[image: image1.jpg]NHS
N~

Greater Glasgow
and Clyde






NHS Greater Glasgow and Clyde

Workplace Adjustment Passport
	Date First Approved
	18 May 2022

	Date Last Reviewed
	December 2023

	Date for Next Review 
	December 2024


Workplace Adjustment Passport
1. Guidance notes
1.1
The Workplace Adjustment Passport aims to support employees with a disability, health condition or diversity in the workplace to have a great experience at work. This can be used to support employees within their current workplace or when moving between departments and / or roles. This is in accordance with the Equality Act 2010.
1.2
The passport should be used in conjunction with the Reasonable Adjustment Guidance. 

1.3
The passport’s main function is: 

· To support a conversation between an employee and their line manager about the disability, health condition or diversity and any workplace adjustments that might need to be made 

· To act as a full record of any agreed adjustment, and subsequent changes, made for individuals as supportive measures
· This passport will be particularly helpful when the employee changes line manager, as it details what workplace adjustments the employee had been receiving previously and avoid the need to begin the process again. 

1.4
It can also be helpful in starting a conversation about less visible disabilities such as mental health conditions. 

1.5
Section 1 of the passport focuses on information that may help a line manager to understand more about an employee’s disability, health condition or diversity, and the barriers experienced.

1.6
Additionally, this section focuses on the impact (if applicable) of an employee’s disability, health condition or diversity on daily working life and specific requirements or adjustments identified to overcome any barriers. 

1.7
This should include consideration of working arrangements, physical environment, equipment & furniture requirements, technology, including assistive technologies, in place (this may be software and / or hardware). 

1.8
Section 2 summarises the adjustments in place and any amendments or updates made to those adjustments agreed through a joint review.

2. Employee responsibilities

2.1 Completing the passport is entirely voluntary. The employee has ownership of the form itself, its content and who it is shared with.

2.2 Complete personal details in the box provided, including as much detail as is appropriate. 
2.3 When there are changes to the disability, health condition or diversity, the employee should inform their line manager to enable the passport to be updated, and this allows for any changes to adjustments to be discussed (this can be done prior to the original review date)

2.4 A copy of the passport should be shared with the employee’s line manager and the details discussed, to enable understanding of the needs and to identify the best support routes. 
2.5 When storing the document, be thoughtful about whether secure, physical storage is required, or, where stored electronically, password protecting the document is encouraged.
2.6 Whilst it is up to the employee to decide how much to share and how it affects the employee. Sharing information can help line managers to better understand something that they may be unfamiliar with and how they can support. 
2.7 Any actions agreed and review dates should then be entered on the passport and shared with the employee’s line manager. 

3 Line manager responsibilities 
3.1
The role of a line manager is to create an inclusive culture where people are comfortable sharing information and seeking support. 

3.2
Actions and decisions are of great importance when considering any steps which might be taken to assist an employee in their work. The passport is designed to help with this. This document is not a mandatory part of the process but should be used at the employee’s request
3.3
NHS GGC also has responsibilities to their employees under the Equality Act 2010 and, as a line manager, there is a responsibility to understand and comply with the requirements. 
3.4
Line managers have a responsibility to ensure that anyone wishing to complete the passport is given adequate time in work to do so.

3.5
Line managers should treat the information contained in the passport and discussions with individuals about their disability, health condition or diversity in the strictest of confidence, and not used as part of other workforce activities, such as capability, or career development discussions. 

3.6
It is important to note that the detail in Section 1 of the passport belongs to the employee and is confidential. Only Section 2 should be retained in the employee’s personal file, to note a summary record of adjustments in place, especially relating to Occupational Health and Fire Evacuation plans.

3.7
Please note that the passport itself does not form part of the employee’s terms and conditions, and is intended to enable support and discussion.
4. 
Changes to line management / post

4.1
Should the employee either move to another post, with a new line manager, or a new line manager takes on responsibility for the team, the employee is encouraged to share the passport with the new line manager as soon as possible. Only Section 2 will be held on the employee’s personal file, with Section 1 being held securely by the employee.

4.2 This will enable a timely conversation about any adjustments in place, their ongoing requirement and to highlight any changes or new adjustments required. 
5
Other considerations

5.1
It may be helpful to discuss the contents with appropriate contacts such as a Fire Warden, Human Resources Occupational Health or a trade union/ professional organisation representative. Please look on HR Connect for further advice, support and contact information.
5.2
Where necessary, seek advice, particularly about mental health issues, complex disabilities or fluctuating conditions where the effects on work may be difficult to predict.
5.3
Please also note that schemes such as Access to Work may be able to support with some adjustments.

5.4
It is invaluable for NHS GGC to have current Equality data, to identify how to best support staff and as part of our commitment to Equality, Diversity and Inclusion, and you are encouraged to update your eESS data (click here to access)
5.5
If you would like any further support and guidance in relation to the Passport, or you have any questions, please contact the Staff Experience Mailbox
6
Changes and Review

6.1
If employee’s circumstances change, such as due to their disability, health condition or diversity, the passport can be updated and discuss any impact on workplace adjustments. 

