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Introduction to 

Workplace Adjustments
In partnership with our Champions Network, iDAWN have put together a brief introductory 

resource guide on workplace adjustments.

By no means an exhaustive overview, this guide is designed to give an insight in to what 

workplace adjustments can encompass, why they’re beneficial to both individuals and 

businesses and some of the quirks that aren’t always known about. 

Throughout this guide, you’ll see quotes from iDAWN champions, sharing their personal 

reflections on what has made an impact for them.

Whether this is the first time you’ve thought about an adjustment, new to your role and/or 

company or working within a management of HR position, this should provide a broad 

overview of workplace adjustments and give an insight in to how these work in practice – 

from people that use them.

Simply speaking - adjustments create the conditions for people to work their best!

“Workplace adjustments aren’t 

just nice to have – they’re a 

necessity for allowing everyone 

to thrive in the workplace. Often 

not expensive changes, they 

can make a real difference for 

all employees, not just people 

with a disability. 

Have you ever wondered if that 

meeting invite you received is 

something you’ll need to prep 

for, speak at, or even go to? 

Adding an agenda to the invite 

– which is a type of adjustment 

- takes away the guesswork, 

gives time to plan and removes 

some of the uncertainty”



What are workplace 
adjustments?
Workplace adjustments is a catch all term that covers any change (big or small) 

to the way that somebody does their job – allowing them to work in a way that 

suits them and provides a more equitable working environment. 

The term expands on the legal framework under The Equality Act 2010 for 

reasonable adjustments required due to specific circumstances and situations, 

with an increased focus on an employee's day to day needs rather than a reliance 

on a clinical diagnosis and process. 

Whilst the information within this resource guide provides an overview, anyone 

requiring workplace adjustments should speak to their HR team to check exactly 

what their company’s processes are. At their core, workplace adjustments can 

take a variety of forms, but they cannot change the basic nature of the job, nor 

can they be required when their adoption would be unreasonable.

“Accessibility needs to be 

factored into external events, as 

well as the day-to-day role. 

For example: Whilst I might be 

able to physically get into an 

events venue, is there 

somewhere I can sit down once 

I’m in? Or a quiet space to use 

if needed?”



Did you know…that a formal diagnosis of disability or neurodivergence isn’t 

always required to request a workplace adjustment, and these adjustments don’t need 

to be due to a chronic condition? 

It may be that you temporarily need a different way of working, maybe due to an injury, 

a caring responsibility, or pregnancy. Or, you may have a condition where your needs 

fluctuate, like multiple sclerosis or endometriosis. 

Workplace adjustments don’t have to be expensive solutions; they’re often small 

changes to the working environment that make a huge difference for those that need 

them. The majority of workplace adjustments are actually zero-cost!

Studies have shown that by encouraging workplace adjustments, businesses often 

have higher levels of staff retention, better corporate culture, reduced 

absenteeism and reduced legal and HR costs, as the barriers to disabled people 

thriving at work are reduced. Essentially, providing the tools to allow all employees to 

be more productive is only ever going to be a benefit to businesses.

The key to finding the right workplace adjustment is listening to colleagues when 

they explain what they need. A flexible approach is needed as you try different 

solutions – it can be a process to find the right adjustment that gives the most benefit.

“My disability fluctuates, 

especially around fatigue and 

energy management. Having 

workplace adjustments in place 

is essential on days that I need 

them, but more so that my 

employer and colleagues 

understand that every day for 

me is different. 

If everyone has the option to 

work in an adjusted way to 

some degree, it takes some of 

the focus off of me on days that 

I need to work differently”

Continued…



Adjustments for the office

When designing a new workspace, consider Universal Design – additional 

adjustments are less likely to be needed if an inclusive design approach is 

taken from the start. 

Physical Environment

• Accessible doors, toilets, kitchens

• Ramps and pavement/kerb cuts

• Quiet spaces, wellness rooms, adaptable 

sensory areas

• Wide corridors

• Personal evacuation plans and 

visual alarms

• Mouse, keyboard, and monitor options

• Noise cancelling headphones

• Hearing loops

• Ergonomic chairs 

• Sit/stand desks

Physical Equipment

• Personal assistants and interpreters • Assistance animals
Support Workers

Best 

Practice

https://universaldesign.ie/about-universal-design


Adjustments for Ways of 
Working

“Many d/Deaf/Hard of Hearing 

people rely on lipreading for 

conversations, so make sure 

that in person meetings are 

held somewhere well lit and 

with good visibility for everyone 

attending.”

Compile a menu of adjustments that employees can review and identify 

what would work for them.

Flexible Working
• Smaller breaks throughout the day instead 

of one longer break

• Flexibility to attend medical appointments

• Changes to core working hours

• Working from home

Inclusive Working
• Sending agendas ahead of time for 

meetings

• Recording meetings and sending summary 

• Sitting clear performance goals 

and expectations

Accessible Formats for Printed and Digital Materials

• Braille

• Digital image descriptions

• Colour contrast and large print

• Inclusive colour and type 

Best 

Practice

https://brand.ucla.edu/fundamentals/accessibility/color-type
https://brand.ucla.edu/fundamentals/accessibility/color-type


Adjustments through 
Technology

“There are so many 

accessibility functions within 

Microsoft that I wasn’t aware of, 

which have made it easier to 

focus on deep work. It would be 

useful if there was a centralised 

list that people could refer to, 

like an index of accessibility”

Assistive Technology
• Captions, subtitles, dictation, read aloud 

software, screen readers, like Jaws

• Embedded accessibility function in MS 

programmes (Word, PowerPoint, Teams)

