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	Adjustments Passport



What is an Adjustments Passport?

· The Adjustments Passport is a record of the reasonable adjustments agreed between you and your line manager. It records information about your disability and/or health condition, mental health issues, neurodiverse condition or learning disability/difficulty. 

· The document is owned by you and is portable, meaning you can take it with you if you change roles or you are assigned a new line manager. 

· You may share your passport with the People Directorate if you wish to. If you do it will be kept securely on your employment file, only accessible by the People Directorate and not passed on to anyone automatically.  

· The completion of the Adjustments Passport is voluntary and not a requirement. 

How to complete this form

· The Adjustments Passport should be completed by you, the employee.

· You should refer to the Reasonable Adjustments policy and procedure and section 7.2 for further guidance on completing the Adjustments Passport. 

Reviewing your reasonable adjustments

· Following initial implementation of any new adjustments, your line manager should conduct a review no less than three months after implementation and continue to check in with you on an annual basis to ensure the adjustments have been and remain effective.

· You may request a review at any point.

· The Adjustments Passport is a record of the reasonable adjustments agreed between you and your line manager, therefore if for any reason you wish to make a change to your passport you should discuss this with your line manager in the first instance.  

	[bookmark: _Hlk149904441]Name of employee
	

	Job title
	

	Faculty/Directorate
	

	Line manager
	

	Line manager’s job title
	




	Employee’s adjustments

	Describe your disability, diagnosis or health condition 

	




	[bookmark: _Hlk149901510]Describe how your disability/health condition impacts you at work and the barriers you experience as a result. 

	




	Describe the adjustments you require (as agreed with your line manager). Include as much information as possible e.g. adjustment to working times/hours, equipment (what it is and where it is to be stored if applicable), if your desk is to be shared with others etc. 

	




	[bookmark: _Hlk149913173]Note if this is a fluctuating condition dependent upon the day, time of day, or your environment.

	





	Use the space below to note any additional information not already noted above.

	




	Date the adjustments started
	




	[bookmark: _Hlk170829302]Emergency contacts 



If I am unwell or there are any concerns about my wellbeing, I am happy for my line manager/a member of the People Directorate to contact any of the emergency contacts below in order of preference as indicated. If this is not applicable leave this section blank. 

	Emergency contact (1)

	Name
	

	Contact number
	

	Emergency contact (2)

	Name
	

	Contact number
	




I confirm that the above information has been agreed between me and my line manager. 

	Employee name:
	

	Employee signature:
	

	Date:
	




	Keeping your passport up to date

	Keep a record below of any change to your adjustments

	Date updated
	Brief description/reason for change
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