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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.

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

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.

Implement adjustments
as early as possible in
the recruitment process.

Be flexible - focus
on what needs to
be achieved, not on
how to achieve it.
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This guide aims to give a general introduction
to how sight loss might impact someone at
work and provide good practice tips on how to
support them.

Diagnosis, treatment and cultural perceptions of sight loss may vary
between countries. Similarly, legal requirements will also differ: in
some countries, sight loss may not be legally recognised as a
disability whereas in other countries, people who are blind or have
sight loss may be protected by local legislation.

Ensuring that you support candidates and employees with sight loss
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

Talking about sight loss

Language can be important in creating an open and inclusive
workplace for people with sight loss.

In this guide we use the term ‘sight loss’ as it is widely understood. If
in doubt, 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 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 can use assistive technology to access
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

7 Business Disability Forum


https://www.un.org/development/desa/disabilities/convention-on-the-rights-of-persons-with-disabilities.html
https://www.un.org/development/desa/disabilities/convention-on-the-rights-of-persons-with-disabilities.html

What is sight loss?

Sight loss affects the visual acuity and/or the field of vision.

There are many causes of sight loss — some people are born with
sight loss, others inherit an eye condition, and some lose their sight
as a result of an accident, after iliness, or through age.

Visual acuity

Visual acuity allows people to look at objects in detail, describing
how clear or sharp the vision is.

Field of vision

The field of vision is the area that people can see without moving
the eyes from side to side.

Few people who have sight loss have no vision at all and so your
employees may have different levels of vision. For example:

e Blind and partially sighted people.
e People who have no central vision or no side vision.

e People with blurred or patchy vision.

Many people with sight loss can get around, using their remaining
vision or using assistance, such as a white cane or a guide dog.
The degree and nature of sight loss is specific to the individual
and you should not make assumptions about what that might
mean for individuals.

There are about 253 million people living with sight loss in
the world; 14% are blind and 86% have a moderate to
severe impairment [2].

[2]1 Bourne RRA, Flaxman SR, Braithwaite T, Cicinelli MV, Das A, Jonas JB, et al;
Vision Loss Expert Group. Magnitude, temporal trends and projections of the
global prevalence of blindness and distance and near vision impairment: as
systematic review and meta-analysis. Lancet Glob Health. 2017 Sep; 5(9):e888-
97.
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Internal and external sources of help

There may be sources of help and advice that you can access for
detailed information about sight loss 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 sight loss in your country.
The International Labour Organisation’s Global Business and
Disability Network’s website [3] contains some useful information
about local requirements and the availability of disability support in
countries all over the world.

There may be sources of
help and advice that you
can access for detailed
information about sight
loss in your country.

[31ILO GBDN website: businessanddisability.org/country-profiles/
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	The field of vision is the area that people can see without moving the eyes from side to side.
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	Employing people with sight loss
	Employing people with sight loss
	 

	Employers often regard people with sight loss as particularly hard to employ.
	Misconceptions include the belief that they are restricted to certain jobs and will require a lot of specialist support. However, people with sight loss can undertake many jobs and, with adjustments, training and support, can demonstrate the same employment potential as anyone else.
	People can also develop sight loss during their employment. An employee may well need a period of disability leave to adjust to changes caused by the development of sight loss, for example to obtain a guide dog and/or develop new ways of working and living independently. Managers need to be able to respond sensibly to individuals. 

	Making adjustments
	Making adjustments
	Employers should be aware that non-visible disabilities, such as sight loss, mean that specific barriers can be less obvious. This means reasonable adjustments may be more challenging for employers to determine and put in place. 
	 

