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MAKING REASONABLE ADJUSTMENTS TO SUPPORT OUR STAFF

GUIDANCE FOR PEOPLE MANAGERS
This Guidance is for people managers to provide support in their role and aims to: 

· Ensure people managers comply with their duty of care to all staff with disabilities. 
· Support people managers to encourage staff with disabilities and/ or those with a long-term health condition to share their information which will then enable consideration of reasonable adjustment requests 
· Ensure that all staff are able to access and use the Workplace Adjustment Passport.
· Provide a procedure that can be used, including if staff believe that this guidance is not being followed. 
· Support and foster a culture of inclusion and equity for all our staff.  
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1. Overview

NHS Greater Glasgow and Clyde (NHSGGC) believes that all staff should be able to thrive and flourish at work. It is a core role of the organisation and managers to support staff to enable them to do this. 
For a member of staff with a disability and/ or a long-term health condition, standard working practices should be reasonably adapted to enable that member of staff to continue to work. Doing this will: 

· Enable the staff member to feel appreciated and valued at work

· Help us retain staff and reduce sickness absence

· Ensure that we comply with relevant equality legislation  

· Remove barriers to full participation to all our staff
· Save time spent managing sickness absence, which could be avoided if reasonable adjustments were in place.  

Putting in place a reasonable adjustment can mean that a member of staff is treated differently from their colleagues and is in fact what we are required to do under the law. This is the difference between treating team members equally and equitably. You can find out more about the difference between equality and equity here.
Ideally we should remove all barriers to ensure as few people as possible are disadvantaged by our systems and environment. 
This Guide

This guide is to provide people managers with background and examples of Reasonable Adjustments, where to get support from and identify resources if required.
This guide has been developed in partnership and with the input of members of the Staff Disability Forum to ensure the lived experience of staff with disabilities has informed this guide. 

Role of the People Manager

It is the manager’s responsibility to ensure all staff have the tools, environment and ways of working to enable them at work.  The manager must ensure that the organisation has met its legal requirement to consider all reasonable adjustments. 
If the manager has a member of staff with a disability and/or long-term health condition, it is their responsibility to ensure reasonable adjustments are put in place and reviewed as appropriate. The default for a manager should be to “Think Yes”, and explore what is possible and reasonable to support their member of staff. 
It is important that managers have the conversation as early as possible with the staff member and that if the adjustment requires procurement of equipment or software – via Pecos or Digital Services –this is actioned as soon as the requirement is identified. The longer a member of staff is without the equipment, the more likely it is this will affect their health and performance at work, making things more difficult over the long term. 

Please remember, it can be a stressful and upsetting time for a staff member when they first acquire or have recognised they have a disability or a diagnosis of a long-term health condition. The member of staff may not always have a full understanding of the implications this will have for their job. It is important that these discussions are handled sensitively and wider wellbeing support is offered as part of the discussions. This could include specialist support via Occupational Health. Listening to the needs of the member of staff is key.
It is particularly important that adjustments are in place for new starts – either moving into your department or joining NHSGGC for the first time. Having in place a supportive work environment from day one shows your new staff member that you value them and care about their needs. 

Role of Staff   
All NHSGGC staff have a responsibility to understand that a person with a disability and/or long-term health condition, that impacts upon their daily activities, may require reasonable adjustments from NHSGGC as their employer. Although it is the responsibility of NHSGGC to take reasonable steps to find out about any need for reasonable adjustments, staff member’s with a disability and/ or long-term health condition have an obligation to bring to the attention of their Line Manager the fact that they require adjustments, and to assist with the implementation of reasonable adjustments as required.
2. Legal Duty
Under the Equality Act 2010, all employers are required to make reasonable adjustments where a provision, criterion, function, practice and/or physical environmental conditions or features in our premises, places a disabled person at a substantial disadvantage when compared with people who are not disabled. In short, the law says we must make reasonable adjustments. The legislation covers all worker categories, as shown in Appendix 1. 
For disabled staff or those with a long-term health condition, their sickness absence may have nothing to do with this. However, if it is related, NHSGGC has a duty under the Equality Act 2010 to make reasonable adjustments, if required. This includes how sickness absence is managed, such as adjusting trigger levels for supportive management within the Attendance Policy.
In the Equality Act 2010, a disability means a physical or a mental condition which has a substantial and long-term impact on one’s ability to do normal day to day activities. 

