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4 Business Disability Forum

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.  

Be flexible - focus 
on what needs to 
be achieved, not on  
how to achieve it.  

Implement adjustments 
as early as possible in  
the recruitment process.  

Regularly review 
adjustments  
in place. 

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

Making adjustments 
– top tips
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Introduction 
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This guide aims to give a general introduction  
to how hearing loss might impact someone at  
work and provide good practice tips on how  
to support them. 

Diagnosis, treatment and cultural perceptions of hearing loss will 
vary between countries. Similarly, legal requirements will also 
differ: in some countries, hearing loss may not be legally 
recognised as a disability whereas in other countries, people with 
hearing loss may be protected from discrimination by legislation 
based on the degree of loss. 

Ensuring that you support all candidates and employees with 
hearing 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.

Diagnosis, treatment 
and cultural perceptions 
of hearing loss will vary 
between countries. 
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Language 
Language can be important in creating an open and inclusive 
workplace for people with hearing loss. In this guide, we refer to 
‘people with hearing loss’ to cover people with anything from mild 
hearing loss to profound deafness. 

There are a range of other terms that people may use to describe 
themselves or their condition including Deaf or deaf (the capitalised 
D emphasises belonging to the Deaf community), deafened, 
hearing impaired or hard of hearing. If in doubt, use the language 
that the individual uses to describe themselves and avoid placing 
‘labels’ on employees. 

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) [1] 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 and 
hearing loss, to name just a few.

[1] United Nations Convention on the Rights of Persons with Disabilities:  
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
https://www.un.org/development/desa/disabilities/convention-on-the-rights-of-persons-with-disabilities.html
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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.’

Working hours and 
locations can be 
made flexible.
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What is hearing loss? 
Hearing loss occurs when sound does not reach the brain.

There are different types of hearing loss depending on where the 
damage is located. It can be a ‘sensorineural hearing loss’ when it 
affects the inner ear, a ‘conductive hearing loss’ when it affects the 
outer ear to the middle ear or ‘mixed loss’ when it affects both 
areas. 

It is important to ask the person with hearing loss what their 
language/communication support needs are, as there are ways of 
minimising communication barriers and improving communications 
generally.

What is deafblindness?
Deafblindness is sometimes called dual sensory impairment. 

This is because ‘deafblind’ people will have both some hearing loss 
and some sight loss. People who refer to themselves as deafblind 
are usually people who are born deaf and use British Sign 
Language (BSL) as their first or preferred language and who lose 
their sight as they get older, for example, if they have Usher’s 
Syndrome. Some people who are born with deafblindness may 
also have physical and/or learning disabilities. Many deafblind 
people may not be totally deaf and totally blind. 

It is therefore important to ask deafblind people what their 
preferred communication methods are.
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What is a cochlear implant?
A cochlear implant is a surgically implanted electronic medical 
device that can provide sound signals to the brain. 

The cochlear implant does not remove the person’s hearing loss  
but it can provide a useful sensation of hearing sound. Not all 
people with hearing loss can benefit from the use of a cochlear 
implant. Cochlear implants are more readily available in high 
income countries.

About tinnitus
Tinnitus is the perception of noises in the person’s head and/or ear 
which have no external source. Those living with the condition may 
have to endure a ringing, buzzing, hissing, whistling or other noise. 

The sensation can be constant or intermittent and it can vary in 
volume. The noise may be in one or both ears, or it may feel like it is 
inside the person’s head. 

Tinnitus is more common in people who have a hearing loss but 
those with full hearing can have tinnitus too. Deaf and deafblind 
sign language users can have tinnitus without ever hearing sounds. 



© 2019 This publication and the information contained 
therein are subject to copyright and remain the property of 
Business Disability Forum. They are for reference only and 
must not be reproduced, copied or distributed as a whole 
or in part without permission.

Content has been removed 
for sample purposes. Pages 
11 to 38 are available in the 
full booklet.



