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General Foreword

As a second generation British Asian growing up in the UK in the 1970s and 1980s,
difference was an issue that influenced my life on a daily basis. While school
consisted of spam fritters and 'Hickory Dickory Dock’, home life was more lentil
curries and Bollywood movies. The two however, were kept quite distinct.

Almost three decades on, ‘chicken tikka masala’ is the most popular dish in the UK,
and Hindi films have mass appeal and are being screened regularly in mainstream
cinemas up and down the country as well as on television. Moreover, what was
seen as 'difference’ and negative is now seen as positive and with it comes a new
language — that of diversity.

Clearly, society has embraced and benefited from diversity and all that it offers culturally.

Nevertheless, in the world of work, there is still some way to go in terms of
universal understanding — and more importantly in the ability of employers to
maximise the benefits of a diverse workforce in the workplace.

Recently, | attended the press launch of a survey of recruiters’ attitudes towards
graduates. The event was attended by over 100 of the UK'’s largest employers
ranging from FTSE 100 companies to organisations in the public sector. For
professionals who pride themselves in being at the cutting edge of new
management practice, | was surprised at how little they knew about diversity. Yet
things are changing because when the briefing was opened to questions from the
floor, the main area of discussion turned towards diversity. Employers want to know
more about what they can do to understand diversity and how they can use it to the
benefit of their organisations.

It is with this in mind that | can say that this book is a welcome and timely addition
to the growing body of literature on diversity in the workplace. It provides an
exhaustive list of sources and contacts for the voluntary sector, government
departments and commercial organisations.

This book is an essential tool for anybody who wishes to maximise the talents
of their present and future workforce.

Parminder Bahra
Editor, Public Agenda/Career
The Times

March 2005
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General Introduction

This Sourcebook is an aid to recognising and
appreciating diversity in your organisation. It offers
valuable advice on all stages of meeting and greeting
people, from one-off appointments to retaining
established workers. The information relates to all
areas of interaction, as discrimination can occur in
different forms: overt and covert, intentional and
unintentional. The information and further contacts
provided here are a vital resource in assisting you to
become aware of how you interact and the
impression that this gives.

Practical information is coupled with an extensive
resource of further contacts where you can find in-
depth and tailored advice. The contacts cover all
sectors of employment providing specialised
knowledge and technical aids. See each topic for
relevant contacts. For subjects that may overlap
consult the index. The introduction to each section
gives more general contacts.

The four Sections covered are:

e Physical and Mental Well-being
e Faith, Religion and Philosophy
e Cultural Distinctiveness

e Demographic Groups.

Subjects have been chosen on the basis that they
have particular requirements. This may simply involve
you developing a better understanding of the issues.
More specific requirements are easy to identify
through the consistent design of the factsheets.

In order to make the Sourcebook a quick and easy
reference each Section is presented under the
following headings:

Background provides a general overview of the
subject.

Characteristics that are generally regarded as
recognisable traits.

Etiquette when meeting and greeting people, the
appropriate terminology and forms of address to use.
Symbolism of colours, words and images.

Communication advice for written and verbal
interaction.

Adaptations to the Work and Meeting Schedule
that may be required.

Physical Environment covers adaptations for
particular needs and appropriate technical aids
to facilitate a comfortable work environment.

Diet requirements for medical, social and religious
requirements.

Emergency Procedures are included where
appropriate.

Special Events that are of social, cultural or religious
significance.

It is imperative to understand that each subject is
diverse. Individual experiences will be varied and
highly personalised. A flexible approach is
fundamental to bringing about successful relations.
Talking directly to the person involved is often the
most productive way of obtaining information, as
they are usually the best experts. Be open and
responsive to new ideas and changing needs. This
Sourcebook provides you with the confidence and
the knowledge with which to address queries.

The Sourcebook is intended to be an ongoing project,
and will be updated as is appropriate. In this first
issue we have gathered together a unique and
extensive collection of information. The pull-out
sheets mean that information can easily be added,
and feedback from readers will be much appreciated
when compiling ideas and information for future
editions. We welcome comments, criticisms and
personal experiences that will contribute to the
practicality of the information given and we
encourage readers to complete the feedback form
on page 187

The information has been looked over by the various
organisations listed as contacts. The resulting
material gives an impression of their views and acts
as a foundation for the reader’s exploration of
diversity.