An impairment can be any physical or mental health condition. One can have an impairment if there are physical or mental abilities that someone struggles with more compared to most people. For example, an impairment could be difficulty focusing, communicating, sleeping or hearing.  A staff member is covered by the Equality Act if they have a progressive condition like HIV, cancer or multiple sclerosis, even if they are currently able to carry out normal day to day activities. They are protected as soon as they are diagnosed with a progressive condition.  
A staff member might still be covered by the legislation even if they don’t see themselves as disabled, for example if: 
· they are neuro-divergent - for example if they are Autistic or if they have ADHD, dyslexia or dyspraxia 
· they experience low mood, anxiety or phobias 
· they are going through menopause or have endometriosis 
· they have visible physical differences

· they have a long-term injury - for example a brain or back injury 
· they have ‘long covid’ symptoms - for example extreme tiredness and muscle aches
While there is currently no legislation which mandates adjustments for employees caring for disabled individuals, managers should take measures to avoid causing discrimination against disabled individuals who are cared for by one of their direct reports with caring responsibilities. Means of doing this can include supporting carers leave and accommodating flexible working where possible for staff members with caring responsibilities. 
You can find out more information about support for carers here: Support for carers
 
When NHSGGC must make reasonable adjustments 

Employers must make reasonable adjustments when:

· they know, or could reasonably be expected to know, someone is disabled

· a staff member with a disability or job applicant asks for adjustments

· someone who is disabled is having difficulty with any part of their job

· someone's absence record, sickness record or delay in returning to work is because of, or linked to, their disability
The employer must also:

· make reasonable adjustments for anything linked to someone's disability – for example an organisation might not allow dogs at work but make a reasonable adjustment for someone with an assistance dog

· make sure other people do what's needed for a reasonable adjustment to work – for example if someone needs information presented in a certain format, making sure other people at work do that under NHSGGC’s Clear To All Policy.

NHSGGC could be liable under the law if we do not do these things. For example, if someone does not get the reasonable adjustments they need at work they could make a disability discrimination claim to an employment tribunal.

Often putting in place adjustments, will save the organisation money over the long-term and so are good value for money. 

3. What are reasonable adjustments? 

Reasonable adjustments are changes an employer makes to remove or reduce a disadvantage caused by the workplace related to someone's disability or long term condition. 
Reasonable adjustments are specific to an individual person and can cover any area of work. The member of staff may not always know what adjustment they need or what is possible. Therefore, managers should discuss a staff members’ barriers at work to better understand this and what adjustments are possible. 
Some disabled people might not need or want adjustments, although this might change over time. If there are changes to the environment, systems of work or equipment proposed, the manager should discuss the potential impact with any staff member with disabilities. This may identify new reasonable adjustment requirements or changes to existing adjustments.
It is the responsibility of the disabled staff member’s line manager to ensure that reasonable adjustments are in place and that there are periodic discussions with the staff member about their needs. Some adjustments might be straightforward to discuss and agree together, however it may be that, depending on the nature of the change, appropriate senior management should be involved to ensure the adjustment is put in place. 
What ‘reasonable’ means 

What is reasonable depends on each situation. Reasonable is a legal concept and can be challenged through our internal processes and ultimately through an employment tribunal. The manager must consider carefully if the adjustment:

· will remove or reduce the disadvantage – the manager should talk with the person and not make assumptions

· is practical to make in terms of service delivery and the working environment
· is affordable to NHSGGC
· could harm the health and safety of others
The manager should not unreasonably refuse an adjustment for a disabled member of staff. If a required adjustment is out of scope for what an individual manager can agree, they should discuss this through their line management structure and, potentially with HR and Occupational Health, to see what can be accommodated within the broader service or by NHSGGC. 

