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Reasonable adjustments passport 
The passport is designed for staff who have a long-term health condition, mental health condition, neurodiversity or disability/learning disability or difficulty, to help them access the support they may need in the workplace. The aim is to minimise the need to re-negotiate reasonable adjustments every time a staff member moves post/ moves between departments or is assigned a new line manager. For more information see Reasonable Adjustments Policy    	Comment by Dawn Osborne: Link to RA Policy
This document will be stored on the HR system if requested by the member of staff and both the staff member and line manager will have access to a copy. This document should be regularly reviewed and updated.   
Section 1:
	Name of staff member to whom this passport relates
	Click or tap here to enter text.
	Date of meeting to discuss reasonable adjustments. 
	Click or tap to enter a date.
	Date of last review 
	Click or tap to enter a date.
	Next review due
(As a minimum this must be reviewed annually)
	Click or tap to enter a date.



Section 2: Details of adjustments/individual requirements 
This section outlines adjustments associated with your current job as agreed with your line manager.	
	Aspects of role requiring adjustment  
	Example: Office accessibility
	Details of individual Adjustments/requirements identified 
	Some examples may be; working hours, quiet space, additional office equipment, assistive tech     


	How adjustment will help

	

	Further details (if required) 

	Please do not disclose anything you do not feel comfortable with.


	Date agreed
	Click or tap to enter a date.
	Line Manager signature 
	
	Date Implemented
	Click or tap to enter a date.


The following table is used to keep a written record of when the Passport is reviewed and/or amended.
	Review Date
	Amendments made
	Reason for amendment
	Staff signature 
	Line manager signature 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Section 3: Optional additional supporting information
	Has a Display Screen Equipment Assessment been carried out?

	Yes ☐(please attach a copy to this document)
No  ☐

	If a further appropriate assessment has been carried out – please provide details

	e.g. Ergonomic assessment of workspace.



A Health and Safety assessment is recommended when you arrive in a new post, Line Managers must discuss issues with you and help you complete a Personal Emergency Evacuation Plan. Consultation may be necessary with your Health and Safety Officer.
	Personal Emergency Evacuation Plan (PEEP) required?
	Yes ☐  No  ☐

	Has an Occupational Health Referral been conducted?
	Yes ☐  No  ☐

	Emergency contact (if necessary):
	Click or tap here to enter text.



For all of the above, where the answer is ‘Yes’, a record will be held by the university. Information relating to agreed workplace adjustments may be shared with current and future line managers, and with other relevant University staff on a need-to-know basis, where this is necessary to support the implementation of those adjustments and ensure continuity of support.
 
In the case of a PEEP, relevant information will be shared with those who need it to fulfil their responsibilities, for example line managers, fire wardens, building managers and EHSS staff.

	Staff signature 
	
	Line Manager signature 
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