Finally, every person reading this Sourcebook,
whether regarding a particular case or for a general
overview, must appreciate the value that people from
different sections of society bring to the spirit of
every organisation. Unique vantage points, expertise
and knowledge are a valuable resource to be utilised.
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(General contacts

Advisory, Conciliation and
Arbitration Service (ACAS)
Brandon House

180 Borough High Street
London

SET 1LW

Tel: 020 7210 3613

National helpline: 0845 747 4747
Textphone: 0845 606 1600

Web: www.acas.org.uk

All-round information and advice for
employers and employees. Contact for
information on regional branches.

Tailored Interactive Guidance on
Employment Rights (TIGER) (Part of
ACAS)

Web: www.tiger.gov.uk

Angel Productions
9 Dukes Avenue
London

N10 2PS

Tel: 020 8444 3331
E-mail: enquiries@angelproductions.co.uk
Web: www.angelproductions.co.uk

Provides consultancy, videos and
training to promote effective diversity
in the workplace.

British Council
10 Spring Gardens
London

SW1A 2BN

Tel: 0161 957 7755

Minicom: 0161 957 7188

Fax: 0161 957 7762

E-mail:
general.enquiries@britishcouncil.org
Web: www.britishcouncil.org

Centres around the UK and
internationally. Provides information
and opportunities to promote cultural
relations.

Equality Challenge Unit
3rd Floor

4 Tavistock Place

London

WC1H 9RA

Tel: 020 7520 7060
Fax: 020 7520 7069
E-mail: info@ecu.ac.uk
Web: www.ecu.ac.uk

The Field Foundation
PO Box 67

Didcot

Oxfordshire

0X11 9YS

Tel: 0700 2244383
E-mail: info@bullyonline.org
Web: www.thefieldfoundation.org

Anti-bullying training, videos and
campaigns for the workplace.

&

Flametree
Plumtree Court
London

EC4A 4HT

Tel: 020 7804 8878
E-mail: sarah.j.churchman@uk.pwc.com
Web: www.flametree.co.uk

Initiatives to enhance diversity in the
waorkplace.

Low Pay Commission
Lower Ground Floor

1 Victoria Street
London

SW1H OET

Tel: 020 7215 5773

E-mail: Ipc@lowpay.gov.uk

Web: www.lowpay.gov.uk

Advice and leaflets on employment
rights, low pay and inequality.

Proactive Recruitment
Management

PO Box 241

Leatherhead

Surrey

KT22 7XR

Tel: 0845 330 6738

Fax: 0845 330 6739

E-mail: info@prorepman.co.uk
Web: www.prorepman.co.uk

Consultancy for diversity issues in the
workplace.

Public Concern at Work (PCAW)
London Office

Suite 306

16 Baldwins Gardens

London

ECIN 7RJ

Tel: 020 7404 6609

Fax: 020 7404 6576

E-mail: helpline@pcaw.co.uk
Web: www.pcaw.co.uk

Advice on whistle blowing in the
workplace.

Scottish Office

The Nerv Centre

80 Johnstone Avenue
Hillington Business Park
Glasgow

G52 4NZ

Tel: 0141 883 6761
E-mail: ht@pcaw.co.uk

Social Exclusion Unit

Office of the Deputy Prime Minister
7th Floor

Eland House

Bressenden Place

London

SWI1E 5DU

Tel: 020 7944 5550

Fax: 020 7944 2607

E-mail: seuenquiries@odpm.gsi.gov.uk
Web: www.socialexclusion.gov.uk

~

The Work Foundation
Peter Runge House

3 Carlton House
London

SW1Y 5DG

Tel: 0870 165 6700

Fax: 0870 165 6701

E-mail:
contactcentre@theworkfoundation.com
Web: www.theworkfoundation.com

Also runs www.employersforwork-
lifebalance.org.uk (same contact details)

Work Life Balance Centre
5 Nethercote

Newton Burgoland
Leicestershire

LEG7 2ST

Tel: 01530 273056
E-mail: info@worklifebalancecentre.org
Web: www.worklifebalancecentre.org

Work Life Balance Network (NI)
6 Gardiner Row

Dublin 1

Tel: +353 1 878 7555

Fax: +353 1 878 0990

E-mail: euprojects@etst.ie

Web: www.wlbn.net

Black Events
E-mail: contact@urbanevents.co.uk
Web: www.blackevents.co.uk

Events around the country.