The manager does not have to change the basic nature of the job. For example, if someone in a call centre asks for a job that does not involve taking calls, this might not be reasonable if there is no other job to give them. 
An employer does not have to make adjustments that are unreasonable. However, they should still find other ways to support the staff member with a disability. This could include making other, different, adjustments that are reasonable. 
Redeployment
In order to retain the staff member, there may be circumstances where redeployment to another role should be considered. In the first instance, the manager should explore local redeployment within the Service/ HSCP and if nothing is suitable, then the staff member could be placed on the redeployment register. 
Formal redeployment would usually be considered once all other options have been explored and should be managed in conjunction with Human Resources. Depending on the nature of the capability issues, Occupational Health advice will require to be sought as whether suitable alternative employment should be considered and, if so, any restrictions as to the type of role, or adjustments which would require to be made to a role, in order to ensure suitability, and thereby avoid similar capability issues arising in future.  

 

4. Examples of reasonable adjustments
Reasonable adjustments are specific to an individual person. They can cover any area of work.
When considering adjustments, you should consider what the staff member can do and support them to flourish and thrive, working to their strengths. 
Making changes to the workplace
For example:

· changing the lighting above someone's desk or workstation

· changing the layout of a work area or the entrance to a building

· providing an accessible car parking space

· holding a job interview in a room that's accessible for someone who uses a wheelchair

Changing someone's working arrangements

For example:

· changing someone's working patterns

· distributing someone's breaks across the day

· working from home or hybrid working
· reasonable adjustments for absence 

· 
a phased return to work after absence
While NHSGGC has a flexible working policy and process, changes to working patterns linked to a disability or long term condition should be managed as a reasonable adjustment and the staff member should not be asked to put in a separate flexible working application. 
Finding a different way to do something

For example:

· distributing work differently within a team

· giving someone different responsibilities or offering another suitable role

· finding a different way to train someone if they find classroom-based training difficult
Providing equipment, services or support
Examples include: 
· providing extra or adapted equipment, such as chairs, computer software and phones

· providing emails and documents in an accessible format

· giving one-to-one support, for example to help someone prioritise their work

· providing other specialist support, for example a sign language interpreter

Any equipment purchased for an individual, should move with them through the organisation. 

The Procurement Purchasing Team are able to assist with raising the order for the identified product for the staff member and will endeavour to order from the frameworks in place.  The team link with Occupational Health who provide the recommendations and appropriate forms to enable the Purchasing Team to raise the orders.  You can find guidance on our procurement intranet page. If you need to source non-routine products and services, please contact the procurement team by raising a ticket via the Service Desk. 
If you are purchasing software, you should do this in conjunction with e-Health to ensure that this is compatible with our systems. You should do this by raising a ticket with E-Health. 

5. Agreeing reasonable adjustments
If someone who is disabled needs support at work or when they're applying for a job, it's best for them to talk to their manager in the first instance, as soon as possible, about what they need. It is the responsibility of the manager to respond with empathy and flexibility. 
This is so:

· the person can explain their situation

· the employer can understand how they can help

· they can discuss and agree on reasonable adjustments together
Nobody has to tell their employer – or potential employer – they're disabled. But when they do, the employer has a legal responsibility to support them. This is also the case if the employer could reasonably have known. 
Once a manager is made aware that a member of staff has a disability or long term condition that may require an adjustment, they should meet with the staff member within a maximum of two weeks. 
If, for any reason the staff member does not feel able to speak to their manager, the staff member can also self-refer themselves to Occupational Health. When a staff member self-refers, it means the report only comes back to them and is not shared with the manager by Occupational Health. The employee can then choose to share it with their manager. 
When the staff member is talking about their disability and the support they need, the manager should:

· take the lead from the disabled person
· listen to the person and try to understand how their disability affects them

