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[bookmark: _tewu9f8m2crv]Workplace Reasonable Adjustments Passport Template

This template is designed to help you organise your thoughts before discussing adjustments with your employer.
You can remove anything that isn't relevant and add more detail where you need to.

[bookmark: _770dp7rwr9ev]My workplace reasonable adjustments passport
Name: [Your name]
Job title: [Your role]
Department: [If relevant]
Manager or HR contact: [Name]
Date created: [Date]
Next review: [Date]
1. How my disability or health condition affects me at work
Briefly explain the difficulties you experience.
You don't need to include unnecessary medical information.
[Write your answer here]
2. Adjustments that would help me
For each adjustment, explain:
· What difficulty you're experiencing.
· What change or support would help.
· Whether this has already been agreed or is something you'd like to discuss.
· When the adjustment should start and who will arrange it.
[Write your answer here]
3. What happens when my symptoms are worse
If your condition fluctuates, explain what support may help during difficult periods.
This could include flexible hours, additional breaks, changes to where you work or temporary adjustments to your workload.
[Write your answer here]


4. Equipment or additional support
Record any equipment, software or specialist support that you use or may need.
Include anything provided by your employer or through Access to Work.
[Write your answer here]
5. How we'll keep the passport up to date
Agreed adjustments: [List or attach agreed arrangements]
Who will arrange any outstanding support: [Name or department]
Who can access the document: [Names or roles]
How changes will be recorded: [Agreed process]
Next review date: [Date]
6. Agreement
Employee: [Name and date]
Manager: [Name and date]
HR, if appropriate: [Name and date]

Signing can help confirm what's been agreed, although a signature isn't what creates your employer's legal duty to make reasonable adjustments.
[bookmark: _j17xgfs0skj]A quick checklist before your meeting
· Have I explained what makes certain parts of my working day difficult?
· Have I included practical adjustments that might help?
· Have I thought about what happens when my symptoms fluctuate?
· Have I included any equipment or specialist support I need?
· Do I know who will see the document?
· Have we agreed how and when to review it?
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