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Workplace Adjustment Passport
An employer’s guide to facilitate, plan and implement workplace adjustments to support employees with disability.
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This guide helps organisations create and use a ‘Workplace Adjustment passport’ to support employees with disability. It should be read alongside the organisation’s Workplace or Reasonable Adjustment policy, if one is available.
[bookmark: _Toc184193690][bookmark: _Toc199234685]What is a workplace adjustment?
Workplace adjustments (also called reasonable adjustments) are changes made to help employees with disability work safely and effectively. These changes can be:
[bookmark: _Hlk198549026]Administrative: Changing how tasks are given or completed.
Environmental: Making changes to the physical workspace.
Procedural: Changing policies or work process.
Not everyone with disability needs a workplace adjustment to do their job well. However, employers can easily make simple adjustments to remove barriers to employment. Many of these adjustments are good management practices that support all employees, not only those with disability. 
Providing workplace adjustments shows that an organisation is committed to inclusive and sustainable employment for people with disability.
Workplace Adjustment Policy
An effective Workplace Adjustment Policy should explain how adjustments are made, to meet the needs of employees with disability. It should also include a checklist to help employers follow rules and meet their obligations under the Disability Discrimination Act 1992 and any relevant state law. 
[bookmark: _Toc184193691][bookmark: _Toc199234686]Free workplace adjustment resources on JobAccess Website
JobAccess toolkit: Start: S with the Workplace modifications made easy and Getting your workplace ready section for practical information and templates to help employers plan and implement workplace adjustments.
Managing your team offers tips on creating a supportive workplace.
Conversation guide: Making workplace adjustments easy, effective and equitable - A conversation guide: Offers tools for both employers and employees to discuss workplace adjustments.
Workplace Adjustment Policy template and checklist: Provides a framework for employers. These can be viewed alongside Flexible work policies.
Application process and guidelines for the Australian Government’s Employment Assistance Fund: Details the application process for financial support to implement workplace adjustments.
 Making changes for different types of disability: How you can support your employees and create a workplace that is accessible for all. 
Career progression for people with disability: Provides guidance on adjustments throughout an employee’s career lifecycle.
[bookmark: _Toc184193692][bookmark: _Toc199234687]Sharing access requirements
You might be familiar with the term ‘disclosure’ when sharing information about disability. Instead, we recommend using the term ‘sharing access requirements’. It is an employee’s choice to share how their disability may affect their ability to do their job. 
There is no legal obligation for job applicants or employees to share information about their disability with an employer, unless it: 
[bookmark: _Hlk198547792]Affects their ability to perform the inherent requirements (also known as essential requirements) of the job
Affects their safety, or
Affects the safety of their co-workers.
Some people may choose not to share this information because they fear discrimination, worry about being treated unfairly, or think their disability won’t affect their work. 
Having a clear Workplace Adjustment policy that everyone knows about can help employees feel comfortable to share their access requirements. Some might share this information before starting the job, while others might wait until after their probation period, or until the barrier impacts their job.
You do not need to know all the details of an employee’s condition. Focus on understanding the symptoms they face at work, how these might affect their ability to perform task, and what adjustments can be made to help them work effectively and safely.
[bookmark: _Toc184193693][bookmark: _Toc199234688]What is a workplace adjustment passport?
A workplace adjustment passport is a document that list the adjustments an employee needs to do their job. It’s a helpful tool for both employees and employers. The three main purposes passport are:
Facilitate to make adjustment easy to transfer: If an employee changes teams or departments, they won’t need to discuss their requirements again.
Structure or guide a conversation: It helps the employer and employee talk about the adjustments the need.
Plan for when the employee is unwell: If an employee’s disability is episodic or changes, the passport helps plan what to do (for example, if the employee has a seizure).
[bookmark: _Toc199234689][bookmark: _Toc184193694]What information should be included in a workplace adjustment passport?
Employees don’t need to share detailed information about their disability. They only need to share how it may affect ability their ability to perform a key task. The focus should be on identifying the workplace adjustment needed. The passport belongs to the employee can be updated as required.