· not make assumptions
· consider the person's specific situation
· show empathy, flexibility and emotional intelligence
When having these conversations, particularly for the first time, consider that the staff member may be feeling concerned, vulnerable and anxious. It is therefore really important that the discussion is approached from a supportive point of view. Appropriate time should be allocated for the discussion to ensure that the staff member feels valued and listened to.
If the staff member is a member of the trade union, they can also seek support and raise this issue via their local representative, who can accompany them at the discussion. Alternatively, another companion can accompany the staff member, if they prefer.
It can be important that there is a record of the decision, particularly if the manager believes the requested adjustments are not reasonable or can only partly be put in place. While most discussions between the staff member and their manager should be able to be held informally, the staff member can ask for the decision to be recorded in section two of the Workplace Adjustment Passport Workplace Adjustment Passport. The manager should use this to record what adjustments have been agreed and the reasons why any adjustments have either not been agreed or only partially agreed. This document is not a mandatory part of the process but should be used at the employee’s request. 
Adjustments can be fully documented in the Workplace Adjustment Passport. The disabled staff member can use the NHSGGC Workplace Adjustment Passport to keep a record of:
· how their disability affects them at work

· the reasonable adjustments they've agreed with their employer

· reasonable adjustments they think they might need in the future

Using this means that:

· the disabled member of staff and their manager can make sure each reasonable adjustment is correct, practical and up to date

· if someone's manager or department changes, they can show their new manager what's been agreed – this saves them having to go through the same process again

Staff should be given appropriate time to consider and complete the passport. This can be added to and updated over time. 
NHSGGC recognises that in some situations other colleagues may become aware of a staff members impairment or health condition that requires a reasonable adjustment to be made. Should this be the case, then the information must be treated as confidential and cannot be forwarded to a third party without the consent of the staff member concerned. This is because the disability/health condition of the staff member is classed as ‘special’ category data under the General Data Protection Regulations.

Where there are implications for the rest of the team of an adjustment, the manager needs to decide, along with the disabled staff member, how this is communicated and shared across the team. Where other members of staff in the team have objections to any agreed changes, this is not a reason for refusing the adjustment. Managers will need to manage these situation carefully and with sensitivity for everyone involved. Every member of staff has an obligation to treat their colleagues with dignity and respect at work. 
6. If an adjustment is not agreed

If the manager believes a suggested adjustment is not reasonable, the manager should:

· talk with the staff member 
· explain their decision as to why they do not believe the adjustment is reasonable, recording this in section two of the Workplace Adjustment Passport
· try to find another way to support them, for example making other adjustments that are reasonable

If a manager is unsure what is reasonable, they can discuss with Human Resources or Occupational Health. This may include making a management referral if more in-depth information is required. 

If a manager does not make adjustments for someone at work or a job applicant because they deem it not to be reasonable, it could be a type of disability discrimination called 'failure to make reasonable adjustments'. The employee is able to ask for this decision to be reviewed. They should complete the Reasonable Adjustments Review Form and send this to their next in line manager within 4 weeks of receiving written confirmation that a reasonable adjustment cannot be supported. They should include with this document the completed section two of the Workplace Adjustment Passport.
The relevant senior manager should meet with the employee within two weeks of receiving the request for the review. At that meeting, the employee has the right to be accompanied by a trade union representative or an advocate of their choice. If the request for a reasonable adjustment is to mitigate the impact of a proposed change to the working environment, then the status quo should remain in place until the request has been reviewed. The final decision should be confirmed to the employee in writing, including reasons why an adjustment has not been considered reasonable if that is the decision. 
If there is a failure to agree, then the staff member has the right to challenge this at an employment tribunal, which could result in NHSGGC being found to have breached employment legislation. Employment Tribunal claims for disability discrimination can be made regardless of length of service. 

Get help and support
If staff believe they have been unreasonably refused an adjustment, there are a number of ways they can raise the issue. 

· Discussions should take place with the staff members’ manager in the first instance. 

· Contacting Human Resources or Occupational Health for advice

· By asking for a review of the decision as set out in the section above.  

