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Making adjustments —

top tips

Ensure that colleagues
who have adjustments
in place have access
to the same career
opportunities.

Regularly review
adjustments
in place.

Implement adjustments
as early as possible in

the recruitment process.

Always talk to the
person - find out
what they have
difficulties doing.

Be flexible - focus
onh what needs to
be achieved, not on
how to achieve it.
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Focus on removing
barriers, not on a
person's disability
or condition.

Do not make
assumptions on
what a person can
or cannot do.

Different people
need different types
of adjustments, even
when they have
similar conditions.
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This guide aims to give a general introduction to
how dyslexia, dyscalculia or dyspraxia might
impact someone at work and provide good
practice tips on how to support them.

Diagnosis, treatment and cultural perceptions of dyslexiaq,
dyscalculia or dyspraxia will vary between countries. Similarly,
legal requirements will also differ: in some countries, dyslexiaq,
dyscalculia or dyspraxia may not be legally recognised as
disabilities whereas in other countries, people with dyslexiaq,
dyscalculia or dyspraxia may be protected by local legislation.

Ensuring that you support all candidates and employees with
dyslexia, dyscalculia or dyspraxia will help you create a more
diverse workforce, it's often the case that when a line manager is
confident managing a person with a disability or long-term
condition, they become more effective managers for all employees.

Language

Language can be important in creating an open and inclusive
workplace for people with dyslexia, dyscalculia or dyspraxia. In
this guide, we refer to ‘people with dyslexia, dyscalculia or
dyspraxia’. This type of ‘person first’ language is often preferred
over calling someone ‘a dyslexic’ or ‘a dyspraxic’ as this can have
the effect of defining someone by their condition.

It is however always recommended to use the language that the
individual uses to describe themselves and avoid placing ‘labels’
on employees.
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Talking about disability

In this guide, we use the term ‘disabilities’ as used by the United
Nations Convention on the Rights of Persons with Disabilities

(UN CRPD)I11 which has been ratified by over 175 countries. The UN
CRPD Article 1 provides a definition for ‘persons with disabilities”:

“Persons with disabilities include those who have
long-term physical, mental, intellectual or sensory
impairments which in interaction with various barriers
may hinder their full and effective participation in
society on an equal basis with others.”

In practice, this could include people with a wide range of
impairments or conditions such as dyslexia, cancer, diabetes or
sight loss, to name just a few.

Talking about adjustments

Adjustments (in some countries referred to as ‘accommodations’)
remove or reduce the effect of the barriers experienced by
candidates and employees with disabilities.

Examples of adjustments might include providing a ramp as an
alternative to stairs or an electronic version of paper document so
that an employee with a visual impairment can use screen reader
software to access the information. Working hours and locations
can be made flexible, and managers can agree different ways to
communicate with their employees e.g. over the phone, via email,
face-to-face or in writing.

These are small changes that can remove barriers that stop
someone from doing their job and can support good performance.
In this guide, we refer to these types of changes as ‘adjustments’.

[11 United Nations Convention on the Rights of Persons with Disabilities:
un.org/development/desaldisabilities/convention-on-the-rights-of-persons-
with-disabilities.html
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Having dyslexiaq, dyscalculia or dyspraxia is not a
barrier to success in the workplace.

Many people with dyslexia, dyscalculia or dyspraxia are creative
in developing coping strategies that enable them not only to learn
and work effectively but also to adopt a fresh approach to projects.
Employees with dyslexia, dyscalculia or dyspraxia often
demonstrate a range of strengths including:

e Creative and original thinking.
e Problem-solving.

e Strategic thinking.

Dyslexia

Dyslexia is a difficulty of neurological origin that affects a person’s
ability to process and memorise information. The areas primarily
affected are reading, writing, spelling, arithmetic, time-
management and personal organisation. It is not related to
intelligence and having dyslexia does not mean a person’s
intellectual and creative abilities are impaired.