Business Disability Forum is committed to ensuring that 
all its products and services are as accessible as 
possible to everyone. If you wish to discuss anything 
with regard to accessibility, please contact us.

Company limited by guarantee with charitable objects. 
Registered Charity No: 1018463. 
Registered in England No: 2603700.

Business Disability Forum 
Nutmeg House 
60 Gainsford Street 
London 
SE1 2NY

Tel: +44-(0)20-7403-3020 
Fax: +44-(0)20-7403-0404 
Email: enquiries@businessdisabilityforum.org.uk

Web: businessdisabilityforum.org.uk

Contact us

mailto:enquiries%40businessdisabilityforum.org.uk?subject=
http://www.businessdisabilityforum.org.uk
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	Introduction 
	Introduction 
	This guide aims to give a general introduction to how hearing loss might impact someone at work and provide good practice tips on how to support them. 
	 
	 
	 

	Diagnosis, treatment and cultural perceptions of hearing loss will vary between countries. Similarly, legal requirements will also differ: in some countries, hearing loss may not be legally recognised as a disability whereas in other countries, people with hearing loss may be protected from discrimination by legislation based on the degree of loss. 
	Ensuring that you support all candidates and employees with hearing 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 
	Language can be important in creating an open and inclusive workplace for people with hearing loss. In this guide, we refer to ‘people with hearing loss’ to cover people with anything from mild hearing loss to profound deafness. 
	There are a range of other terms that people may use to describe themselves or their condition including Deaf or deaf (the capitalised D emphasises belonging to the Deaf community), deafened, hearing impaired or hard of hearing. If in doubt, use the language that the individual uses to describe themselves and avoid placing ‘labels’ on employees. 
	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) [] which has been ratified by over 175 countries. The UN CRPD Article 1 provides a definition for ‘persons with disabilities’: 
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	[1] 
	[1] 
	United Nations Convention on the Rights of Persons with Disabilities: un.org/development/desa/disabilities/convention-on-the-rights-of-persons-with-disabilities.html
	 




	“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 and hearing 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.’
	What is hearing loss? 
	Hearing loss occurs when sound does not reach the brain.
	There are different types of hearing loss depending on where the damage is located. It can be a ‘sensorineural hearing loss’ when it affects the inner ear, a ‘conductive hearing loss’ when it affects the outer ear to the middle ear or ‘mixed loss’ when it affects both areas. 
	It is important to ask the person with hearing loss what their language/communication support needs are, as there are ways of minimising communication barriers and improving communications generally.
	What is deafblindness?
	Deafblindness is sometimes called dual sensory impairment. 
	This is because ‘deafblind’ people will have both some hearing loss and some sight loss. People who refer to themselves as deafblind are usually people who are born deaf and use British Sign Language (BSL) as their first or preferred language and who lose their sight as they get older, for example, if they have Usher’s Syndrome. Some people who are born with deafblindness may also have physical and/or learning disabilities. Many deafblind people may not be totally deaf and totally blind. 
	It is therefore important to ask deafblind people what their preferred communication methods are.
	What is a cochlear implant?
	A cochlear implant is a surgically implanted electronic medical device that can provide sound signals to the brain. 
	The cochlear implant does not remove the person’s hearing loss but it can provide a useful sensation of hearing sound. Not all people with hearing loss can benefit from the use of a cochlear implant. Cochlear implants are more readily available in high income countries.
	 

	About tinnitus
	Tinnitus is the perception of noises in the person’s head and/or ear which have no external source. Those living with the condition may have to endure a ringing, buzzing, hissing, whistling or other noise. 
	The sensation can be constant or intermittent and it can vary in volume. The noise may be in one or both ears, or it may feel like it is inside the person’s head. 
	Tinnitus is more common in people who have a hearing loss but those with full hearing can have tinnitus too. Deaf and deafblind sign language users can have tinnitus without ever hearing sounds. 
	Hearing loss and language
	The language used by people who have hearing loss varies depending on when they acquired their loss, its severity, the presence of associated conditions (such as deafblindness) and their location. 
	 