· If staff believes they are being discriminated against because of their disability, they could instead raise a complaint through the NHSGGC Bullying and Harassment Policy 

· If staff are a member of a trade union, they can also seek support and raise this issue via their local representative. 

· Support and advice can also be sought through the wide range of support services available to all NHSGGC such as Peer Support, Spiritual Care or Counselling Services. Often staff are also able to draw on their network for support from peers and colleagues. 
7. Reviewing adjustments and keeping a record

A staff member’s reasonable adjustments might need to change over time. For example if:
· they're in a new situation – for example they've moved to a new role 
· something changes at work – for example the employer introduces a new way of working, new equipment or a location change

· their condition or impairment changes

· they are managing a disability that gets worse over time
· previously purchased equipment is out of date, no longer compatible or damaged

The manager should have a discussion with their member of staff regarding the adjustments as appropriate, tailored to the nature of the staff’s situation.  You can do this through the use of the NHSGGC   Workplace Adjustment Passport and agree as part of this discussion how the regular review will take place. You should also review and update this if other relevant circumstances change, such as a change to location or duties. 

8. Paying for reasonable adjustments

Many reasonable adjustments will not require any additional spend. Where there are physical changes to the workplace or additional equipment required, NHSGGC is responsible for paying for any reasonable adjustments. Many adjustments will be simple and affordable. 

Where a department does not have budget for specific adjustments, they should escalate this through their Directorate/ Health and Social Care Partnership (HSCP). 

Example of when an adjustment may not be reasonable on the grounds of cost

A member of staff who uses a wheelchair asks for a lift to be installed so they can get to the upper floors of their workplace. The manager looks at the costs and finds this would take the department’s full annual budget and lose significant space currently used by patients. 
In this example, a manager can turn down a request because it is not reasonable. However they should still make other adjustments that are reasonable such as changes so the staff member can do their job entirely on the ground floor or enabling them to work from another location or at home.

Support from Access to Work
Access to Work is a UK government scheme that can help people with a physical or mental health condition or disability to get or stay in work. The support an individual gets will depend on the needs, but could include practical support with work, mental health support, communication support for job interviews, for example.
Access to Work will not pay for reasonable adjustments. These are the changes the employer must legally make to support staff to undertake their job.
To find out more about Access to Work or make an application, staff can access www.gov.uk/access-to-work. It is the staff member’s responsibility to make the application, but they should do so in conjunction with their manager. The manager must respond promptly to this, to ensure any support is put in place quickly. 
9. Reasonable adjustments in Recruitment
Job applicants can ask for reasonable adjustments for any part of the recruitment process. A job applicant might be a person with a disability, may be neurodivergent, or have a health condition which they believe may affect their performance during the recruitment and selection process. If this is the case, NHSGGC are required when requested to make reasonable adjustments to the arrangements for the recruitment process for the job applicant. 
Here are some examples of Reasonable Adjustments in a recruitment process could look like:

· Alternative formats of the job advertisement/application form available if requested 

· If a building is not accessible, consider the location of the interview for wheelchair users or those with limited mobility

· Specialist equipment provided if needed for interview tests, for instance, providing an alternative keyboard, a larger screen or compatible software   

· Giving more time for someone with dyslexia to do any written or reading tests that are part of the interview process

· Interviews to be held in most appropriate format (i.e. online or face-to-face)
· Interview questions provided to all applicants in advance. For example, this can be helpful if you have neuro-divergent applicants. Good practice is for this to be provided to all the candidates and this to be provided at least 24 hours in advance.
· Interview to be held on a specific day or time, suited to the applicant’s needs

· Extra time provided at any interview stage

· Adjustments to lighting/ noise levels at interview 

· Provision of a support worker or BSL interpreter

This list isn’t exhaustive, but hopefully gives some indication of what reasonable adjustments could look like. 
NHSGGC has the Disability Confident accreditation. This means that any applicant with a disability who meets the minimum criteria for a post is guaranteed an interview. Managers must ensure that they comply with this requirement when shortlisting and the recruitment team will be able to provide support. 
It is important to note that there may be occasions where it is not practicable or appropriate to interview all disabled people that meet the minimum criteria for the job. For example, in certain recruitment situations such as high number of applications, seasonal and high-peak times, the employer may wish to limit the overall numbers of interviews offered to both disabled people and non-disabled people.