	The severity and impact of sight loss varies, as do the strategies that help people with sight loss overcome barriers in employment. Adjustments may well be simple and inexpensive, and they make good business sense. 
	It is important that employers have an honest conversation with new and existing employees and their support staff about the barriers that may be present in the workplace and what simple measures might help to remove them. Precise requirements vary from one individual to another, so you should always ask the person what they need. By talking to employees both at the beginning of employment but also regularly about their work going forward, employers are better able to identify difficulties that could be att

	Figure
	Supporting candidates 
	Supporting candidates 
	Job descriptions
	l
	l
	l
	l
	l

	Do not needlessly exclude a candidate with sight loss. Concentrate on what is to be achieved in a job rather than on how it is achieved, e.g. stating “must be able to drive” may exclude a candidate with sight loss who is able to demonstrate how they will be able to travel extensively to meet clients using alternative means of transport or support from a travel buddy.

	l
	l
	l
	l

	Be prepared to provide job recruitment information in alternative formats as well as accepting completed application forms in alternative formats. Appreciate that a written application may have been completed with support.

	l
	l
	l
	l

	Be specific about what skills are needed and what the job involves.
	 


	l
	l
	l
	l

	Distinguish between essential and desirable requirements and ensure you present an accurate picture of the job and key skills actually required, e.g. the essential criteria of a receptionist is to answer the telephone and meet and greet visitors; a desirable skill may be to take notes of meetings.

	l
	l
	l
	l

	Be flexible. Very often minor changes can make a significant difference.
	 


	l
	l
	l
	l

	Do not ask for educational qualifications that do not relate to the position. This may exclude people with sight loss who have not been successful in education.


	Advertising and attracting applicants
	When advertising a job:
	l
	l
	l
	l
	l

	Communicate your commitment to recruiting and retaining people with disabilities.

	l
	l
	l
	l

	Be clear that you are willing to make reasonable adjustments to the recruitment process and for successful applicants.

	l
	l
	l
	l

	Ensure the font size used in printed advertisement is a minimum of 12 point for accessibility. Avoid light type weights and unusual fonts.
	 


	l
	l
	l
	l

	Ensure that online advertisements are posted in plain text and not as a picture; this will allow people to enlarge and modify the font based on their specific needs.

	l
	l
	l
	l

	Advertise in more than one place. In addition to mainstream press, advertise on local radio, talking newspapers and in the community press.

	l
	l
	l
	l

	Consider targeted advertising through specialist organisations that work for people with sight loss or employment agencies.

	l
	l
	l
	l

	Provide a point of contact for people who are concerned about the recruitment process, giving a range of contact methods, e.g. email and telephone.

	l
	l
	l
	l

	State that information is available in alternative formats and that applications will be accepted in alternative formats, e.g. by email or on paper. 


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

	For printed documents, use a clear, sans serif font, minimum font size 12 point and where possible, use matt pastel-coloured paper.
	 


	l
	l
	l
	l

	Electronic application forms should be provided in an open format that allows applicants to modify font size and font face. Avoid using borders, tables and boxes to format the document as it can prevent a person from navigating the document easily.

	l
	l
	l
	l

	Be ready to provide the form and job details in large print, email, or in audio format. Better still, offer this facility when the job is advertised.
	 



	Application forms should be clear, easy to complete and as straight forward as possible to improve accessibility.
	Be careful about using selection criteria which might disadvantage someone with sight loss, e.g., using handwriting to sift out candidates or asking for requirements which aren’t directly related to undertaking the job role such as ‘must have current driving license’ unless you are recruiting a driver.
	Example:
	A candidate gets in touch with you and explains that they cannot complete your online application form as it’s not compatible with their speech-to-text software. 
	You confirm with the candidate that they can use accessible Microsoft Word documents and agree to send the form in this format. You inform the candidate that should they still have difficulties with the alternative document sent, you will agree to them using their CV and a covering letter detailing their relevant experience.
	Interviews and tests
	Ensure that candidates who have sight loss can demonstrate their ability to do the job and how they can contribute to your organisation. Focus on the person’s abilities, not on the person’s sight loss. 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.
	When you invite applicants for an interview, make sure the details are offered in multiple formats and that you ask the candidate if they require any adjustments to be made in advance for the interview. Remember that different people will have different requirements. Not everyone will need all or even any of these adjustments.
	 

	l
	l
	l
	l
	l

	Consider how the candidate will reach the interview venue. If public transport could prove difficult, offer to reimburse the taxi fare.
	 
