The
candidate
recruitment
journey –
employer
checklist

This checklist will help make sure your organisation’s recruitment processes
are accessible to people with disabilities and learning difficulties and disabilities.
The route is divided into things to think about and actions you can
take at specific points of a new candidate’s employment path.

Job carving

Disabled staff network

Redistributes tasks in an
organisation, team or role to
better suit a candidate and
improve workforce supply.
• Eg. an administrative role
could be carved out in a
team of nurses to free
up their capacity to treat
patients.

•

•

Before
recruiting

•

Enables employees to meet
and support one another at
work.
• Including this in job
adverts shows that your
organisation employs a
diverse workforce and
provides an inclusive
working environment.

Diverse staff
represented in
advertisements

Applicant mentor
Colleagues with a
disability provide
support to new starters
to share their firsthand experiences of
overcoming challenges.

•

Allows applicants to demonstrate
their skills outside of a traditional
interview.
• They can last from 1–30 days with a
variety of tasks used in the role.
•

This shows that you are
committed to improving
the experience of
disabled staff.
• Promote this in job
adverts to show you are
an employer of choice.
•

•

Use large text, pictures
and simple language in job
adverts and applications to
help people with learning
disabilities understand the
information.

Telephone
interviews
•

An alternative to faceto-face interviews
which can help reduce
an applicant’s anxiety.

Induction mentor

Access to work

Workplace adjustments

Acts as a buddy to a
new starter to help
them settle in.
• They can answer
questions or give
advice during the new
employee’s first few
weeks or months.

•

A free government-led
scheme which provides
support for disabled staff to
take up or remain in work.
• Examples include a modified
chair, funding for taxis to
and from work, and assistive
computer technology.

•

•

In
post

The Equality Act 2010 ensures
a disabled worker has the same
access as an able-bodied person
to everything involved in doing
and keeping a job.
• Workplace adjustments can be
the removal of physical barriers
or providing support.

Workplace disability
passport

Jobcentre Plus
job coaches

Gives information on an employee’s
disability and the adjustments or
support they need in their role.
• Employees don’t have to restart
the process every time they change
role, line manager or placement.

•

•

Advertising
new roles

Easy read job application
and job advert

This demonstrates
that you value a
diverse workforce and
people of all abilities
are welcome.

Working interviews/work trial

Applicant
interview

Disability confident
commitment

Give advice and
support to people with
disabilities or learning
disabilities to help them
prepare for, find and
stay in employment.

Induction

