Guidance for Personnel Staff and those arranging Selection Interviews
Making interview arrangements for people with disabilities

1. Why do I need to make arrangements?

Aston University has a policy of encouraging more disabled people to make applications to work here. By providing a positive experience when they apply for jobs and attend interviews and demonstrating a commitment to disability equality, we will be providing a more welcoming environment. All staff have individual responsibilities under the Disability Discrimination Act / Disability Equality Duty to ensure they not acting in a discriminatory way and that they are being positive about disability. 
2. So what do I do?
If the candidate has declared a disability on their application and is being invited for interview, there are a number of issues you will need to consider. 

Please note that this in not an exhaustive list and further guidance can be sought from the Equal Opportunities Unit or DANU staff. 

Also, bear in mind that although the applicant has had the opportunity to declare their disability, they will make assumptions about what provisions you will make for them as a visitor to the University. Applicants often do not have sufficient space on the Application form to write down all their support needs. Under the Disability Discrimination Act, the University must make reasonable provisions for people with disabilities, whether staff, students or visitors. 

Therefore, if someone has told you about their disability, you should think about what their support needs may be and ask them what arrangements they may require in order to have a successful visit. Never assume that the person will be accompanied by a relative/ friend / personal assistant.
3.
For applicants / visitors with a hearing impairment

Corresponding
· Keep any written details simple and clear. Some people may have experienced their hearing impairment before they acquired language (pre-lingual). This could mean they have difficulties with new and unfamiliar words in writing. 
· Email correspondence is useful as it can act in a ‘conversational’ manner. However, some applicants may not have access to email or would prefer to use the Typetalk service. For more information about Typetalk, please go to http://www.typetalk.org/.

· Some individuals with a milder degree of hearing loss may prefer using the telephone, which has been adapted with an amplifier unit.

· Do invite them to discuss with you any particular needs they may have in relation to their visit.

Before their arrival

· If the visitor is arriving by car, please check they will have access to our car park, as the barrier is via an intercom that could be difficult or impossible to use. Security can advise you of a suitable way the person can alert them to their arrival – please ensure you communicate this to the visitor.

· It is important to check if the candidate can hear fire alarms in the daytime. Don’t be embarrassed to ask this question, as it could save someone’s life and it reassures the visitor that we take their safety seriously. You could phrase your question as; “We have vibrating pagers to alert our visitors if the fire alarms go off – would that be useful for you?” Our Fire Safety Officer can issue your visitor with a pager upon their arrival. Please contact [Name] [Extension no.] for more information. 

· If you are giving information as part of the interview process remember that the candidate may need access to the written materials before arrival, as they may not be able to hear all of the information. PowerPoint presentations and OHP slides can be printed off and posted or emailed to the applicant. It would also be advisable to book a room for your event which has an induction loop system fitted (see below for more details). 
· If the applicant is Deaf and prefers to communicate using sign language, you will need to book interpreters for the duration of their visit. Please contact DANU or the Equal Opportunities Unit for assistance. Interpreters usually work in pairs for a minimum of two hours plus travel expenses. Please note: British Sign Language (BSL) is an official, recognised language of the UK. BSL is not international – each country has its own version of sign language and they are quite different. BSL Interpreters do not interpret other sign languages. BSL is a complex and rich language in its own right and Deaf people have their own distinct culture, history and community. 
During their visit
· When using an interpreter, you should address the candidate, not the interpreter. Please note: some BSL users will have lip reading skills, some will not. Some deaf people are without speech, some will have speech. 
· Many people with a hearing loss rely on lip reading. In order to do so, you should be facing front and in good light. Don’t position yourself so that you have strong sunlight behind you, as this will put your face in shadow. You should not start speaking until you have the attention of the visitor. Lip reading is more difficult where the speaker has facial hair or a strong accent.

· Don’t alter your usual speech when talking to a lip reader – don’t raise your voice, speak very slowly or exaggerate words. Do speak clearly and keep facing the lip-reader.