Visual stress

Some people with dyslexia may experience ‘visual stress’, also
called Scotopic Sensitivity Syndrome or Irlen Syndrome; this is not
an optical problem. When a person who has visual stress reads a
black-on-white document, the text appears blurry and the letters
seem to ‘move around'.
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About dyscalculia

Dyscalculia is sometimes called ‘Maths dyslexia’. People with
dyscalculia find it difficult to interact with numbers, particularly in
arithmetic. They may also have difficulties understanding the
relationship between numbers, for example between the word
‘five’ and the number '5".

Dyspraxia or Developmental

Co-ordination Disorder

People with dyspraxia have difficulties with coordination; this does
not only include writing, but also walking and balance; movements

do not always seem steady. People with dyspraxia also have
difficulties with planning, organisation and time management.

Co-occurrence and secondary effects

Frequently people experience more than one of the conditions
listed above at a time and these conditions may overlap on how
they affect individuals.

These conditions can have secondary effects on self-confidence
leading to anxiety, frustration and low self-esteem.

These conditions can ‘
have secondary effects @ ‘

on self-confidence

leading to anxiety,
frustration and low
self-esteem.
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	Creative and original thinking. 

	l
	l
	l
	l

	Problem-solving.

	l
	l
	l
	l

	Strategic thinking. 


	Dyslexia 
	Dyslexia is a difficulty of neurological origin that affects a person’s ability to process and memorise information. The areas primarily affected are reading, writing, spelling, arithmetic, time-management and personal organisation. It is not related to intelligence and having dyslexia does not mean a person’s intellectual and creative abilities are impaired.
	Visual stress
	Some people with dyslexia may experience ‘visual stress’, also called Scotopic Sensitivity Syndrome or Irlen Syndrome; this is not an optical problem. When a person who has visual stress reads a black-on-white document, the text appears blurry and the letters seem to ‘move around’. 
	About dyscalculia
	Dyscalculia is sometimes called ‘Maths dyslexia’. People with dyscalculia find it difficult to interact with numbers, particularly in arithmetic. They may also have difficulties understanding the relationship between numbers, for example between the word ‘five’ and the number ‘5’.
	Dyspraxia or Developmental Co-ordination Disorder
	 

	People with dyspraxia have difficulties with coordination; this does not only include writing, but also walking and balance; movements do not always seem steady. People with dyspraxia also have difficulties with planning, organisation and time management. 
	Co-occurrence and secondary effects
	Frequently people experience more than one of the conditions listed above at a time and these conditions may overlap on how they affect individuals. 
	These conditions can have secondary effects on self-confidence leading to anxiety, frustration and low self-esteem.
	Figure

	Workplace assessment
	In some countries is possible for an individual to get a professional workplace assessment. This may be required to plan and offer support in the workplace beyond the acceptance that a person will need to approach tasks differently. 
	If a workplace assessment is required, it is important to raise the following points with any prospective assessor before they undertake the assessment:
	l
	l
	l
	l
	l

	Ask for a sample report. This will provide you with an example of the assessment you receive for an individual.

	l
	l
	l
	l

	Ask for testimonials. What work have they carried out for other employers? Who have they worked with?

	l
	l
	l
	l

	In the case of a diagnostic assessment, ask if the report will include recommended adjustments for the individual in the workplace

	l
	l
	l
	l

	Provide the psychologist with a full and current job description for the individual who needs the assessment.


	Internal and external sources of help
	There may be sources of help and advice that you can access for detailed information about dyslexia, dyscalculia or dyspraxia in your country. Internally, you should speak to your own manager or to your local Human Resources (HR) team. Your organisation may also have diversity and inclusion officers or a disability liaison officer you can ask for help and advice. Externally, there may be local organisations that can provide you with expert advice and information about dyslexia, dyscalculia or dyspraxia in y
	The International Labour Organisation’s Global Business and Disability Network’s website contains some useful information about local requirements and the availability of disability support in countries all over the world.
	 [2]
	 [2]  
	 [2]  
	businessanddisability.org/



	Employing people with dyslexia, dyscalculia or dyspraxia
	 

	Employers should be aware that the barriers associated with non-visible disabilities such as dyslexia, dyscalculia or dyspraxia are less obvious than the barriers associated with other disabilities. 
	 