[bookmark: _Toc184193695][bookmark: _Toc199234690]Workplace adjustment passport process
Making workplace adjustments starts with understanding the basic task of the of a role:
Understand the job requirements: This can be done by reviewing the job and understanding what’s needed to do the job. Learn more with our Job analysis and customisation guide. 
Have a discussion: The employee and manager should talk about what adjustments are needed and agree on them. JobAccess’ Conversation guide on workplace adjustments is a great resource to start the discussion. 
Document the agreed adjustments: Once agreed, the adjustments should be written down in the workplace adjustment passport.  
Sign the passport: Both the employee and manager should sign it to confirm what actions are needed For example, who is responsible for maintaining equipment or who owns the property in the event the employee leaves the organisation. 
Managers are responsible for:
Talking about job requirements and adjustments with the employee. 
Helping the employee their do their best, despite illness, injury or disability. 
Keeping the employee’s information private
Supporting employees to know their rights and responsibilities about workplace adjustments.
Employees are responsible for:
Letting their manager if they need adjustments in the workplace
Talking with their manager about the adjustments
Giving the information in the passport
Taking part in formal assessments (for example a GP, psychiatrist, psychologist or occupational therapist) when asked. 
[bookmark: _Toc184193696][bookmark: _Toc199234691]
Privacy and confidentiality
To encourage employees to be open with you about disability, reassure them that information will be handled appropriately.
Sometimes, you may need to share an employee’s disability with others in the organisation (for example, staff in the IT department to set up equipment), however, you must get written consent from the employee first. 
It is important to remember that you are required to protect the employee’s right to privacy. Failing to protect confidential personal information in relation to a person’s disability could lead to discrimination or breaches to privacy. 
[bookmark: _Toc184193697][bookmark: _Toc199234692]Reviewing workplace adjustments
Schedule a time to review the workplace adjustments with the employee and check if they are working well. For example, does the employee need more training with the technology? Does the system need to be updated? 
This is also a good chance to get feedback on the employee’s experience with the workplace adjustment passport and see if any changes can be made to improve. performance or safety.
[bookmark: _Toc184193698][bookmark: _Toc199234693]Other times to use the adjustment passport
The passport can be used in different situations, such as: 
When an employee starts training or takes on new responsibilities.
When an employee moves to a new department or team.
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A Reasonable Adjustment (or Workplace Adjustment) Policy covers adjustments in all parts of employment. It helps attract a wider range of candidates and keeps current employees who may develop disability. 
The JobAccess website offers a free Reasonable Adjustment Policy template (PDF copy and Word copy) and a Reasonable Adjustment Policy checklist (PDF copy and Word copy) for employers to refer to and adapt to their organisation.
[bookmark: _Toc184193700][bookmark: _Toc199234695]Real life story: A passport to success
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Starting a new job can be difficult, but for Dwayne Fernandes at the Department of Planning, Industry and Environment, it meant adjusting to both a new role and a new disability. With the help of a workplace adjustment passport, he was able to get straight to work and feel valued as part of the team.
Dwayne works as a Diversity and Inclusion Partner with the Department of Planning, Industry and Environment (DPIE), where his job involves working with all part of the business to improve diversity engaging with executives and other managers. 
“I am a person with two false legs but have never required adjustments in the workplace. However, within the first week of joining DPIE, a small wound on old scar tissue rendered me unable to use my prosthetics to walk and run. I went from having high mobility to low mobility, having to use my old wheelchair, and work remotely. This is where my workplace adjustment passport journey begins,” explained Dwayne. 
On his first day, Dwayne met his manager and the team, collected his laptop and started working remotely. Eager to join the team in the office, he used DPIE’s workplace adjustment passport process. The online system asked about his disability, suggested adjustments, and outlined the necessary steps for approval. 
“At 11:07 am I filled out the online form and requested two adjustments, one major and one minor, being ongoing remote working and access to the office car park. By 1:19 pm I had confirmation that the major adjustment has been approved and implemented and by 3:15 pm the minor adjustments has been put in place. My response was wow, just wow - a formal process of workplace adjustment that is conducted with dignity and efficiency,” shared Dwayne.