Listening / Communication Aids

· Induction loop systems are devices, permanently or temporarily installed that amplify sound signals to hearing aids.  The University has installed such systems in larger lecture theatres, and main reception points also have this facility. Aston Media can give you more up to date information on hearing loop facilities on campus or can arrange a temporary installation if you require it. For more information, please contact AV Support in Aston Media [Extension no.].
· Some individuals may use something called a ‘radio aid’, which is a miniature induction loop system. The speaker needs to wear a lapel / neck loop microphone, with the owner of the device having a small amplifier / receiver unit which boosts sound to their hearing aid. Any member of staff presenting should always be willing to wear such a device in order to improve communication for a visitor with a hearing impairment. Just remember to take it off when you’ve finished speaking and leaving the room!

· For one-to-one situations in small rooms, a portable hearing loop device can be useful, which is simply placed between interviewer and visitor. Please contact DANU for further information.

· Please note that all of these devices are only useful for people who use wear hearing aids. They will not be of use to profoundly deaf people.

4.
For applicants / visitors with a visual impairment

Corresponding
· When writing to someone who has indicated they have a visual impairment, think carefully about the format you are using. Use an enlarged, clear font (e.g. Arial, Helvetica, Verdana, point 16) in any correspondence with a person with a visual impairment, as standard. However, if the person has stated a different preference (e.g. Braille, electronic format, coloured paper, larger than point 16), please use that instead. 

· Email correspondence can be very useful, as it allows an individual to adjust what they see on their computer screen, either manually or via a special screen magnification programme such as Zoomtext or Supernova. Also, some individuals with visual impairments use a text-to-speech software programme such as Jaws, which reads aloud the words on a screen. For more information, please contact [Name], Assistive Technology Officer [Extension no.].
· If the applicant has stated their preferred format on their application form, then use the same format in your contacts with them.

· Do not assume that one format is right for all types of printed matter. Some information would become too bulky in Braille to be useful, for example. You may need to ask the applicant what format they prefer for particular documents.

· If you require an applicant to fill in any other forms, do ensure you have considered how they will do this if they use alternative formats. On-line forms can be very useful in these situations.

· If you have maps and diagrams included in your standard information, you may need to consider alternatives. For example, you may need to provide tactile alternatives or descriptions instead of pictorial information. For more information, please contact DANU.
· Do invite them to discuss with you any particular needs they may have in relation to their visit.

Before their arrival

· If the candidate is being driven here by car, please check they will have access to a disabled parking space by informing Security. 

· Please notify [Name] [Extension no.] in advance of the visit if the person would experience difficulties in an emergency evacuation. [Name] can then make sure your visitor knows where the nearest Fire Refuge in case of an emergency and / or explain how you can help with their exit from the building. 

· If the candidate is arriving via public transport or taxi, offer to arrange a convenient meeting place (ie. Main Reception), rather than expecting your visitor to find their way to your office. This particularly important for visitors who are blind.

· If you are delivering a presentation as part of the Selection Process, remember that your visitor will need access to the information before arrival. OHP slides and PowerPoint presentations may not be accessible to your visitor, so you may need to send a copy to your visitor via email or in enlarged print. You may be asked to asked read out any printed matter onto audio tape, if that is the format your visitor prefers. DANU have a tape recorder you can borrow if you do not have access to one.
During their visit

· If the candidate is blind, are you confident about the correct way to guide them through the building? If not, DANU can give you a quick tutorial.
· Remember, if the candidate is bringing a guide dog, you will need to allow time for the dog to be toileted. Also, do not stroke or fuss the dog – it is working and you should respect that it is not a pet.

· If you are guiding a blind visitor or leading a group containing a visitor with a visual impairment, try to describe campus landmarks and places of interest. It will help candidates to get a sense of proximity to facilities and how easy it is to find their way around.

· If the candidate is unaccompanied, please check that they can find somewhere for refreshments and an accessible toilet facility. These details can be found in our Campus Accessibility Guide – please ask DANU for a copy or check our web pages.

· Always check that the candidate knows how to get to the next location in the University they are visiting or knows how to get a taxi. Please book a taxi for your visitor if they are blind and haven’t made other arrangements.
5.
For applicants / visitors with a mobility difficulty, including wheelchair users

Corresponding

· Unless the applicant has another disability, correspondence shouldn’t need any adjustments to your usual format. However, please be guided by the applicant as they may have associated dexterity difficulties or use alternative means of communication. 
· Do invite them to discuss with you any particular needs they may have in relation to their visit.