	 

	This means that adjustments may be harder for employers to determine and put into action. 
	Supporting candidates
	Job descriptions
	Job descriptions can inadvertently place unnecessary barriers in the way of people with dyslexia, dyscalculia or dyspraxia. When drawing up job descriptions:
	l
	l
	l
	l
	l

	Concentrate on what is to be achieved in a job rather than how it is achieved. 

	l
	l
	l
	l

	Accept completed application forms in alternative formats and appreciate that a written application may have been completed with support.
	Figure



	Application forms
	To make sure you do not unintentionally exclude a candidate from applying for a post:
	l
	l
	l
	l
	l

	Use a clear sans serif font, minimum font size 12 point.

	l
	l
	l
	l

	Be prepared to provide the application form by email or in paper format, potentially on coloured paper. Better still, offer this facility when the job is advertised. 

	l
	l
	l
	l

	When recruiting online, ensure that software does not automatically sift out applications that contain spelling errors. 

	l
	l
	l
	l

	If requested, use matt, pastel coloured paper. Some forms of dyslexia and visual stress are exacerbated by contrast, with black against white often being the worst.


	Interviews and tests
	Focus on the person’s abilities, not on the person’s dyslexia, dyscalculia or dyspraxia. If you have any doubts about a person’s ability to do an intrinsic function of the job simply ask how they would do it.
	If selection normally involves a test, be sure that it does not place an applicant with dyslexia, dyscalculia or dyspraxia at a disadvantage:
	 
	 

	l
	l
	l
	l
	l

	Discuss the test with the test publisher and seek guidance on possible adjustments including alternative formats.

	l
	l
	l
	l

	Consult candidates with dyslexia, dyscalculia or dyspraxia in advance so that necessary adjustments can be made.


	Remember that different people will have different adjustment requirements. Not everyone will need all or even any of these adjustments, but possible test adjustments include:
	l
	l
	l
	l
	l

	Ensuring that test instructions are clearly read aloud and provided on paper or in the candidates’ preferred format.

	l
	l
	l
	l

	Ensuring that any instructions are understood by the candidate.

	l
	l
	l
	l

	Allowing candidates with dyslexia, dyscalculia or dyspraxia more time to complete the test (unless the job requires the task to be completed in a specified time).

	l
	l
	l
	l

	If adjustments are unsuitable, be prepared to waive the test. There are often equally satisfactory ways of getting the information.
	 


	l
	l
	l
	l

	Allowing the use of a computer with a spell checker if this will be available when doing the job. 


	When you invite applicants for an interview, make sure you ask all candidates if they require any adjustments to be made for the interview. 
	l
	l
	l
	l
	l

	Consider using an informal interview format. A more relaxed situation could enable applicants to convey a more accurate picture of their abilities.

	l
	l
	l
	l

	Allow more time during the interview for the applicant to answer questions.

	l
	l
	l
	l

	Consider waiving certain aspects of the process, e.g. if using a group interview, consider whether this is appropriate or necessary.
	 
	 



	Example:
	During an interview you notice that Mei is slow to respond to some questions. To put Mei at ease, you encourage her to take all the time she needs and ask her if it would be helpful for you to repeat or rephrase the question.
	Supporting employees
	Suggested adjustments
	Build in regular reviews of adjustments, for example at the end of the probationary period, in supervisory sessions and performance appraisals to ensure that the adjustments are still effective. Ensure that you take the same approach to adjustments when a person with dyslexia, dyscalculia or dyspraxia applies for promotion, not making assumptions about what the employee can or cannot do.
	Below is a list of suggested adjustments, organised under five categories: 
	 

	l
	l
	l
	l
	l

	Reading

	l
	l
	l
	l

	Processing and memorising information

	l
	l
	l
	l

	Writing

	l
	l
	l
	l

	Time management and planning 

	l
	l
	l
	l

	Other difficulties.