The Diversity Directory
E-mail: mary@diversityuk.co.uk
Web: www.diversityuk.co.uk

Directory of diversity consultants.

Equality Direct
Tel/Textphone: 0845 600 3444
Web: www.equalitydirect.org.uk

Practical advice on specific questions.

European Social Forum
E-mail: esf.feedback@dfes.gsi.gov.uk
Web: www.esf.gov.uk

See the European Community’s EQUAL
programme to support equality
between men and women, including
grants.




Foreword

Being disabled can be exceptionally challenging. All too often disabled people do not
get fair or equal treatment in everyday life. Situations that disempower us are often
overlooked or not understood by society.

Disabled people form a large section of society — over 10 million people in the UK.
We are disabled in many different ways; some of us live with an invisible
impairment, while others show their disability more obviously. Despite the popular
stereotype, fewer than ten per cent of disabled people are wheelchair users.

The barriers placed in our way can be physical or attitudinal — often both. Imagine
going to the bank only to be prevented from entering because you cannot negotiate
the steps. Imagine applying for a job, but being unable to accept an offer because
you cannot get to work due to inaccessible public transport. Imagine being told you
cannot possibly be disabled because you are too young.

Thankfully, things are changing — slowly. The rights of, and opportunities for, disabled
people have increased over recent years. Today we are many strides closer to
achieving the full equality we want and deserve. The Disability Discrimination Act
(DDA) 1995 introduced a series of measures intended to bring equality for disabled
people in the UK. Now employers and service providers must make reasonable
adjustments to make their services accessible to disabled people.

Since October 2004, service providers have been obliged to consider making
changes to physical features to make it easier for disabled people to use their
services. Adjustments that enable disabled people to live a better quality of life are
not necessarily extortionate — simple things can make all the difference. Legislation
developed in 2005 will strengthen the DDA and ensure greater rights for disabled
people.

There is a long way to go. Legislation alone cannot create the equal society we
deserve. Coupled with it must be a change in social attitudes, a greater acceptance
of differences, and an understanding that being disabled does not mean unable. |
look forward to one day being able to say that full civil rights for disabled people is a
reality and the norm.

Neil Betteridge
Chief Executive, Arthritis Care
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Introduction

Disability, iliness and other aspects of well-being
uniquely influence a person’s experience of the
workplace, resulting in particular issues. While these
issues should be confronted, it is imperative that a
person is always treated as an individual first and that
their abilities are not ignored.

The topics discussed in this chapter are very diverse.
Each person will have his or her own experiences
and antidotes, which will be extremely valuable in
formulating a policy. Keeping the channels of
communication open is therefore vital in adapting to
new requirements.

From October 2004 there have been major changes
to the Disability Discrimination Act. Employers, and
significantly small employers (with fewer than 15
employees) should familiarise themselves with what
is required. The government’s Access to Work
Scheme supports employers with any changes that
are needed (including financial and technical advice).

Each topic has been included on the basis that
particular requirements exist and that further
contacts are available. We acknowledge that there
will be many more health-related issues that are not
covered here. Reader feedback is welcomed in
addressing new issues and topics when updating the
Sourcebook.

Special Events

3 December — International Day of Disabled Persons.
Mid-April - Mental Health Action Week.

10 October — World Mental Health Day.

The following list offers a range of contacts that will
provide general advice and resources for dealing with
disability and other aspects of well-being in the
workplace.

( Contact Information \

AbilityNet
PO Box 94
Warwick
CV34 5WS

Freephone and Minicom: 0800 269545

Fax: 01926 407425

E-mail: enquiries@abilitynet.org.uk

Weh: www.abilitynet.org.uk

Supplies adapted computer hardware and software
for disabled users.

Adept

6 Leck House
2—4 Lake Street
Leighton Buzzard
Bedfordshire
LU7 17Q

Tel: 01525 373974

Fax: 01525 850030
E-mail: info@adept-uk.org
Web: www.adept-uk.org

Promotes equality of disabled people with a range
of translation services into various formats.

Association for Supported Employment
E-mail: admin@afse.org.uk
Web: www.afse.org.uk

Center for Applied Special Technology (CAST)
E-mail: cast@cast.org
Web: www.cast.org

US organisation providing support for disabled people
using technology.