In these circumstances the employer could select the disabled candidates who best meet the minimum criteria for the job rather than all of those that meet the minimum criteria, as they would do for non-disabled applicants. You can read more about the Disability Confident Employer Scheme guidance here.
We would encourage any applicant with a disability to share this information as part of the recruitment process. This will help ensure a guaranteed interview where the minimum criteria are met, and also ensure that for any successful candidate, reasonable adjustments can be identified early to ensure they are in place for their start date. If, for any reason, a candidate has not declared a disability during the interview process, we would always encourage them to share this with occupational health or their new manager prior to starting so that the appropriate adjustments and/or support can be put in place. 

The manager should aim to have any reasonable adjustments in place for the start date and no later than within one month of starting. This will be dependent on the complexity of the adjustment and when the manager is first made aware of the need for an adjustment. 

Appendix 1: Support and Other Resources 

Get help and support

If you have any questions about reasonable adjustments and require guidance, you can contact: 

· The HR Support & Advice Unit - NHSGGC
· Occupational Health
· The Staff Disability Forum - NHSGGC
Resources
Access to Work can pay for additional support for staff with disabilities. 
While some staff experience a disability that is visible, many have a non-visible disability or experience a combination of both visible and non-visible conditions. Staff with hidden disabilities can opt to wear the Hidden Disabilities Sunflower to discreetly be seen in shops, at work, on transport, or in public spaces.
While carers are not covered by the same legislation as staff with disabilities, many of the same principles apply. NHSGGC is committed to supporting carers and carers leave should not be unreasonably refused. You can find out more information about support for carers here: Support for carers
Appendix 2: List of Workers Covered
The legislation is written to be inclusive and to ensure that people with disabilities have reasonable adjustments put in place as employees, as patients or as consumers of goods and services. 

· Permanent, temporary and bank staff and those on honorary contracts; 

· Agency workers assigned to NHSGGC 

· Doctors and Dentist in Training (DDiT) i.e. Junior doctors on rotation

· People on secondment to or from NHSGGC

· Apprentices

· Volunteers 

· People on work placement within NHSGGC such as students and trainees

· Office holders such as non-executive board members

· People not employed by NHSGGC, attending training or development courses, whether on or off site 
· Multi-disciplinary team. For example, where someone may be part of NHSGGC multi-disciplinary team or based in a NHSGGC building but employed by a Local Authority, there may be requirement for GGC to consider adjustments.
Appendix 3: Case Studies 
1. Member of staff entering the menopause
Anna is a nurse in a community setting. About 4 years ago – aged 48, she stared to notice symptoms.  “Not the stereotypical  night sweats and changes to my periods, but struggled with sleeping, sore joints, low mood and generally not feeling myself”.  

She was lacking in confidence – been in her job a long time so was feeling that she should be at the top of her game, but couldn’t remember things, was worried about driving, prescribing and stressed that she would make mistakes at work. 

Lucky that she worked where there are lots of colleagues who were really supportive and said that it sounded like the peri-menopause.  They suggested Anna had a chat with her GP who provided her medication.
Anna didn’t talk to her line manager about it at the time, because she felt that she should have been able to manage things.  Anna didn’t want to be seen to be moaning or seen as weak.   While she feels she should have been able to, Anna didn’t have that relationship with her line manager at that time.  
What adjustments would have made a difference?

The single biggest thing that would have made a difference is some flexibility with start times.  Her team had an 8.30am meeting before the clinic day starts and Anna liked be present at the meeting, not rushing in at 8.30am.  If she’d had had a bad night with no sleep, that was incredibly difficult for her. Just to have known it was OK to text and say ‘had a bad night’ and get support from her manager to start a bit later, took away a lot of her stress and anxiety. 