	Some people with hearing loss use sign language only and it is estimated that there may be over 300 different types of sign languages globally. 
	In some countries, sign language users may be taught in both sign language and in the native spoken language of their country, from pre-school/nursery onwards. Alternatively, they may be taught solely in sign language and then learn a spoken language when they move further in education, which may impact on their fluency in this spoken language.
	It is important to recognise that the experience of sign language users will vary greatly between countries. In some countries, sign language is recognised as an official language; it may be unlawful to discriminate against someone who solely or primarily uses sign language and does not generally uses the local spoken language.
	Communication support
	Language support professionals
	People who have a hearing loss will use a range of communication methods depending on factors such as their degree of hearing loss, personal preference and extent of services and technology available to them in their country. 
	Sign language interpreters, video relay services and sign language translators
	Sign Language interpreters interpret what is said into sign language, for example, into local Sign Language and then interprets what is signed into a spoken language. Access to qualified sign language interpreters will vary between countries. Where services are available, qualified interpreters are often in high demand and must be booked in advance.
	Video Relay Services available in some countries allow people with hearing loss to communicate with others in real time, using a sign language interpreter that is not located in the same place as them.   
	Sign Language interpreters can be hearing or deaf and translate written or spoken material into sign language. 
	Lip speakers
	Some people with hearing loss learn to communicate by lip reading. Lip speakers soundlessly repeat what is being said, using clear lip patterns to enable people who can lip read to understand what is being said.
	Electronic note takers
	Electronic note takers provide a typed note of what is being said as it is said, using dedicated software. This is not a verbatim note but will be as near to what is said as possible. The person with hearing loss can read what is written on the computer screen or on projected notes. 
	Speech-to-text reporters 
	Speech-To-Text reporters produce verbatim real time text at the speed of ordinary speech through a computer-based system and special keyboard. As with the electronic note taker’s notes, the deaf person reads the text from a screen. 
	Speech-To-Text reporters and electronic Note takers both provide a note of the meeting/appointment that then belongs to whoever books the service. Although access will vary between countries, both services are becoming easier to access online so that the communication professionals do not have to be in the room where the meeting is taking place and can listen through a conference call. 
	 
	 

	Communication support workers
	Some deaf people do not require or want Language Support Professionals to support them in their daily work activities except for formal meetings and supervision sessions. The person may instead want a Communication Support Worker.  Communication Support Workers have a good level of Sign Language and clear written and spoken local language. 
	Internal and external sources of help
	There may be sources of help and advice that you can access for detailed information about hearing 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 hearing loss in your country.
	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] http://www.businessanddisability.org/
	[2] http://www.businessanddisability.org/


	Employing people with hearing loss
	Supporting candidates
	Language support professionals, sign language interpreters, electronic note takers, palantypists and speech-to-text reporters often require advance booking. 
	It is also recommended that you leave sufficient time between informing interview candidates and the interview day. Book the required support as soon as you are informed about a candidate’s preferred method of communication. If you do not arrange this support in advance, there is a risk that you will not be able to book the needed support for your selected interview day; in that case, be flexible and make sure to rearrange your interview day to allow all candidates to participate fully. 
	Job descriptions 
	Job descriptions 

	Job descriptions can inadvertently place unnecessary barriers in the way of people with hearing loss. When drawing up job descriptions and candidate specifications: 
	l
	l
	l
	l
	l

	Do not needlessly exclude a candidate with hearing loss. Concentrate on what is to be achieved in a job rather than on how it is achieved; a person with hearing loss may simply do things differently.

	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.

