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1 INTRODUCTI0N
1.1 The University values its diverse workforce and wishes to ensure that every member of staff is given the opportunity to work effectively to fulfill the requirements of their role. In addition, the University recognizes its responsibility under the Disability Discrimination Act (DDA) and is committed to ensuring that those individuals who are disabled receive the appropriate support either to access employment with the University or to continue to be effective within their role. 
1.2 The relevant section of the DDA defines a disability as “an impairment, mental or physical, which has a substantial and long-term adverse effect on the person’s ability to carry out normal day-to-day activities”.  
1.3 The DDA places an individual under no obligation to disclose an 
impairment.  However the benefits of disclosure are clear.

1.4 The key reason for disclosure, from the individual’s perspective, is to inform the organisation of impairment and to allow for reasonable adjustments to be made if appropriate.  In other words, the individual will not want solely to disclose the fact of an impairment but to explore the practical implications in terms of the kinds of activities that they may be called on to undertake.  
1.5 It is important that details of disclosures are captured and recorded in order that the University can ensure all staff are supported, improve awareness of disability related issues and encourage inclusion.  It also allows the University to fully monitor progress against its equality and diversity objectives.
2 HOW TO MAKE A DISCLOSURE
2.1 The University actively encourages staff to disclose details of their disability and related needs at the earliest opportunity; however a disclosure can be made at any point prior to or within employment.

2.2 Existing and prospective staff are able to make a disclosure right from the point of application. In addition and if you are  an  existing member of staff, if you have an impairment which you feel is a Disability, disclosure can be through one of three channels:
a.) In the first instance you should let your line manager know about your condition. If you feel unable to do this, your Human Resources Manager can be advised. Your line manager will need to be made aware as they are normally best placed to advise on what reasonable adjustments, if any are necessary, can be made within your work. They will have access to specialist advice such as Occupational Health.   

b.) There are occasions where a disability is identified in the normal course of absence management and through feedback from Occupational Health.

c.) In addition the University will be contacting staff on a regular basis to verify and / or update the information held on them. A disclosure can also be made within that process.

2.3 In all cases the information remains confidential to the organisation and is used internally to enable management to comply with disability legislation. 
3 THE OUTCOMES OF DISCLOSURE
3.1 Your personnel record will be updated with details of your disclosure. This will include the nature of your disability.

3.2 From September 2008, The University will record the information in the following categories:
Specific Learning Difficulty ( such as dyslexia  or dyspraxia)

General Learning Disability (such as Down’s syndrome)

Cognitive impairment ( such as autistic spectrum disorder or resulting from a head injury)

Long standing illness or health condition (such as cancer , HIV, diabetes chronic heart disease)

Mental health condition ( such as depression or schizophrenia)

Physical impairment  or mobility issues 

Deaf or serious hearing  impairment;

Blind or serious visual impairment

Other type of disability
3.3 Once a disclosure has been made, the University will, in discussion with you, determine what, if any, reasonable adjustments are required. With your permission, specialist advice may be sought from the University’s Occupational Health department and external agencies.
3.4 When considering any reasonable adjustments, the University will:

· involve the disabled person at all stages; including their Union representative where applicable;
· provide clear recommendations about how reasonable adjustments will be used; 

· identify how these adjustments will be made;
· identify who will implement the adjustments;
· consider how the organisation will ensure that the adjustments are implemented in a timely manner;
· where necessary, agree with the individual how other staff will be made aware of any adjustments that are in place, so that they can be fully supportive of the disabled member of staff;
· determine a process for monitoring and reviewing the effectiveness of any risk management actions.
· review the process to ensure any adjustments made are appropriate and effective.
3.5 By making a disclosure, you are controlling the way in which your disability is explained to the University, however, it needs to be recognized that there may also be instances where a reasonable adjustment is not possible, e.g. a reduction in workload to such an extent that the post becomes unsustainable.  
3.6 However, the University will ensure that all possible steps are taken to provide support to any member of staff who is or who becomes disabled during the course of their employment.
4. PROCEDURE FOR DEALING WITH REQUESTS FOR REASONABLE ADJUSTMENTS

 4.1 Requests for adjustments
The circumstances by which adjustments may be requested include:

· Directly from the individual themselves, including during the recruitment and selection process.

· Advice from Occupational Health, which may be a written report or email. The Occupational Health Adviser will indicate whether or not the DDA applies to specific medical conditions and what, by way of adjustment, should be considered.

· Advice from an external agency such as ‘Access to Work’.

· Suggestion by the line manager.

· Suggestion by the HR Manager.
· Suggestion by the union representative
4.2 Examples of adjustments
There are a wide variety of adjustments which can be considered depending upon the circumstances, including:

· Variation/flexibility in working hours (including to accommodate rehabilitation or regular treatment)

· Reduction in contracted hours

· Provision of a support worker
· Modification of or provision of specific equipment, e.g. a chair, a mouse, specialist software.

· Working at home.

· Reduction in workload.

· Change in work allocated.

· Redeployment to another post.

· Higher absence allowed as a mitigating circumstance when ‘triggers’ are hit, following advice from Occupational Health (under the frequent sickness absence policy and procedures).

· Relocation to a different office or work environment.

· Adjustments to premises.

· Provision of training or retraining.

· Modification of instructions, processes or procedures.
NB This list is not exhaustive.