The other thing that was important was emotional support from peers and colleagues.  Just someone to off-load to, have a chat and listen to.  

Anna reflects that this needs a gentle approach because people might not be ready to accept the stage they are at, can be resistant to accepting that the symptoms are menopause. Her experience was that self-care is a big thing too – not just about medication. 
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Appendix 4: Reasonable Adjustment Process Map























Other Considerations:
· If there are impact on other team members, discuss with them. Agree how to do that with the employee being supported with the reasonable adjustments. 
· The employee may be able to get additional support via Access To Work 
· As well as seeking advice and support through their partnership representative, the member of staff may wish to contact the Staff Disability Forum ggc.staffdisabilityforum@ggc.scot.nhs.uk
2. Case study of adjustments for individual with Attention deficit hyperactivity disorder 


The employee was referred to Occupational Health as a Management referral due to performance and capability issues as a newly qualified Staff Nurse.


The employee had difficulty with focussing on tasks and appeared to be anxious. During the Occupational Health consultation the employee indicated that when they were university they had been diagnosed as having ADHD and had been supported with written work assignments and placements as a student. As this was their first qualified Nurse post they did not know if they needed any adjustments.


As a newly qualified Staff Nurse they had a Preceptor (mentor) who was already providing one to one support to become familiar with the ward and processes to be followed. The Staff Nurse identified that they were developing a good bond with their Preceptor, and would be happy for a workplace adjustments passport to be completed and shared with the Preceptor and the Senior Nursing team.


Issues identified by the Staff Nurse was that they found the ward environment busy and distracting and had difficulty remembering processes and anxious that they appeared to be not coping.


We discussed the Scottish ADHD coalition Guide to ADHD  (� HYPERLINK "http://www.scottishadhdcoalition.org" �www.scottishadhdcoalition.org�)  in the workplace and used this to identify specific issues and solutions that the Staff Nurse may find useful. 


Adjustments suggested 


Increased meetings with the mentor, initially daily to supervise work and plan the daily tasks.


To work with the Preceptor as buddy rather than ad hoc catch ups.


To use a quiet office to complete her written work, care planning and prepare check list for tasks/ processes. 


There was already SOP (standard operating processes) but the Staff Nurse identified they were too much information on them and these caused them difficulty.  They realised if they made bullet points they could follow processes easier.


During rounds/ meetings, use a note taking app on their works phone.


Once they became familiar with the ward routine they did not require as much feedback but continued to have meeting with the mentor so any difficulty was identified as soon as possible.














An employee identifies their disability related needs and requests a reasonable adjustment








Manager and employee meet to discuss and understand the requirement. � HYPERLINK "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" \o "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" �Workplace Adjustment Passport�


 Meeting should take place within 2 weeks or as soon as is practical








Would a referral/ further referral to Occupational Health Services be beneficial?








Manager confirms to employee what adjustments can be put in place





Referral to OHS for advice on the condition/ required adjustment





No





Yes





If the employee wishes to use the � HYPERLINK "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" \o "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" �Workplace Adjustment Passport�, the outcomes of the discussion should be recorded in that. 





Can the reasonable adjustments be supported?








No





Yes





Record agreed adjustments in the � HYPERLINK "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" \o "https://www.nhsggc.scot/downloads/workplace-adjustment-passport-3/" �Workplace Adjustment Passport�.








Employee can request a review by a more senior manager. Employee can be accompanied by partnership representative in attendance and also HR Representative will be in attendance to support process. � HYPERLINK "https://www.nhsggc.scot/downloads/reasonable-adjustments-review-form/" \o "https://www.nhsggc.scot/downloads/reasonable-adjustments-review-form/" �Reasonable Adjustments Review Form� 








Procure any new equipment. If technology related, should procure via E-Health or procurement 





Continued on page 2





Working with the employee, ensure equipment/ new arrangements meets their needs





Review adjustments as appropriate








To get a version of this guidance information in an alternative format such as large print, tape, CD or Braille, please contact the staff experience team at ggc.staffexperience@ggc.scot.nhs.uk
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