	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 will exclude people with hearing loss who have experienced barriers to education. 

	l
	l
	l
	l

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


	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.

	l
	l
	l
	l

	Advertise in more than one place. 

	l
	l
	l
	l

	Consider advertising through specialist organisations that work for people with hearing loss.

	l
	l
	l
	l

	Provide a point of contact for people who have queries about the recruitment process, using a range of contact methods e.g. email, SMS contact number or a sign language interpreting video relay service. 

	l
	l
	l
	l

	State that applications will be accepted in alternative formats, by email for example. 


	Application forms 
	Adjustments may need to be made to the shortlisting process, because an applicant may: 
	l
	l
	l
	l
	l

	Apply for a job for which they are over qualified because they need to regain confidence. 

	l
	l
	l
	l

	Have gaps in their CV due to their disability. 

	l
	l
	l
	l

	Have gained experience outside of paid employment, e.g. work experience and voluntary work. 


	Interviews and tests 
	When you invite applicants for an interview, make sure to ask all candidates if they require any adjustments to be made for the interview. For example, a candidate with hearing loss may require a loop system, an electronic note taker or a sign language interpreter.
	 
	 
	 
	 

	If you are using language support professionals at the interviews, then they will require some information in advance. For example, an explanation of any technical, business or professional terms you might use in the interview. The sign language interpreter might like to have a few minutes with the candidate with hearing loss to get familiar with each other and for the interpreter to adapt to possible regional sign language variations.
	Assistance dogs
	In some countries, some people with hearing loss may have an assistance dog called a “hearing dog” which acts as the person’s ears in their own environment. For example, by alerting them to a ringing telephone or doorbell or to the smoke alarm / carbon monoxide monitor for example and alert the person to dangerous situations.
	 
	 

	A candidate or employee with hearing loss may want to bring their hearing dog to an interview or to work. 
	Remember that different people will have different adjustments requirements. Not everyone will need all or even any of these adjustments. 
	 

	l
	l
	l
	l
	l

	If the candidate attends the interview with their assistance hearing dog, prepare a space for the dog with a water bowl. 

	l
	l
	l
	l

	Ensure that reception and security staff know how to welcome and assist visitors who have hearing loss. 

	l
	l
	l
	l

	Induction loops are sound systems that enable people to directly tune in their hearing aids to speakers and filter out background noise that could be distracting. When a building or room is equipped with induction loops, ensure that colleagues are aware of their availability and that they make this known to visitors. Make sure there are appropriate signs to alert visitors that induction loops are available. Equipment should be tested regularly, and staff trained on how to use it. In some situations, a porta

	l
	l
	l
	l

	Make sure the room has a working induction loop system and is set up so that there is no lighting glare (you should not sit with your back to a window or with a strong light at your back) in case the person lip reads. Ideally the room should have soft furnishings, for example, a carpet instead of linoleum or wooden floor and curtains instead of blinds, as this makes it easier to hear if the person is hard of hearing or deafened and still has a degree of hearing. 

	l
	l
	l
	l

	If a candidate lip reads, they may need time to adjust to the interviewer(s) unfamiliar lip patterns. 

	l
	l
	l
	l

	Look directly at the candidate, maintaining eye contact. Do not speak to the language support professional if present: their role is to facilitate communication, not to participate in the interview. Language support professionals observe strict confidentiality. 

	l
	l
	l
	l

	Don’t cover your mouth as this will make it harder for lip readers.

	l
	l
	l
	l

	Don’t shout – just speak at your normal pace and don’t unnaturally exaggerate your lip movements.

	l
	l
	l
	l

	Be patient if not immediately understood. Rephrase what you said rather than just repeating yourself. Some people have difficulty in lip reading certain words.


	Example:
	After being invited to an interview, Emily emails to say that she is Deaf and will be accompanied at the interview by a sign language interpreter. You email Emily with information about location, format of the interview and names of everyone on the panel which Emily can also share with her interpreter. 
	Before the interview, you make sure that the interview panel understands the role of the interpreter and that they should address all of their questions to Emily.
	If selection normally involves a test, be sure that it does not discriminate against someone who has hearing loss:
	l
	l
	l
	l
	l

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

	l
	l
	l
	l

	Consult candidates in advance so that necessary adjustments can be made.

	l
	l
	l
	l

	Allow extra time for explanation of the test requirements and administration.
	 


	l
	l
	l
	l

	Be prepared to waive the test. There are often other equally satisfactory ways of getting the information.

	l
	l
	l
	l

	Information or instructions normally presented orally may need to be given in writing or through a language support professional.
	 