	 


	l
	l
	l
	l

	Ensure that reception and security staff know how to welcome and assist visitors with sight loss.

	l
	l
	l
	l

	Arrange the layout of the interview room so the candidate can get around – ask the applicant where they would like to sit for the interview.

	l
	l
	l
	l

	Ask if the candidate wishes to be accompanied from reception to the interview. If so, ask how they would like to be escorted. If your offer is declined, lead the way at a steady pace and continue talking.

	l
	l
	l
	l

	Ensure that interviewers do not sit with a light source directly behind them. They should introduce themselves clearly, giving the candidate time to relax and to identify panel members.

	l
	l
	l
	l

	A candidate with sight loss may find it difficult to respond to eye-to-eye contact, so do not use this as assessment criteria for them.
	 
	 



	If selection normally involves a test, be sure that it does not discriminate against a disabled applicant.

	Supporting employees
	Supporting employees
	Once someone has been offered a job, you may need to put in place adjustments to ensure they can perform to the best of their ability. 
	Start getting the adjustments in place as soon as practicable after you have made a job offer – it may take time to set up adjustments. Consult the individual and make sure that the employee’s manager or supervisor understands the agreed 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 an employee with sight loss applies for promotion, again not making assumptions about what the employee can or cannot do.
	Completing an adjustment plan with new employees who have a disability or with an employee who acquires a disability or long term condition is a good way of recording and reviewing adjustments that have been agreed and actions that will be taken if the employee is off sick. 
	Suggested adjustments
	Below is a non-exhaustive list of suggested adjustments organised under three categories: reading; writing; using a computer and software. Consider these adjustments to ensure an employee can work effectively.
	A number of suggestions are listed under each category. A person’s pattern of sight loss may make some of these inappropriate. For example, if a person has difficulty in handwriting, then asking them to take notes and check them as a way of remembering and following verbal instructions will not be appropriate. Instead, encouraging the employee to use a digital voice recorder (Dictaphone) or to take notes on a computer may be the best solution. Try out some of the adjustments until the person finds the best 
	Reading
	l
	l
	l
	l
	l

	Allow plenty of time for the person to read information.

	l
	l
	l
	l

	You may need to provide printed information in an alternative format such as an accessible digital version.

	l
	l
	l
	l

	Computer settings can be modified to change the font size of electronic documents.

	l
	l
	l
	l

	For employees using computers, consider supplying a scanner (for print documents) and an Optical Character Recognition (OCR) software (for both print and electronic documents); this will allow documents to be modified by the user when necessary. Alternatively, allocate a willing colleague to read post and other literature.
	 
	 


	l
	l
	l
	l

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

	l
	l
	l
	l

	Use brightly coloured labels, thick pens with good contrast with the background colour, dots or tactile marks.


	Writing
	l
	l
	l
	l
	l

	If it suits the person’s need, allow the person to type rather than handwrite. You may also want to consider providing them with a speech-to-text/dictation software.

	l
	l
	l
	l

	It may be difficult for some people with sight loss to easily spot their spelling or grammatical errors; supply a phonetic spellchecker designed to pick up common errors.


	Using a computer and software
	l
	l
	l
	l
	l

	If required, supply a screen reader or screen magnifying software.
	 


	l
	l
	l
	l

	You may want to check with the person that they can use the software that’s in use in the company and discuss any possible alternative with them.


	Assistance dogs
	People with sight loss may have assistance dogs that they may want to bring to work. 
	The dog would need a “dog station” where it can have a water bowl and food bowl. The employee will need space by their desk/work station for their dog. Colleagues will need to know the rules of having an assistance dog in the workplace. The person with sight loss will also need an area to walk and take their dog to the toilet.
	Support workers
	Some people with sight loss might use a support worker particularly when travelling.

	Figure
	Premises
	Premises
	The design of premises can place someone with sight loss at a substantial disadvantage in accessing an employer’s premises. 
	Simple adjustments can enable an employee with sight loss, as well as others, to navigate a building more easily. These include:
	l
	l
	l
	l
	l

	A tactile strip, at the top of a staircase, to indicate a descending staircase and potential hazard.

	l
	l
	l
	l

	Colour contrasting key features, such as doors and permanent features such as support columns.

	l
	l
	l
	l

	Tactile indicators on the underside of stair rails to denote the floor level.

	l
	l
	l
	l

	A floor announcer, as well as a visual signal, to indicate the arrival of a lift.

	l
	l
	l
	l

	Ensure that staff know simple health and safety practices to prevent hazards which can be particularly dangerous for someone with sight loss, for example, making sure filing cabinets are closed when not in use, and not leaving boxes and general clutter around the premises.

	l
	l
	l
	l

	Matt finishing on signs to avoid reflections and improve visibility.