• Task management tools

• Immersive reader/focus assist

• Colour contrasts, magnifiers

• CoPilot

• AI tone checkers

• Use transcripts and captions on 

Teams

Your IT department should be familiar with how to best customise your 

system, but for people that aren’t comfortable disclosing a disability at 

work, Microsoft has an anonymous accessibility chatbot that can assist as 

part of the accessibility information: https://support.microsoft.com/en-

us/accessibility 

Best 

Practice

https://www.freedomscientific.com/products/software/jaws/
https://support.microsoft.com/en-us/accessibility
https://support.microsoft.com/en-us/accessibility
https://support.microsoft.com/en-us/accessibility


Adjustment in Practice
So where do you start? The first step for someone seeking adjustments is to have an 

open discussion with your line manager or HR department about your needs. It can 

sometimes be an uncomfortable place to begin, but you need to be clear about areas that 

you’re struggling with the current working environment in order get a sense of what type of 

adjustment you may need. 

Whilst a lot of companies do issue guidance about their workplace adjustment processes at 

the induction stage, they can get lost in the reams of onboarding paperwork or it may be 

that you’ve acquired a disability after many years in the role. 

For employers, ensuring that you have adequate disability and accessibility training across 

departments is beneficial. For example, the IT department will know how to invert colours 

on their operating systems, but will they know that this is an accessibility adjustment that 

benefits people with sight loss, and may be sufficient that they don’t need to request an 

expensive software package? 

“I struggled finding the 

adjustments information I was 

looking for on our company 

intranet, or the right person to 

speak to. It would have been 

useful to have first point of 

contact, and maybe a basic list 

that gives examples of the type 

of adjustment you can request” 

Provide disability inclusive training to managers, embed questionnaire for 

new hires so they get what they need from the start, provide a menu of 

adjustments for people to be aware of.

Best 

Practice



Ongoing Processes
The process for arranging workplace adjustments is unfortunately not instantaneous 

and colleagues will often not know exactly what adjustment they want or need. Being 

able to approach the conversation from a ‘needs’ perspective is valuable. i.e. what 

needs do you have to allow you work most effectively? 

This applies to all colleagues, not just people with a disability. Some companies have 

found it’s useful to have a centralised adjustment list, either to guide HR and 

procurement or for colleagues to get an idea of the types of adjustments that can 

currently be offered. This would list all types of adjustment in an easy-to-understand 

format, to quickly pinpoint what tools and resources are available. 

This also helps to ensure departments are aligned in what the company currently offers, 

and what they may be able to procure to provide additional assistance to colleagues.

“I acquired my disability later in 

life, and had to rethink my 

approach to every day tasks 

which meant asking for 

adjustments at work. 

It took a long time to find the 

adjustments that worked best 

for me, but being given time 

and scope to try things out was 

really helpful. We also found 

innovative ways of working in 

the process, which didn’t cost 

anything but had a positive 

impact on my wider team”

Compile a centralised adjustment list and check in on annual basis with 

employees to see if they have what they need to do their job effectively.
Best 

Practice



Further Information & 
Support
Depending on the scope and cost of the adjustment, you may need to use an external 

company to progress the request, such as Access To Work. Unfortunately, Access To 

Work waiting times can be extremely long so it may be worth exploring whether there are 

any charity partners that can assist with the process. 

As an example, charities like RNIB and Thomas Pocklington Trust are a brilliant resources 

for support on adjustments for people dealing with sight loss or Royal National Institute of 

the Deaf for people who are d/Deaf or Hard of Hearing.

External consultants can also provide invaluable support, many of which have worked 

within the insurance and financial services market previously and have a good 

understanding of how the market operates.

For more information, or if you’d like assistance with setting up an introductory call, feel 

free to get in touch with iDAWN at contactidawn@gmail.com

Be familiar with UK Disability Confident Scheme and EU Disability 

Inclusive Legislation, which also offer suggestions on how to adopt 

inclusive practices and workplace adjustments.

Best 

Practice

mailto:contactidawn@gmail.com
https://www.gov.uk/government/collections/disability-confident-campaign
https://disabilityin.org/what-we-do/research-policy/disability-inclusion-eu-legal-analysis/
https://disabilityin.org/what-we-do/research-policy/disability-inclusion-eu-legal-analysis/


Myth-Busting Workplace 
Adjustments
Myth: Encouraging adjustments mean we will lower our standards or efficiency

Fact: It’s the other way around! Allowing people to make small adjustments to the way they 

work can increase profitability, increase staff retention and promote more creative thinking

Myth: Most adjustments are expensive

Fact: External consultants have advised the average cost of an adjustment in the UK is 

around £100, with a lot being cost free (like flexible working)

Myth: The only reason to encourage adjustments is to avoid complaints or lawsuits

Fact: Whilst employee action is something to bear in mind under the various employment 

acts in place, the overarching reason for making workplace adjustments is to make the 

working environment more equitable, allowing everyone to thrive

Myth: Adjustments are only needed for people who have physical disabilities

Fact: Adjustments are needed for an array of reasons, not all of which are to do with physical 

disability. They allow people to work most effectively, meaning companies can employ the 

right people for the job, with no barriers to entry

iDAWN is committed to creating 

a more open and equitable 

industry, taking some of the 

stigma out of disability, 

neurodiversity and mental 

health by having honest 

conversations on a range of 

topics. 

If you have a specific aspect of 

disability, you’d like us to 

consider as part of our ongoing 

market awareness and events, 

please do get in touch! 
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