	 


	l
	l
	l
	l

	Tests may not be accessible if more than one person is being tested at the same time. If there is to a group test, ensure that candidates speak one at a time and, for larger venues, into a microphone.
	 


	l
	l
	l
	l

	Remember that testing verbal communication skills may place candidates with hearing loss at an unfair disadvantage if such skills are not an essential component of the job.

	l
	l
	l
	l

	Provide comprehensive, clear accessible instructions, which could be written or in Sign Language on a screen and ensure that they are understood.

	l
	l
	l
	l

	Offer the candidate an alternative to providing written answers if writing is not an essential part of the role they are applying for. For example, if the person will be carrying out manual tasks where there is no need to write, you could consider allowing a sign language user to respond to the tasks in Sign Language with a Sign Language/English Interpreter rather than in writing.


	Supporting employees
	People can develop a hearing loss during their employment
	Managers need to be able to respond sensibly to individuals who have been recently diagnosed. Employers are advised to talk to the employee and ask them how they would like to be supported in employment. Some employees with hearing loss, may need time away from work for treatment or specialist medical visits.
	As the incidence of hearing loss increases with age, even if you do not currently employ someone who is deaf, it is likely that you will have to manage the retention of an employee who becomes deaf in the future.
	 

	Further adjustments to ensure the employee can work effectively might include:
	l
	l
	l
	l
	l

	Ensuring the office and/or work environment is well lit and has good acoustics with visible alarms.

	l
	l
	l
	l

	Locating the employee where background noise is minimised. This should not exclude the deaf employee from the work environment.

	l
	l
	l
	l

	Arranging the workplace so that the employee can see when someone enters their area and so that it is easier for the deaf person to communicate with colleagues and vice-versa.

	l
	l
	l
	l

	Workplace adjustments for team meetings and support/supervision/performance appraisal meetings should provide the same level of language/communication support as was provided at the interview stage. This ensures the employee with hearing loss receives the same messages and support as their hearing colleagues and that you can show that they did receive the messages/support.

	l
	l
	l
	l

	If an employee has an assistance dog, the dog would need a “dog station” where it can have water and food bowls. The employee will also need space by their desk/workstation for their dog. In some cases, the team around the employee may benefit from greater awareness of how to treat an assistance dog if it is used by the employee.


	Adjustments will also help you to retain employees who experience hearing loss. By making the adjustments you might retain an employee’s skills and experiences and save the cost of recruiting and training a replacement, and possibly the cost of early retirement.
	 
	 

	It may be difficult for employees to realise and sometimes to accept how newly acquired hearing loss affects their day-to-day activities, including their performance at work. 
	Example: 
	Ali, who is deaf, has recently joined a new team within your company. During their first one to one meeting, Ali’s line manager Khalid asks him how he can best support him. 
	Ali explains that he is a good lip reader and that providing people speak clearly he can usually understand them, especially if he knows them well. Ali explained that in team meetings, it would be helpful if colleagues could speak one person at a time and raise their hand to indicate when they are speaking. Ali explained that for larger meetings and training sessions he would require the support of a professional sign language interpreter. 
	 

	Khalid asked Ali if he would like him to brief the rest of the team on his behalf and Ali explained that when he started his previous role, he had sent the team an email to introduce himself and explain the best way to communicate with him. 
	Khalid agreed that an email from Ali would work well and they arranged to meet in one week’s time to review how Ali’s first week in the team had been.
	Sickness absence and disability leave
	Some employees may need a period of leave to adjust to changes caused by losing part of their hearing, for example to obtain an assistance dog and/or develop new ways of working and living independently. The person may need extra support to cope with the transition from hearing to deaf, especially if this is a sudden process. 
	 
