
[image: WA Government state crest with Public Sector Commission name and title Hiring Manager's Toolkit]
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Factsheet: Adjustments for applicants
Adjustments are modifications to a process, practice, procedure or setting to reduce barriers to participation in recruitment activities. They promote equity in employment opportunities, enable applicants to compete fairly, and support access and participation without altering the inherent requirements of the role.
Adjustments may be requested by any applicant including those with disability, caring responsibilities, specific cultural or religious obligations, and those experiencing temporary barriers to participation.
Principles for providing adjustments
· Focus on what is being assessed.
· Ensure adjustments relate to the recruitment activity not the inherent requirements of the role.
· Assess all applicants against the same suitability requirements.
· Take an applicant centred approach guided by the applicant’s request.
· Recognise adjustments may differ across stages of the recruitment process.
Proactively supporting adjustments
Take a proactive and inclusive approach by:
· advising all applicants that reasonable adjustments can be accommodated
· asking all applicants whether they require adjustments to participate fully
· reassuring applicants that requesting adjustments does not adversely affect their application.
Discussing adjustment requests
When an applicant requests an adjustment, focus on understanding their individual needs:
· Ensure discussions are confidential, respectful and practical.
· Clarify what adjustment is required and at what stage of the recruitment process.
· Consider reasonable options that allow the applicant to demonstrate their suitability.
Applicants are best placed to explain the barriers they experience and the adjustments they require to participate equitably. Adjustments are personalised and tailored to the applicant’s circumstances.
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Examples of adjustments
· Giving additional time for written assessments or interviews
· Providing interview questions in advance
· Providing interview questions in written form as well as verbally
· Adjusting the interview environment
· Offering flexibility in interview format (for example, virtual interviews)
· Allowing assistive technology or a support person
· Facilitating interpreters or other assistance during assessments
· Offering multiple ways to submit applications
· Providing detailed information about the recruitment process
· Identifying a confidential contact person to discuss adjustments
Assessing adjustment requests
When an adjustment is requested:
· assume the adjustment is necessary to support equitable participation
· consider whether the requested adjustment can be accommodated
· recognise that more than one adjustment may be required
· consider that different adjustments may be needed at different recruitment stages.
Where a request cannot be accommodated, explore alternative adjustments that reduce or eliminate barriers. A requested adjustment may not be accommodated where it would:
· impose an unjustifiable hardship on the agency
· disproportionately impact the fairness and integrity of the recruitment process.
In all cases applicants should be advised of the outcome.

Record keeping and accountability
It is critical to:
· document decisions about adjustments
· record the decision making process and any agreed adjustments in the selection report
· ensure recruitment practices are consistent, transparent and defensible.

	Adjustments are about access, equity and fairness – not advantage. 
Removing barriers and enabling candidates to demonstrate their capabilities strengthens recruitment outcomes and supports inclusive and merit based employment practices.




2	PSC26025781
image1.png
S Public Sector

commission  Hiring Managers’ Toolkit o.‘ ‘