	Try out adjustments or a combination of adjustments until the person finds the best way of working. Remember, do not assume that as the employer, you know best – always consult the individual.
	Figure

	Reading
	l
	l
	l
	l
	l

	You may need to highlight the most important points in documents and discuss the material with the employee.

	l
	l
	l
	l

	Allow plenty of time for employees to read the information.

	l
	l
	l
	l

	Find out if coloured paper helps the person with reading.

	l
	l
	l
	l

	Computer settings can be modified to change the background colour of electronic documents; alternatively, a dedicated coloured overlay software can be installed.

	l
	l
	l
	l

	Supply a scanner (for print documents) and text-to-speech software (for both print and electronic documents); this will allow documents to be read out loud.

	l
	l
	l
	l

	Use alternative mediums to present information such as audio recordings, videos, drawings, diagrams and flow charts.

	l
	l
	l
	l

	Avoid asking the person to read aloud if it is difficult for them.

	l
	l
	l
	l

	When possible, provide meeting hand-outs and other related documents in advance of the meeting.
	Figure



	Processing and memorising information
	l
	l
	l
	l
	l

	If someone has difficulty with hidden meanings in conversation then give clear, concise and direct instructions. Do not hint, or make assumptions that you have been understood.

	l
	l
	l
	l

	Use illustrated mind maps to present concepts rather than written information.
	 


	l
	l
	l
	l

	Communicate instructions slowly and clearly, in a quiet location and one at a time when possible.

	l
	l
	l
	l

	Consider giving verbal, written instructions or a mixture of both.

	l
	l
	l
	l

	Allow the person to make notes of instructions given and of 1:1 conversations or meetings.

	l
	l
	l
	l

	Alternatively, allow employees to record using a digital voice recorder (Dictaphone).

	l
	l
	l
	l

	Encourage the employee to ask questions if they need to confirm that they have understood information correctly; repeat instructions again if necessary.


	Writing
	l
	l
	l
	l
	l

	Supply a speech-to-text/dictation software.

	l
	l
	l
	l

	Supply a phonetic spellchecker designed to pick up common dyslexic spelling mistakes.

	l
	l
	l
	l

	Enable spell checking programmes on all computers used.


	Time management and work planning
	If an employee has concentration difficulties or is easily distracted:
	l
	l
	l
	l
	l

	Make sure the workspace is quiet and away from distractions.

	l
	l
	l
	l

	Allocate a private workspace if possible.

	l
	l
	l
	l

	Where feasible, allow an employee to work from home.

	l
	l
	l
	l

	Provide training on organisational skills.


	The employee should be supported if these adjustments are made so they do not feel isolated in the workplace.
	If someone finds it difficult coping with interruptions:
	l
	l
	l
	l
	l

	Use a ‘do not disturb’ sign when specific tasks require intense concentration and allow their telephone to be put on a ‘do not disturb’ setting.

	l
	l
	l
	l

	Encourage other co-workers not to disturb the person unless necessary.
	 


	l
	l
	l
	l

	When interrupting, allow the person to pause and write down what they were doing to remember what they were working on.

	l
	l
	l
	l

	Encourage them to ensure that each task is completed before starting another or that they are clear about how they are planning to multi-task.

	l
	l
	l
	l

	Offer training in how to use the telephone effectively.

	l
	l
	l
	l

	Organise quiet times for certain hours of the day.

	l
	l
	l
	l

	Allow time to prepare before meetings.


	To help remember appointments and deadlines you can:
	l
	l
	l
	l
	l

	Hang a wall planner that visually highlights daily/monthly appointments, deadlines, tasks, projects etc.

	l
	l
	l
	l

	Supply an alarm watch or make use of the alarm and reminders settings present on smartphones and calendar software.


	To ensure that someone can find items easily, ensure that work areas are organised, neat and tidy and that items are appropriately named and kept where they can be clearly seen. Make sure that the team returns important items to the same place each time. 
	To help organise workflows, it is recommended to:
	l
	l
	l
	l
	l

	Use a wall planner.

	l
	l
	l
	l

	Prioritise important tasks.

	l
	l
	l
	l

	Create a daily dated ‘to do’ list.

	l
	l
	l
	l

	Use diaries.

	l
	l
	l
	l

	Allow extra time for unforeseen occurrences.

	l
	l
	l
	l

	Decide how long a task should take and use a timer to keep to deadlines.
	 


	l
	l
	l
	l

	Build planning time into each day.