6.2
Adjustments should be reviewed when there is a change or as appropriate, and any amendments / updates made, noted within Section 2. 
6.3
Where there are improvements to an employee’s experience at work, this is likely an indication that the adjustments are making the intended impact, and not that they are no longer required. This positive impact should be noted at any passport review discussion.
6.4
If, in the course of their work, the employee requires an adjustment or flexibility that hasn’t been previously recorded in the Passport, the manager should still consider this. The Passport should not be considered as an exhaustive, fixed list of required adjustments. 
6.5
The passport should be updated to reflect any agreed changes to an employee’s adjustment requirements. Only Section 2 is then retained on the employee’s personal file.
6.6
If you would like any further support and guidance in relation to the Passport, or you have any questions, please contact the Staff Experience Mailbox. 
Workplace Adjustment Passport
	Name:

	Role:

	Line manager:

	Date Complete:


	· Please note, staff are encouraged to discuss their Workplace Adjustment Passport with their line manager;
· Similarly, line managers are encouraged to advise new incoming managers, of any passports in place as part of the handover process;
· Section 1 would only be shared with the consent of the staff member;

· Section 2 (summary information) is retained in the personal file
If you require this passport in another format / language, please contact the Staff Experience Mailbox


Section 1

	· Details of your disability or condition, which may help your line manager to understand the impact on your working life.
· You may wish to attach and/or reference any documents, assessments etc which may support discussion or provide context.
· Do not list anything that you do not feel comfortable disclosing.



	· Outline the effect on your work, and the support you need. For example:
· The aspects of the job where you experience barriers and require adjustments. This could include the work environment, communicating with others, working arrangements or equipment. 
· Any specific requirements such as altered lighting, sitting away from draughts or near to toilets. These adjustments may be in place now but this may alter if your accommodation changes 

· Specific adjustments you already use or know you need (for example software / hardware / assistive technologies / working times / furniture / lighting etc)
· How these adjustments will help you or remove the barriers identified you have included



	Additional information
This section could include:

· Details of any recent assessments via Occupational Health, Display Screen Equipment or Workstation Assessment
· Information about help you may need to evacuate a building in an emergency; whether you have a Personal Emergency Evacuation Plan (PEEP); and, contact details of someone to get in touch with in case of an emergency
· Information about any plans in place such as a wellness recovery action plan or what your line manager and/or colleagues should do if you feel unwell
· Details of anything else you think would be useful
Specific IT adjustments (software & hardware, including assistive technologies, version numbers etc)
Please note all information which would be useful:




Section 2
**Retain copy in personal file**
You can find more information in our Reasonable Adjustment Guidance and in the NHS Scotland Attendance Policy. Your manager should meet with you within two weeks of when the reasonable adjustment need has been raised to them.  
A copy of the record should be contained within the employee’s personal file and a secondary copy provided to the employee. 
	Employee’s Name:


	

	Job Title:


	

	Sector/ Service:


	Choose an item.

	Managers Name:



	


	1. What are the disability related needs of the employee:

	Details of Reasonable Adjustment:

Please include - 

Source and date raised (e.g. raised by employee, manager, recommendation via OHS)

Temporary or permanent need
	Date Discussed
	Summary of Discussions
	Can reasonable adjustment be accommodated:
	Please provide further details regarding the support for adjustments being implemented or reasons why the adjustment cannot be supported and any alternatives offered.  
	Timescale for Review:

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	
	Choose an item.
Choose an item.
	
	

	Additional Comments (including alternatives discussed)  

	


If the adjustments are partially or not agreed, the employee has the right to ask for a review of the decision. If they would like the decision reviewed, they should complete the Reasonable Adjustments Review Form  and send to the Head of Service for their area or suitable senior leader. The HR Support and Advice Unit can provide further advice on the process if required. 
	Employee Signature
	

	Date:
	Click here to enter a date.

	Manager Signature:
	

	Date:
	Click here to enter a date.


	2. What are the disability related needs of the employee:

	Details of Reasonable Adjustment:

Please include - 

Source and date raised (e.g. raised by employee, manager, recommendation via OHS)

Temporary or permanent need
	Date Discussed
	Summary of Discussions
	Can reasonable adjustment be accommodated:
	Please provide further details regarding the support for adjustments being implemented or reasons why the adjustment cannot be supported and any alternatives offered.  
	Timescale for Review:

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	Additional Comments (including alternatives discussed)  

	


If the adjustments are partially or not agreed, the employee has the right to ask for a review of the decision. If they would like the decision reviewed, they should complete the Reasonable Adjustments Review Form and send to the Head of Service for their area or suitable senior leader. The HR Support and Advice Unit can provide further advice on the process if required. 
	Employee Signature
	

	Date:
	Click here to enter a date.

	Manager Signature:
	

	Date:
	Click here to enter a date.


	3. What are the disability related needs of the employee:



	Details of Reasonable Adjustment:

Please include - 

Source and date raised (e.g. raised by employee, manager, recommendation via OHS)

Temporary or permanent need
	Date Discussed
	Summary of Discussions
	Can reasonable adjustment be accommodated:
	Please provide further details regarding the support for adjustments being implemented or reasons why the adjustment cannot be supported and any alternatives offered.  
	Timescale for Review:

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	
	Click here to enter a date.
	 
	Choose an item.
Choose an item.
	
	

	Additional Comments (including alternatives discussed)  

	


If the adjustments are partially or not agreed, the employee has the right to ask for a review of the decision. If they would like the decision reviewed, they should complete the Reasonable Adjustments Review Form and send to the Head of Service for their area or suitable senior leader. The HR Support and Advice Unit can provide further advice on the process if required. 
	Employee Signature
	

	Date:
	Click here to enter a date.

	Manager Signature:
	

	Date:
	Click here to enter a date.
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