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[bookmark: _Toc224555649]SECTION 1: INTRODUCTION
[bookmark: _Toc224555650]Purpose 
Aberdeen City Council is a Disability Confident Employer which demonstrates our commitment to supporting employees with a disability to both enter the workplace and throughout the employee lifecycle. The Disability Confident government scheme is a recognition given by self and peer assessments to take action to meet five commitments regarding the employment, retention, training and career development of disabled employees. It is represented by the Disability Confident symbol that participating organisations are authorised to display.
The Council is committed to promoting equal opportunities and supporting employees with disabilities to meet its responsibilities under the Equality Act 2010. It will make reasonable adjustments in the workplace to support employees with a disability and deploy good employment practice in making reasonable adjustments such as adjusting working hours or providing specialised equipment where possible.  
The provision of a reasonable adjustment passport can assist record keeping of adjustments agreed between an employee and their manager to support the employee at work due to a health condition, impairment, disability, or protected characteristic. The provision of the reasonable adjustment passport aims to remove or reduce barriers in the workplace which could put an employee at a disadvantage. 

[bookmark: _Toc224555651]How and when to use a Reasonable Adjustment Passport?
The purpose of a reasonable adjustment passport is to ensure there is a clear record of any adjustments which have been agreed for a particular employee, including the use of disability leave. It will reduce the need to re-assess reasonable adjustments when an employee changes roles, is assigned a new manager, or where a job role is reviewed or redesigned.  
Completing a Reasonable Adjustment Passport should form part of day-to-day management between an employee and their manager. Discussions should take place on a one-to-one basis to put in place what is required.  Trade Union representation could be sought where any issues arise.  
​Please note that a manager may need to obtain additional advice from Occupational Health, Access to Work or People Services before any adjustments or changes can be agreed and implemented, but this process should not be subject to any undue delays and employees should be consulted and kept informed of progress throughout. 
​Where an employee changes role or has a new manager, they can obtain a copy of their Reasonable Adjustment Passport from the HR/Payroll System so that they know what reasonable adjustments are already in place. If an employee’s health condition or impairment changes or if there are changes such as a new role, location or desk, for example, or there are other changes to the job which mean that the adjustment may no longer be appropriate, then the adjustments should be reviewed and updated. Reasonable adjustments should be reviewed annually during the CR&D process, as a minimum (See review section below for further information).

[bookmark: _Toc224555652]Disability Leave
Disability Leave is paid special leave for planned absences, agreed in advance, when arrangements which are directly related to the employee’s disability prevent the employee from attending work.  Disability Leave takes account of the employee’s particular needs and circumstances and can be taken as individual days or blocks of leave.  
The reasonable adjustment passport serves as a valuable tool for formally documenting disability leave arrangement when required. ​It provides an employee and their manager with the basis for future conversations about reasonable adjustments and the potential need for requesting disability leave.
Further guidance for managers and employees on the disability leave process is available on the Disability-Leave-Guidance.pdf


[bookmark: _Toc224555653]Confidentiality
The passport can be completed by the employee prior to meeting with their manager or can be completed jointly during the reasonable adjustment discussion. The passport can be uploaded to the HR/Payroll System by the employee or the manager on their behalf. 

[bookmark: _Toc224555654]Instructions for Completing the Passport    
Line managers may grant a reasonable amount of paid time off taking the employee’s individual circumstances and the Service’s ability to accommodate this into account.  Line managers are encouraged to use their discretion and consider applications for Disability Leave on a case-by-case basis, adopting a positive, pragmatic approach. Advice on this can be provided by People Services.
The following sections of the passport should be completed in the specified order:





	Passport Section
	Purpose

	Part one
	For entering employee details.

	Part two
	For ongoing requirements.

	Part three
	For employees with fluctuating conditions; adjustments may not be required daily (e.g., mental health, migraine, chronic pain, epilepsy).

	Part four
	Summary of agreed adjustments after reasonable adjustment discussion.



NOTE – While completing this form for a review of current reasonable adjustments, please amend as necessary and upload the updated version to the HR/Payroll System. Ensure that the revised date is included in the document name to indicate the most current form.

















[bookmark: _Toc224555655]SECTION 2: REASONABLE ADJUSTMENT PASSPORT

[bookmark: _Toc224555656]Part 1 – Employee Details
	Name of Employee:
	

	Payroll Number:
	

	Job Title:
	

	Line manager:
	

	Function:
	

	Cluster:
	

	Team:
	



	Do you consider yourself to have a disability? *
	Yes
	No

	Is this your first passport or a review 
	First Passport
	Review




*For the purposes of the Equality Act 2010 and the Disability Discrimination Act 1995, a disability is defined as a substantial and long-term adverse effect on your ability to carry out normal day to day activities which has lasted or is likely to last for 12 months or more. This includes fluctuating conditions, including mental health problems, and includes HIV, cancer and MS from the point of diagnosis.






