Workplace Adjustment Passport
The purpose of the passport is to record all your workplace adjustment requirements that are agreed with your line manager. Sharing and discussing your passport regularly with your line manager can enable them to provide you with tailored support and appropriate workplace adjustments. Please note you do not need to provide any information to your line manager that you are not comfortable sharing. Occupational Health advice will be sought as part of consideration of any reasonable adjustments required.
This passport can be shared with line managers in your current/new service to help facilitate any workplace adjustments you may require. This passport should be reviewed annually with your line manager but may be reviewed more frequently due to changes in your health circumstances/environment. Once agreed a copy will be retained in your personal file on MyView.
If a recommendation for workplace adjustments has been received from Occupational Health, your manager will arrange to complete this form with you.


Name:	


Line manager:

Service/ Division:
Details of your disability or workplace barriers that you currently experience:
Please provide a description of your disability or any workplace barriers that you currently experience that may impact your wellbeing or work. 



To support you in your role, please provide any information relating to workspace, working hours, communication, equipment and technology that may be impacted by your disability, health condition or circumstances. 
Working Hours:
Do you require any adjustments to your working hours to support you?                 Y/N
Workspace:
Do you require any adjustments to your workspace to support you?                            Y/N

Communication:
Do you have a preferred method of communication that may support you/any methods of communication that you may find challenging?                                                  Y/N


Equipment and Technology:
Do you require any specialist equipment or technology to be provided to support you in your role?                                                                                                           Y/N


Additional Information:


Summary of agreed workplace adjustments:

	Workplace Adjustment
	Date Identified
	Date Implemented

	
	
	

	
	
	

	
	
	


The following table is used to keep a written record of when the passport is reviewed and/or amended. The passport should be reviewed at least annually:

	Review date
(DD/MM/YYYY)
	Amendments made
	Reason for amendment
	Employee signature
	Line manager signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








