasonable Adjustment Protocol is attached as Appendix 1 to this report.

To ensure the protocol is promoted and understood throughout the organisation
a number of steps will be takenincluding:−•

a Council Announcement to mark International Day of Persons with
Disabilities which takes place on 3 December;

• launching the protocol at the Employee Equality Forum event on 4
December; and

• a review of any training and awareness raising that might be required for
managers and HR officers to assist their understanding of how to tackle
requests for reasonable adjustments.

3. Implications

3.1 Financial Impact

There is no additional financial impact involved in introducing this protocol.

3.2 HR/Policy/Legislative Impact

The protocol will have a positive impact for the Council's employees and
prospective employees across North Lanarkshire.

3.3 Environmental Impact

There is no environmental impact.

3.4 Risk Impact

The protocol will have a positive impact as it will assist the Council advance
aspects of the Equality Act 2010 Public Sector Equality Duty to:

• eliminate unlawful discrimination, harassment and victimisation and



• advance equality of opportunity between people who share protected
characteristics and those who do not.

4. Measures of success

4.1 Disabled employees access reasonable adjustments and have sustainable
employment

4.2 Greater awareness and understanding across the Council workforce of the
needs of disabled employees

4.3 Increase in the number of disabled people employed by the Council

Lizanne McMurrich
Head of Education (South)
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The Tailored Adjustment Agreement is a record of the reasonable adjustments that have
been agreed between an employee and their line manager. The purpose of the
agreement is to provide a framework for discussions between employees and managers
in order to agree adjustments required, record the outcome of these discussions and to
provide any new manager with details of agreed adjustments.

What are reasonable adjustments?
Equality law recognises that bringing about equality for disabled people may mean
changing the way in which employment is structured, the removal of physical barriers
and/or providing extra support for a disabled worker.
This is the duty to make reasonable adjustments.
The duty aims to make sure that, as far as is reasonable, a disabled worker has the
same access to everything that is involved in doing and keeping a job as a non−disabled
person.
When the duty arises, you are under a positive and proactive duty to take steps to
remove or reduce or prevent the obstacles a disabled worker or job applicant faces.

When the agreement should be used
The agreement should be used when any employee requests adjustments because they
have a disability that affects them at work. The employee may make the request
following medical advice from the GP or Occupational Health adviser or when they are
about to start working for the Council. The arrangements may be short term − e.g. in the
case of a phased return to work following absence, or can be a longer term
arrangement. If the arrangement is short term, this will be recorded and the arrangement
will come to an end on the date specified, unless otherwise reviewed and agreed.
Employees may have disclosed their disability previously or this may become known as
a result of a recent absence, as part of a return to work or attendance review discussion.
There may be an existing arrangement, not formally recorded and this agreement
provides an opportunity to formally record adjustments. Managers should also consider
that new employees may require a reasonable adjustment at work, as advised by
Occupational Health as part of the Council's pre−employment health screening process,
and should use the agreement to record this. Managers should seek advice from Human
Resources as required.

Advice and Support
Advice and guidance to support the Tailored Adjustment Agreement can be sought from
Occupational Health and HR. There should be an initial meeting between the employee
and the manager to discuss and agree required adjustments. The attached form is used
as a framework for the discussion. Primarily the discussion takes place between the
employee and their current line manager. If necessary HR can attend the initial meeting
to provide advice on what may be considered reasonable adjustments. If they so wish,
employees may be supported at any meetings by a colleague or trade union
representative.



Meeting to discuss Tailored Adjustment Agreement
At the meeting full consideration will be given to the adjustments requested by the
employee taking into account the advice provided by medical professionals, Human
Resources and the exigencies of the service. This will include exploration of all
alternative options, length of time that tailored adjustments will be required, timescales
for review, etc.

If a Personal Emergency Evacuation Plan (PEEP) is required for the employee you
should seek advice from Health and Safety.

Recording the Outcome
It may not be necessary to complete all parts of the form and therefore only the relevant
sections should be completed. For example, the section on emergency contacts is only
relevant to employees who know that the nature of their condition may require
emergency treatment or advice. Once the adjustments have been agreed they should
be recorded on the form and the form signed by the manager and the employee. The
manager should then send a copy of the completed form to Human Resources. Once
the form has been signed, the employee should retain a copy and ensure it is made
available to any new manager or if they change jobs. A copy of the form will be recorded
in the employee's personnel file.

What happens if there are changes to the agreement? It is the employee's
responsibility to discuss and agree with their manager any change to the adjustments.
This may be due to a change in their condition, work location or working arrangements.
If the employee changes job and/or line manager they should make their new line
manager aware of the adjustments in place, as detailed on the form. A formal meeting is
only required if there is a need to change the adjustments in place. Any new
adjustments should be recorded on a separate form and processed as stated previously.

A change in line management does not require the existing adjustments to be
renegotiated as they have previously been agreed.

Sources of further information

Further information and advice relating to reasonable adjustments is available from a
number of sources including:
Human Resources
Health and Safety Officers
Access to Work https://www.qov.ukiaccess−to−workloverview can also help with the
costs of providing reasonable adjustments. It is particularly important for new disabled
employees to get in touch with Access to Work within 6 weeks of commencing
employment.

Training for managers on disability equality and reasonable adjustments is also
available by contacting the Corporate Training Team on 01698 520642.
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Tailored Adjustment Agreement Form

Employee Name

Manager Name I
Position
Date of Request

Employee Number

Date of Agreement

Date of first Review

With the aim of supporting you, this agreement may be reviewed and amended as
necessary, but at the very least once ayear:−•

At any regular one−to−one meeting / supervision.
• At a return to work or attendance review meeting, following a period of sickness

absence.
• At six monthly and/or annual PRD meetings.
• Before a change of job or duties or introduction of new technology or ways of

working.
• Before or after any change in circumstances for either party.
• On request

This agreement may be put in place before an employee commences working with the
Council.

The agreement

Describe what it is that puts you at a substantial disadvantage

Is it a workplace rule, policy, procedure,
arrangement, decision? For instance the
start time is not flexible and medication in
morning causes drowsiness; if off sick
requirement to contact by phone and
employee is Deaf etc.

Is it a workplace physical barrier? For
example background noise makes it hard
to hear; heavy doors make it hard to move
about freely; no colour contrast in the office
to define physical objects, no dedicated
disabled parking bay etc.
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Is it a lack of auxiliary aids or service not in
place? For example there is no loop
system, no screen reader etc.

The following details what colleagues should be made aware of about my disability and
how they should be informed.

Is a personal emergency evacuation plan (PEEP) required? Yes No

The following reasonable Comments Date Date ended (if
adjustments have been agreed Implemented appropriate)

Emergency contacts

If I am not well at work I am happy for the following people to be contacted in the order
of preference indicated below

Please add, amend or delete types of contacts as appropriate
Emergency contact I
Name:
Address
Telephone:
Mobile:
Emergency contact 2
Name:
Address
Telephone:
Mobile:

I will let my line manager know if there are changes to my condition which have an effect
on my work and/or if the agreed adjustments are not working. We will then meet
privately to discuss any further reasonable adjustments or changes that could be made

1pIoyee Signature Date
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Manager Signature Date

An up to date copy of this form will be retained by the employee, the line manager
and human resources.

A copy of this form may also be given to a new or prospective line manager with
the prior consent of the employee.

Date Sent to Human Resources

Receiving HR Officer

Date Recorded by HR
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