Centre for Accessible Environments
70 South Lambeth Road

London

SW8 1RL

Tel/Textphone: 020 7840 0125
Fax: 020 7840 5811

E-mail: info@cae.org.uk

Weh: www.cae.org.uk

Department for Work and Pensions: Disability Unit
Level 6

Adelphi

1-11 John Adam Street

London

WC2N 6HT

E-mail: feedback-disability@dwp.gsi.gov.uk

Web: www.disability.gov.uk

Direct Enquiries Ltd
Amber House

Market Street
Bracknell

Berkshire

RG12 1JB

Tel: 01344 360101
E-mail: customerservices@direct-enquiries.com
Web: www.direct-enquiries.com

\Directory of services and resources.

(continuey
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( Contact Information (continued)

The Disability Rights Commission
DRC Helpline

FREEPOST MID02164
Stratford-upon-Avon

CV37 9BR

Tel: 0845 762 2633
Textphone: 0845 762 2644
Fax: 0845 777 8878

Web: www.drc-gb.org

Disabled Living Foundation
380-384 Harrow Road

London

W9 2HU

Tel: 020 7289 6111
Helpline: 0845 130 9177
Textphone: 020 7432 8009
E-mail: advice@dIf.org.uk
Web: www.dIf.org.uk

The Disabilities Trust
First Floor

Market Place

Burgess Hill

West Sussex

RH15 9NP

Tel: 01444 239123

Fax: 01444 244978

E-mail: info@disabilities-trust.org.uk
Web: www.disabilities-trust.org.uk

Employers’ Forum on Disability
Nutmeg House

60 Gainsford Street

London

SET 2NY

Tel: 020 7403 3020

Minicom: 020 7403 0040

Fax: 020 7403 0404

E-mail:
website.enquiries@employers-forum.co.uk
Web: www.employers-forum.co.uk

Foundation for People with Learning
Disabilities

London Office

7th Floor

83 Victoria Street

London

SW1H OHW

Tel: 020 7802 0300

Fax: 020 7802 0301

E-mail: fpld@fpld.org.uk

Web: www.learningdisabilities.org.uk

Scotland Office
5th Floor
Merchants House
30 George Square
Glasgow

G2 1EG

Tel: 0141 572 0125
Fax: 0141 572 0246

&

Keep Able

3-4 Sterling Park
Pedmore Road
Brierley Hill
West Midlands
DY5 1TB

Tel: 08705 202122

Fax: 01384 473716

E-mail: homeshopping@keepable.co.uk
Web: www.keepable.co.uk

Sales of products to assist in daily tasks.

National Association for Special
Educational Needs (NASEN)
NASEN House

4-5 Amber Business Village

Amber Close

Amington

Tamworth

Staffordshire

B77 4RP

Tel: 01827 311500

Fax: 01827 313005

E-mail: welcome@nasen.org.uk
Web: www.nasen.org.uk

Working with and for those with special
educational needs in education, training,
advancement and development.

National Register of Access
Consultants

70 South Lambeth Road
London

SW8 1RL

Tel: 020 7735 7845
Textphone: 020 7840 0125
Fax: 020 7840 5811
E-mail: info@nrac.org.uk
Web: www.nrac.org.uk

Plain English Campaign
PO Box 3

New Mills

High Peak

SK22 4QP

Tel: 01663 744409

Fax: 01663 747038

E-mail: info@plainenglish.co.uk
Web: www.plainenglish.co.uk

Quill Mouse
E-mail: sales@quillmouse.com
Web: www.quillmouse.com

Assistive IT technology for those with
poor joint mobility.

Readspeaker UK Ltd

36 Khyber Road

London

SW11 2PZ

Tel: 020 7223 0714

E-mail:
carin.lennartsson@readspeaker.com
Web: www.readspeaker.co.uk
Software that transforms website text
into speech.

~

Rehab Group
Communications Department
Beach Road

Sandymount

Dublin 4

Tel: +353 1 205 7200

Fax: +353 1 205 7202
E-mail: dara.duffy@rehab.ie
Web: www.rehabuk.org

Advice and training helping disabled
people in the workplace.

REMAP

D9 Chaucer Business Park
Kemsing

Sevenoaks

Kent

TN15 6YU

Tel: 0845 130 0456

Fax: 0845 130 0789
E-mail: info@remap.org.uk
Web: www.remap.org.uk

Customised technical aids.