	Make sure that someone with sight loss has time to become familiar with the building, including any changes to the layout of the workplace – ask them about changes to the building which would help. Once familiar with surroundings, many people with sight loss will be able to get around safely by using their memory of the surroundings and any remaining vision they have.
	 


	Figure
	Assistive Technology
	Assistive Technology
	People with disabilities, including people with sight loss, may find it beneficial to use assistive technology (AT). 
	 

	This can be a piece of equipment or software that alleviates part or all the difficulties they have in a certain area. New pieces of software and equipment are developed regularly but we have compiled below a short list of AT that can be considered for people with sight loss. 
	Although many computer operating systems now offer inbuilt accessibility features, these may not always answer the specific needs of an individual and their needs for assistive technology equipment and software. It is important to consider the technology that a person is familiar with when identifying suitable assistive technology solutions. 
	Equipment
	l
	l
	l
	l
	l

	Large computer monitor.

	l
	l
	l
	l

	Large print keyboard stickers and large print keyboards.

	l
	l
	l
	l

	Large display calculators.

	l
	l
	l
	l

	Scanners, to allow the use of OCR software (see page 28).

	l
	l
	l
	l

	Big button telephones and telephones with talking caller ID, announcing the caller’s number when the telephone rings.

	l
	l
	l
	l

	Closed circuit televisions (CCTVs) magnify printed material and enable a person with useable vision to read documents.

	l
	l
	l
	l

	Handheld magnifiers, including electronic handheld magnifiers.

	l
	l
	l
	l

	Anti-glare monitor reducing reflection.


	Software
	l
	l
	l
	l
	l

	Magnification software that allows the user to increase the size of information on the screen. Many magnification software also integrate contrast change and allow the user to modify how text is displayed on a screen.

	l
	l
	l
	l

	Text-to-speech software allow the user to hear written text from either printed documents (using a scanner) or from electronic documents.
	 


	l
	l
	l
	l

	Screen readers are different from the above text-to-speech software. Screen readers read aloud all the information from the screen, including bar menus and alt-text. They also have specific shortcuts allowing the user to quickly navigate on the computer. 

	l
	l
	l
	l

	Optical Character Recognition (OCR) software can convert most images and printed documents (in conjunction with a scanner) into editable text. Although it may not produce “accessible” content, it allows the text to be read out loud by text-to-speech and screen readers. There are also specialist software packages designed to produce accessible documents from scanning.
	 
	 


	l
	l
	l
	l

	Speech recognition (dictation) software may be useful for some people with sight loss, allowing them to transfer their ideas on a computer using their voice.

	l
	l
	l
	l

	Spellchecking software and autocorrect features may be useful for some people with sight loss to reduce the time spent on spotting errors.

	l
	l
	l
	l

	Colour overlay software may make it more comfortable for people to look at a computer screen.

	l
	l
	l
	l

	There are a range of “speech output note takers“ which are like Personal Digital Assistants (PDAs) with built-in speech.



	Figure
	Induction and training
	Induction and training
	Ensure employees with sight loss also have equal access to further in-house and external training, meetings and career development opportunities.
	l
	l
	l
	l
	l

	Ensure that training materials and job instructions are available in the appropriate format, e.g. large print, braille, audio, electronic or on an accessible intranet webpage.

	l
	l
	l
	l

	Avoid using some colours such as red ink on flip charts in training sessions.
	 


	l
	l
	l
	l

	Allow the employee to organise their work area in a way that suits them. It might be that hot desking should be adapted for someone with sight loss.



	Figure
	Health and safety
	Health and safety
	With reasonable adjustments there is no reason why a blind or partially sighted person should pose a greater health and safety risk than anyone else as it is about identifying and managing any risks. 
	 

	All employees, including those with sight loss, must know about emergency evacuation procedures. Sometimes a ‘buddy’ is assigned to help a person with sight loss in the event of an evacuation. In any event all such employees should have a Personal Emergency Evacuation Plan (PEEP)
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