	 

	Acquiring a hearing loss in a hearing world can, for some people, cause anxiety, stress or other mental health conditions. You might want to refer the employee to a local hearing loss organisation for additional support.
	Assistive technology 
	Meetings and appointments
	l
	l
	l
	l
	l

	“Older technology” that can be used to support people with a hearing loss include the use of Microsoft PowerPoint and of microphones at meetings.

	l
	l
	l
	l

	Someone who uses hearing aids will benefit from a hearing loop/induction loop for any conversation, meeting or appointment to enable them to better take part. Portable induction loops are available in some locations and other amplification options include FM radio and infra-red systems.

	l
	l
	l
	l

	Live or pre-recorded captioning systems that enable people with hearing loss to take part in spoken meetings and conversations at work. They transcribe everything that is said by each speaker into captions that can be instantly read by the individual, usually using a laptop.


	Telephone
	l
	l
	l
	l
	l

	Telephones with controllable amplification features.

	l
	l
	l
	l

	Smartphones and tablets have replaced video phones and Sign Language users and deaf people who lip read may want to use Facetime (iOS only), Skype, WhatsApp or other video messaging service as they can see the person they are contacting so that they can sign directly to another sign language user or lip read what the other person is saying. 

	l
	l
	l
	l

	SMS/text messaging can be particularly useful. Allowing deaf employees to use email, instant messaging (example: WhatsApp, Skype messaging, Viber) or SMS to communicate with colleagues can be considered a reasonable adjustment even in situations where an employee without a hearing loss would not be able to use their mobile phone at work. 


	Hearing aids
	Digital hearing aids process sounds more accurately than analogue hearing aids and can be adjusted to reflect an individual’s needs. Availability will vary between countries and where available, assessment should be arranged through a registered professional audiologist.
	 
	Figure

	Induction and training 
	It is important that your standard induction and training programmes are accessible, so that someone with hearing loss can gain the same information as everyone else. You may also want to provide a workplace mentor to ensure supportive training. 
	Ensure employees with hearing loss also have equal access to further in-house and external training, meetings and career development opportunities. 
	l
	l
	l
	l
	l

	Allow more time and greater flexibility for induction and training. 

	l
	l
	l
	l

	Brief groups on what language/communication support is and what communication strategy the employee with hearing loss wants to be used. The appropriate registered language/communication support should be booked for training sessions – ask the employee what they need. This will ensure the person with hearing loss can participate fully in any training. 

	l
	l
	l
	l

	Make sure training videos are subtitled and are interpreted into Sign Language too. Otherwise, the videos can be interpreted by the Sign Language interpreter if present. Transcription is not enough for the deaf person to be included fully in a training session using videos. 


	Inform course tutors or trainers when they have participants with hearing loss on a programme, and ensure that they know how to make their training accessible. They should:
	l
	l
	l
	l
	l

	Meet the participants in advance to determine individual requirements. 
	 


	l
	l
	l
	l

	Be aware of communication needs.

	l
	l
	l
	l

	Be informed that language support professionals need to be booked well in advance, if they are unaware of this.

	l
	l
	l
	l

	Ensure the room(s) used are suitable for deaf people. Ensure that it has: a working loop system; good acoustics and soft furnishings to deaden background noise; good lighting so that the deaf person can lip read or see the language/communication support; a separate room if there is to be small group discussion to prevent sensory overload; and language/communication support throughout any breaks (remembering the language support professionals are entitled to breaks too) when networking opportunities may take

	l
	l
	l
	l

	Provide handouts, a reading list and written notes introducing any new vocabulary before the training session so that the deaf person has a chance to prepare and think of questions.

	l
	l
	l
	l

	Establish a collaborative relationship with language support professionals and provide them with course materials at least seven working days in advance. 