Time to get Equal Campaign
Scope

6 Market Road

London

N7 9PW

E-mail: get.equal@scope.org.uk
Web: www.timetogetequal.org.uk

Challenging attitudes to disability

by promoting accessibility. Information
on changes to the Disability
Discrimination Act.

World Wide Web Consortium (W3C)
E-mail: w3c-ral@rl.ac.uk

Web: www.w3.org/WAI

Web accessibility guidelines that are
considered standard for accessible
websites.

Health and Safety Executive
Tel: 08701 545500
Web: www.hse.gov.uk

Legal obligations of employers.




(A total or partial lack of melanin (skin pigment) in the skin, hair and eyes. )

Background
There two types of albinism:

Ocular-albinism solely affects sight and
pigmentation in the eyes. Skin and hair have regular
pigmentation.

Oculo-cutaneous albinism affects the skin, hair
and eyes.

Hermansky Pudlak Syndrome (HPS) is a very rare
type of albinism. Bleeding and respiratory problems
are experienced along with the other symptoms
described above.

Characteristics

There is sensitivity to the sun (photophobia). Dark
glasses are often worn to reduce glare from the sun.

Nystagmus can occur, where the eyes ‘wobble’ and
the head moves slightly to counteract this. Vision is
disrupted so that many people with nystagmus are

partially sighted or registered blind.

Strabismus is a squint caused by a muscle imbalance
within the eyes. The brain may be able to adapt so
there is no double vision.

Symptoms such as nystagmus affect depth of vision
so that coordination is affected.

Where the body produces some melanin (tyrosinase
positive) features include:

e | ight blue or brown eye pigmentation
e | ight blonde hair
¢ Sight is not so severely affected.

Where the body does not produce any melanin
(tyrosinase negative) features include:

¢ \White or platinum-coloured hair
e \ery pale skin
¢ Sight is more severely impaired.

Sight impairment is a characteristic and people may
be registered as partially sighted or blind.

Etiquette

Forewarn of any outdoor activity so there is time to
cover up and apply sun cream.

Symbolism

There is no general symbolism.

Communication

Provide handouts to supplement presentations where
there will be difficulties reading from projector screens.

Provide of a magnifier for viewing distant objects.
Magnifiers are sometimes used for reading small
detail.

Ask the person what size text they prefer.

Enlarge text by reformatting work on the computer,
so that it can still be presented on A4 paper.

Contrasting colours appear clearer. For example,
white letters on a black background reduce glare.

Give the option to set personal preferences for
website text size and font, background and
foreground colour.

Do not use animations.

Convey navigation information by a range of colour
and icons.

Adapting the Work and
Meeting Schedule

Allow time for regular eye tests and examinations.

Pace the work schedule because many symptoms
are worse when tired or stressed.

Extra time may be needed to read through material
as nystagmus can affect reading time.

Organise events out of direct bright sun, especially
during the hottest part of the day.

Consider transport links because it is not legal for a
person with albinism to drive a car in Great Britain.

Physical Environment

Provide seating away from windows and overhead
lights, but avoid shadowy areas.

Use larger computer monitors.

A range of software is available to enlarge the
computer display, or convert it to speech. (See
Contacts in the Introduction to this Section.)

Keep the contrast on signs clear and the font a
mixture of lower and upper case.

Signs encased in glass can be difficult to read
because of glare.

Diet

There are no general requirements.

Emergency Procedures

There are no general emergency procedures.

Special Events

There are no general special events.
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(Contact Information \

Albinism Fellowship
PQ Box 77

Burnley

Lancashire

BB11 5GN

Tel: 01282 771900
E-mail: info@albinism.org.uk
Web: www.albinism.org.uk

Nystagmus Network
13 Tinsley Close
Claypole

Newark
Nottinghamshire
NG23 5BS

Tel: 01636 627004
E-mail: info@nystagmusnet.org
Web: www.nystagmusnet.org

Specific Eye Conditions (SPECs)
Southfield Ave

Paignton

S Devon

TQ3 1LH

Tel: 01843 292435/524238
E-mail: info@eyeconditions.org.uk
Web: www.eyeconditions.org.uk

The National Organization for Albinism and
Hypopigmentation (NOAH)
Web: www.albinism.org

US-based information site and online community.

See also the Contact Information under Sight Problems.
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