Before their visit

· If your visitor is arriving by car, please inform Security and book an accessible car parking space as near as possible to your location. Ensure the visitor knows how to find you.

· If the candidate would find using stairs to evacuate the building in an emergency difficult or impossible, please contact [Name] [Extension no.] in advance to let him know. He will help ensure your visitor knows what do to and what help may be required from you.

· Please allow extra time for your visitor to get from one location to another. This may be very important if you planned a series of events within a tight timescale.

· Please double-check with Estates that they are not planning any maintenance works which may either decommission lifts or make moving around difficult for a wheelchair user.

· Please ensure you know the route your visitor will take to reach your location, or offer to meet them at Reception. The Main Building is a very confusing for someone who has difficulty with stairs! For example, how will your visitor use the lifts to find your location? For more information about getting around the buildings, please contact DANU for our Campus Accessibility Guide.

· If you are showing a wheelchair user around the campus, do you know where the drop kerbs, ramps and lifts are? Do you know how to get from one location to another using the most accessible routes? If you don’t please contact DANU for training.

During their visit
· Hopefully, you will have planned everything in advance, so there shouldn’t be any obstacles for your visitor on the day! However, you can contact DANU or look in our Campus Accessibility Guide if you need further help or if something goes wrong.
6.
For applicants / visitors with a specific learning difficulty - SpLD (i.e. dyslexia, dyspraxia, ADHD)
General points

· Please type your letters in a clear font, such as Arial, Helvetica or Verdana, minimum point 12. For more information, please read our guidance about accessible print formats, recently emailed to all staff and available from DANU.
· It is helpful to provide any presentation handouts in advance, as people with SpLDs cannot easily listen, read and take notes at the same time.
· Make any important information you distribute as concise and clear as possible, preferably using short sentences and bullet points.
· Verbal instructions should be kept to a minimum, as this may confuse or be forgotten.
· Do invite them to discuss with you any particular needs they may have in relation to their visit.

7.
For applicants / visitors with Asperger Syndrome / autistic spectrum disorders (ASD)

General points
· Do invite them to discuss with you any particular needs they may have in relation to their visit.
· Please ensure the language (written and spoken) you use is clear and unambiguous. People with Aspergers / ASD can take language meaning very literally and may be confused if you use metaphors, for example.
· Do ask if the visitor will be accompanied . If the candidate is accompanied, please be careful about addressing the candidate as well as who is with them. People with Aspergers / ASD often have communication difficulties and find taking verbal and physical conversational ‘cues’ very tricky. In stressful situations, the candidate may become either over-talkative or withdrawn. 
· If you have a timetable / schedule of events, please be aware that any last-minute changes to these details can be stressful for your visitor. Be patient and sympathetic in these instances.

8.
For applicants / visitors with mental health difficulties

General points

· Most people with mental health difficulties do not declare them, as they may fear discrimination, prejudice or just don’t see themselves as having a disability. Mental health difficulties cover a vast range of diagnoses, including Obsessive Compulsive Disorder (OCD), depression, bi-polar disorder, schizophrenia, anxiety, post-traumatic stress, anorexia, etc. It is estimated that 25% of the population have experienced a mental health difficulty in any 12 month period.
· For people who have disclosed a mental health difficulty, please ask them if they have any needs you can help with in relation to their visit. For example, some people may become very anxious if they are going into large rooms with lots of people in them. 
· Early morning visits can be difficult, as the candidate may be taking medication which causes side-effects such as drowsiness, dizziness and concentration difficulties. Please try to arrange interviews later in the day if possible.

9.
A QUICK CHECKLIST / SUMMARY

1. Are you using the right communication methods for your applicant / visitor?

2. Have you made your invitation / instructions / information clear, easy to read and in straightforward language? Is it in the right format?
3. Have you supplied any information in advance, in the right format, that they will need and can’t access easily on the day of their visit?

4. Do you know how they will be travelling here?

5. Have you told Security or the Fire Safety Officer?

6. How will they find you when they get here?

7. Have you sought advice and support from the EO Unit or DANU?
8. Have you checked that they can get around the building / campus?

9. Are you confident about welcoming a visitor with a particular disability?

Adapted from Guidance produced by Siân Howarth, Disability Co-ordinator, DANU, Student Support. June 2006.
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