[bookmark: _Toc224555657]Part 2 – Ongoing Condition Requirement

1. Thinking of your job and the tasks you undertake, please explain the barriers you face due to your impairment(s) or conditions(s):
This could include effects on:
 - co-ordination, dexterity, or mobility
 - mental health
 - hearing, speech or visual impairment
 - ability to interact socially with colleagues
 - particular working environments (for example, open-plan offices)
 - attending medical or counselling appointments*
An example of a response might be:
‘If my role requires me to stand for long periods of time, this will create a barrier for me due to my coordination/dexterity/mobility condition.’
‘I experience fatigue in the morning due to medication which causes issues with concentration’. 
‘Due to my dyslexia, I find it hard to concentrate on written documents for long periods of time’.
Employee response - 
 
 
 
 
 
 
 
 







[bookmark: _Int_niTTbtkz]2.a If known, please list the adjustments which may be helpful to prevent or reduce the barriers you experience at work.
(Advice can be sought from sources such as Occupational Health, Access to Work, specialist professional organisations such as North-East Sensory Services, Autism Understanding Scotland etc.)
Employee response -
 
 
 
 
2.b How will each of the adjustments prevent or reduce the barriers you listed. 
Employee response -
 
 
 
 
3. If applicable, what additional advice has been given or requested? If so, from whom and what date was it requested/given: 
(this could include medical professional or specialist, Occupational Health, Access to Work etc.)
Employee Response:
 
 
 
 
 






4. If applicable, will you be seeking to access disability leave?  (if YES, please provide further information below): YES / NO

See Section 3 - Step 2 of Disability Leave Guidance for further information.
Disability-Leave-Guidance-Issue 2.pdf
 
Employee Response 
 
Type of appointment:
 
Likely number of appointments:
 
Time anticipated to be away from work on each occasion:
 
Likely start and end dates (where known):
 
Any other relevant information:
 
 
 
 
 








[bookmark: _Toc224555658]Part 3 – Fluctuating Conditions Requirement

	1. Thinking about when you are not having such a good day in relation to your condition, your job, and the tasks you undertake, please explain the barriers you face due to your impairment(s) or condition(s):
 
Employee Response - 
 
 
 
 
 
 
 
 

	2. When things are not so good in relation to your condition, please set out the type of adjustments that would be helpful in preventing or reducing the barriers you experience at work.
 
(Advice can be sought from sources such as Occupational Health, Access to Work, specialist professional organisations such as North-East Sensory Services, Autism Understanding Scotland etc.)
 
Employee Response - 
 
 
 
 
 
 

 

	3. If applicable, what additional advice has been given or given or requested? If so, from whom and what date was it requested/given: 
 
     (this could include medial professional or specialist, Occupational Health,
       Access to Work etc.)

Employee Response:
 
 


	4. As a result, you might need the following further reasonable adjustments on these days:
 
Employee Response:
 
 
 
 
 
 
 
 
 
 
 
 
 




[bookmark: _Toc224555659]Part 4 – Summary of Reasonable Adjustments
(To be completed once adjustments are agreed)
	Summary of agreed reasonable adjustments to be put in place (e.g. fixed desk, wearing headphones, flexible working, physical equipment etc.):
 
 
 
 
 
 
 
 










[bookmark: _Toc224555660]SECTION 3: SUPPORT AND SPECIALIST CONTACT 
This section is optional. If there are particular people or specialists who support you and you would like them to be contacted, please provide details below. This could be a translator, signer, support worker, carer etc.
	Contact details and when you would like them to be contacted:

	Name:
	

	Relationship to you:
	 

	Telephone (Home):
	 

	Telephone (Mobile):
	 

	Contact details and when you would want them to be contacted:

	Name:
	 

	Telephone (Home):
	 

	Telephone (Mobile):
	 

	Other Contact – e.g. Support Worker and when you would want them to be contacted:

	Name:
	 

	Relationship to you:
	 

	Telephone (Home):
	 

	Telephone (Mobile):
	 




Please note that this is in addition to the emergency contact details stored in HR/Payroll System.  


[bookmark: _Toc224555661]SECTION 4: AGREEMENT
My reasonable adjustments have been agreed to be put in place from the following date: (These should be put in place / arranged as soon as reasonably practicable.)

	Agreed Date
	Line Manager
	Employee

	 
	 
	 

	Implementation Date
	Line Manager
	Employee

	 
	 
	





[bookmark: _Toc224555662]SECTION 5: REVIEW
The Reasonable Adjustment Passport and agreed reasonable adjustments should be reviewed at least six months (or sooner depending on circumstances) after the employee’s adjustments have been put in place to ensure they are having an impact in reducing or removing any identified workplace barriers. 
Where they were not put in place or have not proven to be useful to the employee, a review meeting would ensure those adjustments or new adjustments can be re-considered and actioned. Either employees or line managers should raise at any time if they feel adjustments are not effective, so that a review can be arranged.
A review of reasonable adjustments should be undertaken where there is a change in the employee’s condition, or if there is any change to an employee’s job which might create additional barriers, to ensure the adjustments are still appropriate and effective in eliminating or reducing workplace barriers. 
Reasonable adjustments should also be discussed annually as part of the CR&D process.


Once the review of reasonable adjustments has been undertaken, this should be uploaded to HR/Payroll System with the revised date saved in the document name, so it is clear which is the most up to date form.
	Review Agreed Date
	Line Manager
	Employee

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	




This passport aims to provide instructions on recording Reasonable Adjustments and a manager or employee is expected to refer to People Anytime in the first instance.  Further guidance can be found within People Anytime or by contacting People Services
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