	Health and safety 
	In some circumstances, for example where an employee has acquired a new hearing impairment through an accident or degenerative condition, it may be necessary to conduct an individual risk assessment. 
	A risk assessment will help an employer to determine whether the individual’s hearing loss presents any increased risks either to themselves or others. Such risk assessments should be specific to the individual, job-role and working environment concerned. 
	Health and safety legislation will vary from country to country so you should speak with your HR or Health and Safety to understand local legal requirements. In practice, few adjustments are genuine health and safety risks, although this can change depending on industry.
	 

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

	Door entries should have flashing red and green lights and video screens where possible. If this is not possible, there should always be someone on the door to let people in and out.

	l
	l
	l
	l

	Car parks should have an entry system that does not require the employee to speak to and answer through an intercom system. Card systems are more inclusive. If the car park is over a distance or on several floors, the safety system should be fully accessible to employees with hearing loss. If not, then other provision such as issuing mobile phones linked to the emergency services should be considered. 

	l
	l
	l
	l

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

	l
	l
	l
	l

	The emergency button in a lift should have a light showing when it has been activated and there should be a number that a deaf person can text.


	Equipment
	l
	l
	l
	l
	l

	Machinery with safety alarms can be converted to produce accompanying flashing lights.


	Emergency
	All employees, including those with hearing loss, must know about emergency evacuation procedures. 
	l
	l
	l
	l
	l

	If the person needs to work outside of the office, then access to a mobile telephone and designating a person to text if there are problems or issues, means that the deaf person feels safer when they are out on their own. 

	l
	l
	l
	l

	Health and safety information should be provided in a language that the person understands or in an accessible format, for example in Sign Language and with subtitles.


	Fire alarms and drills
	Fire alarms should have accompanying flashing lights and the person with hearing loss should have a vibrating personal fire alarm; this applies to all areas of the building, including toilets and break areas. If this is not possible, then a vibrating alarm linked to the smoke detector/fire alarm system provides the same protection.
	Employees with hearing loss must know about emergency exits and fire drills. Sometimes a ‘buddy’ is assigned to help in an evacuation.
	Further sources of reference 
	How to work with and book Sign Language Interpreters 
	All Sign Language Interpreters work to a Code of Practice and need to be qualified and registered. For more information on who to contact locally (in each country), contact the following organisations in the first instance:
	European Forum of Sign Language Interpreters (EFSLI)
	EFSLI is the European membership led organisation of Sign Language Interpreters consisting of national and regional associations, individual & associate members.
	Email: secretariat@efsli.org (Minke Salomé, EFSLI administrative support)
	Website: 
	http://efsli.org/ 

	National organisations: 
	http://efsli.org/about/members/ 

	World Association of Sign Language Interpreters (WASLI)
	WASLI Office, 7/211 Wellington Street, Collingwood, Victoria 3066, Australia
	 

	Website: 
	http://wasli.org  

	Australia and Oceania: @
	austoceania.wasli
	gmail.com

	Asia: @
	asiamonica.wasli
	gmail.com

	Africa: @
	wasliarr
	gmail.com 

	North America: @
	northamerica.wasli
	gmail.com

	Transcaucasia and Central Asia: @
	transcaucasia.wasli
	gmail.com

	The Balkans: @
	Balkans.wasli
	gmail.com

	Latin America and the Caribbean: @
	 
	latinoamerica.wasli
	gmail.com


	About us
	About us
	 is a not-for-profit membership organisation working with businesses to transform the life chances of people with disabilities as employees and customers. We provide pragmatic support, expertise, advice, training and networking opportunities between businesses.
	Business Disability Forum

	Business Disability ForumNutmeg House,60 Gainsford Street,London SE1 2NY.
	 
	 
	 

	Tel: Web: 
	+44-(0)20-7403-3020
	 
	businessdisabilityforum.org.uk
	businessdisabilityforum.org.uk
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