	Example:
	Ryan is a consistently strong performer and has recently been promoted. 
	Part of Ryan’s new role involves producing detailed reports for the company’s senior management team. Ryan’s manager, Leena has noticed that his reports often contain a number of mistakes, which surprises Leena as she has always viewed him as a diligent employee.
	At their next one to one meeting, Leena mentions the errors to Ryan and asks if there is anything she can do to support him to improve the quality of his reports.
	Ryan tells Leena that he was diagnosed with dyslexia while at university but had not shared this with Leena as it had not impacted him in his previous role which required less written work.
	Leena liaises with her local HR adviser and an assessment is arranged to identify what adjustments can be made to support Ryan. Following the assessment, Ryan implements a number of strategies to help him with his report writing. This includes using speech-to-text software to help reduce spelling errors and working from home when writing reports to help minimise distractions. 
	 
	 
	 

	Other difficulties 
	If someone tends to reverse numbers:
	l
	l
	l
	l
	l

	Encourage the person to say the numbers out loud, write them down, or press the calculator keys – check that the figures have been understood.

	l
	l
	l
	l

	Supply a talking calculator.


	If someone has problems with directions they could:
	l
	l
	l
	l
	l

	Try to use the same route and note visual landmarks.

	l
	l
	l
	l

	Allow extra time to get to an unknown location.

	l
	l
	l
	l

	Practise going from one place to another.

	l
	l
	l
	l

	Use detailed maps.


	If someone has difficulties with short term memory especially names, numbers and lists they could:
	l
	l
	l
	l
	l

	Use mnemonic devices and acronyms.

	l
	l
	l
	l

	Organise details on paper so that they can be referred to easily, using diagrams or flow charts.

	l
	l
	l
	l

	Allow them to ask questions and repeat information to ensure that they understood information.

	l
	l
	l
	l

	Use multi-sensory learning techniques.

	l
	l
	l
	l

	Use computer software. Well-developed programme menus and help features can be useful.

	l
	l
	l
	l

	Use a calculator.


	Communication
	l
	l
	l
	l
	l

	Keep language simple and to the point.

	l
	l
	l
	l

	Avoid using jargon and sarcasm.

	l
	l
	l
	l

	Check with the individual how they prefer to communicate and develop a flexible approach to communication. People with dyslexia, dyscalculia or dyspraxia may prefer verbal instructions when others may prefer written instructions.

	l
	l
	l
	l

	Be patient. It may take more time for a person with dyslexia, dyscalculia or dyspraxia to understand instructions and provide responses.
	 


	l
	l
	l
	l

	Allow the individual to ask questions if they need to clarify their instructions. They may seek reassurance when doing so.

	l
	l
	l
	l

	Regularly ask the individual whether there are any problems you can help with.


	Assistive Technology
	Recording information
	Recording can help people alleviate some of the difficulties they have with processing and memorising information. This can be done using a digital voice recorder, which is a portable piece of equipment. However, as more and more people use smartphones for their personal and/or professional use, dedicated recording apps (inbuilt or downloaded) can be used. 
	Mind mapping software
	Mind maps allow people to illustrate concept and ideas, to structure information and project in a visual format. People with dyslexia, dyscalculia or dyspraxia may find it easier to visualise concepts rather than transferring their ideas in a written format. Some mind mapping software allows the quick transfer of documents in a MS Word, presentation or project format, for example: MindView, Inspiration and Mind Genius.
	Text-to-speech software 
	Text-to-speech software allow the user to listen to written text from either printed documents or book extracts that have been scanned in or from electronic documents. 
	Dictation software (speech-to-text)
	Speech recognition software allow the user’s voice to be transcribed into a written form. Voice is captured using either a microphone or an external device such as a digital voice recorder (Dictaphone), for example: Dragon Pro Individual.
	Spellchecking
	People with dyslexia may have difficulties proofreading their work and identifying their errors. To alleviate these difficulties, vocabulary specific spellcheckers are available. Auto-correction can also be considered, for example: Global AutoCorrect, SpellCheck, Medincle (medical spellchecker only), Grammarly.
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	About us
	About us
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