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Disabled Staff Passport

All information in this form is provided on a voluntary basis.
This is a record of any adjustments agreed between (colleague’s name) and (line manager’s name) 

The passport should be kept up to date. It should be reviewed and updated whenever there is a discussion between the colleague and their line manager. This may be:

· at one-to-one meetings as appropriate 
· review at annual appraisal 
· at a return to work meeting following a period of absence
· contact with Occupational health services
· before a change of job or duties
· with the introduction of new technology or new ways of working
· before or after any change in circumstances for either the employee or manager. 





Long term condition or disability..................................................
	I need the following reasonable adjustments where I work
	Date agreed
	Date implemented

	














	
	



	Include the following informal (‘how I work’) adjustments when working with me and how this information will be shared with the people I work with 


	











Fluctuating disabilities
	My disability may affect me differently at different times.  These are some of the things related to work that may affect me 

	









	Medication 
The medication I take can have an impact on me in the workplace. These are the things that people need to know  

	
What is the medication 

What needs to be done 

Who needs to know 

Who needs to be contacted in an emergency?

Where is this information kept or shared?












Equipment 
Summary of my reasonable adjustments. Please note that upon change of work base or job role any equipment purchased as a reasonable adjustment should move with me
	Reasonable adjustment and equipment 
	Date agreed
	Date implemented

	





	
	


Emergency contacts: I am happy for my line manager to contact the following emergency contacts in the order of preference indicated below:
	Contact 1
	Contact 2

	Name
Telephone
Address



	Name
Telephone
Address






Needs a signature – or several lines for each review 
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