4.3 Procedure for dealing with requests

4.3.1 It is the responsibility of the line manager to deal with any requests for adjustments in the first instance.  Where they do not have the authority to make a decision on a particular request, they must ensure it is forwarded to the appropriate person as soon as possible, without unnecessarily divulging why the request has been made and inform the member of staff.

4.3.2 In most cases it will be necessary for the manager to meet with the individual to discuss the request/s and consider what may be appropriate and possible.  The individual’s union representative (if applicable) will be welcome to attend.
4.3.3 In determining what is ‘reasonable’ the manager must consider factors including: 
· whether the cost is reasonable and affordable, depending upon the available resources; 
· effectiveness of the adjustment in relation to the benefit to the individual concerned;

· whether there would be an unreasonable impact on other people;

4.3.4 Where adjustments are agreed, the manager, in conjunction with the individual member of staff, must make the necessary arrangements in accordance with the time-frames detailed in paragraph 4.5.
4.3.5 Where suggested adjustments cannot be agreed, the manager must inform the member of staff as soon as possible and explain the reasons for the decision. Consideration should be given to any other suitable alternatives and further advice can be sought from the Human Resources Department.
4.4 Costs
4.4.1 The School or Service where the individual is employed is responsible for determining cost and assessing reasonableness of the adjustment in the context of the overall University budget. If the costs, including any external grant such as from Access to Work, exceed the School or Service’s ability to fund the adjustment from in-year allocation, the matter should be referred to the DVC Resources.

 4.4.2 Where provision is made via Access to Work, the agency may fund a proportion of the costs.

4.5 Timeframes
Where adjustments are agreed, they must be arranged as soon as possible. 

· Where this entails buying specialist equipment, it should be ordered within 5 working days. Obviously the delivery date will depend upon the company it is purchased from and is therefore out of the control of the University.

· Where a support worker is deemed necessary, initial arrangements for this should be made within 5 working days if practicable. Where this is dependent on employing another individual, the timescale may be longer.
· Where the adjustment involves changing hours or contracts, this should be arranged within 1 month.  However, where this is dependant on employing another individual, the timescale is likely to be longer but should be arranged within 6 months.

· Where redeployment is deemed appropriate, this is dependant on vacancies becoming available. The individual should be added to the redeployment list immediately and the relevant procedure followed. .
·  Where the workload is to be reduced or changed, this should be achieved within 1 month.

· When working at home for part of the time is agreed, this should be implemented within 1 month, subject to any necessary risk assessment of the home environment. .
· A change in office or work location may depend on the availability of space elsewhere; therefore a definitive timescale cannot be suggested. However, the individual should be given priority when considering any office moves. If there is likely to be a significant delay, consideration should be given to possible temporary or alternative solutions.
· Where a higher absence level is agreed, following advice from Occupational Health, this should be implemented with immediate effect. This could include confirming dual track arrangements. 
4.6 Complaints
4.6.1 The University requires that any requests for adjustments are dealt with swiftly and sensitively.  Should individuals believe their request has not been dealt with in this manner, or they are dissatisfied that adjustments they have requested have not been considered reasonable, they should raise the issue with the manager responsible in the first instance. 
4.6.2 If the individual does not feel this would be appropriate or they have been unable to resolve the matter satisfactorily, they should contact the relevant HR Manager (see contacts below) who will advise and intervene if appropriate. Also the union representative will be available to support and advise the individual (if they are a member.)
4.6.3 Ultimately, where the individual remains dissatisfied, they have the right to raise a complaint formally through the Individual Grievance Procedure
5 CONFIDENTIALITY
5.1 The Data Protection Act 1998 (“DPA”) is concerned with “personal data”.  Information regarding disability is likely to be regarded as sensitive personal data.

5.2 Where an individual discloses to the University that s/he has impairment, the University will be deemed to have knowledge of this and will have a duty not to discriminate against the individual. It will be assumed that the individual wishes the matter to remain confidential unless they specifically agree otherwise.
5.3 A line manager receiving a disclosure should make it clear at the beginning of the conversation with an individual that they may, in certain circumstances, need to discuss the matter with a limited number of other people. These could include: a more senior manager in the School or Service, a Human Resources Manager, an Occupational Health Adviser.   In addition, a limited number of Human Resources staff may have access to personal files for administration purposes.
5.4 Under the DPA, staff may request to view their personal file if they wish to see the information that is recorded. In order to facilitate this, the individual should make a written request to the HR Department. 
6 CONTACTS
The following contacts may be useful for individuals when considering disclosure:

· The University Occupational Health Department – ext. 4033

· The Trade Union Office ( UCU and UNISON) – Ext 4105

· Access to Work – 0191 215 2198.

· The HR Managers – 

Clive Usher ext 4098 – Accommodation Services, Finance, Law, NBS, PSS,  Students Union, Sport Northumbria, Corporate Planning, NCE.
Ros McGee ext 4322 – CEIS, Built Environment, Estates, Applied Sciences, VCO, USO, HERO. 

Jackie Rose ext 4097 – ASS, RREA, Art Gallery, IT Services, Academic Registry, CETL, Design.

Tracey Henderson ext 4747 – HCES, LLS, Student Services,  Marketing and Recruitment, PR and Communications,  International Office, JISC.
Joanne Colvin ext 3278 – Human Resources
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