Tiffany Auvaa (Manager WHS Projects), Alex Previtera (WHS Coordinator), PJ Hothi (Diversity & Inclusion Programs Manager) and Ann-Marie Mahony (Disability Employee Network Chair and Diversity Officer) were the working group championing and implementing the new workplace adjustments passport online portal process. 
“One of the department’s key objectives to achieve in our Disability Inclusion Action Plan (DIAP) was to implement a workplace adjustment process. We wanted to make sure when rolling this out we had a world class approach, so we worked in collaboration with Tiffany and Alex to help deliver a solution to meet employee needs in looking for any type of adjustment due to physical attributes, disability, injury or illness, including both temporary and permanent conditions. Collaboration was key for success. We consulted with the National Disability Recruitment Coordinator (NDRC), the DPIE disability community, our Harmony Council, People Partners and the Australian Disability Network to make sure we had universal consultation,” said PJ.
“It is led by and focuses on the individual, with an automated online process that produces a workplace adjustment passport they can take anywhere within the organisation. This means they do not need to repeat the process of applying for their adjustments, they only need to do it once or when there are required updates. The person requiring the adjustment is in complete control of it and how it is managed throughout their employment,” Alex states. 
“Another key feature of the online portal is that the application goes directly to the Work Health and Safety team for action. This means decision-making comes from the individual in direct consultation with subject matter experts and has resulted in rapid implementation of workplace adjustments. It also takes the pressure off the individual’s manager in terms of a task they may not be familiar with and allows them more time to focus on their day-to-day responsibilities,” said Tiffany.
As part of their ongoing commitment to including people with disability , DPIE is working with the National Disability Recruitment Coordinator (NDRC), aa service from JobAccess. The NDRC helps employers across Australia feel more confident in hiring people with disability by offering free, tailored 12-month support. An NDRC Professional Adviser works directly with each employer, to identify and remove barriers in the workplace and promote more inclusive practices. 
“By partnering with the NDRC and the Australian Disability Network, we have enabled a safe and accessible workplace and are therefore able to attract a wider audience of people with disability,” explained PJ. 
Ann-Marie sees many advantages in having a workplace adjustments system. She also offers this advice to employers who are thinking about setting up a similar project.
“Consultation is crucial. Make sure you consult with all users and listen to your employee networks. In our case, they shaped the guidelines which outline everyone’s responsibilities. Communication is also important. Make sure the process is simplified, in plain English and there is a good communications plan and educational roll out. Most importantly, find a system and process that works for you and your people, and that the decision-maker of the adjustment is the person with disability and the subject matter experts,” shared Ann-Marie.
According to Dwayne, while the recent wound injury may have affected his personal life, it did not affect his professional one. “When you acquire a disability, your personal life can be in disarray, so it’s fantastic to have a system to ensure career consistency and progression. My day-to-day job wasn’t affected.
“My advice to employers is that if you want to retain quality and engaged staff, you need to get these things right. Having this support to seamlessly manage the change (and within my very first week with DPIE) made me feel valued as an employee,” said Dwayne. 
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Personal details
	
	Employee
	Supervisor/manager

	Name
	
	

	Job title
	
	

	Location
	
	


Employment support provider details
	Provider name
	[bookmark: Text5]     

	Consultant
	[bookmark: Text6]     

	Alternative support contact
	[bookmark: Text7]     

	Address
	[bookmark: Text8]     

	Phone number
	[bookmark: Text9]     

	Email
	[bookmark: Text10]     

	Website
	[bookmark: Text11]     


Position description and job requirements
	Date position description reviewed
	

	Tasks requiring adjustment
	








Details of employee’s circumstances
How does your disability impact you at work? 
Example: I have had injuries to my knee. I find it difficult to navigate through stairways and heavy doors.
	[bookmark: _Hlk497814379]


What are your workplace adjustment requirements?
Example: I need a larger computer screen and zooming software to perform word processing tasks.
	[bookmark: _Hlk497814577]


Are emergency or safety arrangements needed?
Example: As I require ramp access for my wheelchair, I require ramp access when I visit clients for safe access to buildings.
	[bookmark: _Hlk497814705]



Note: Employees who may need assistance during an evacuation should complete a Personal Emergency Evacuation Plan (PEEP) form 
Do you need co-worker support?
Example: I need co-workers to face me when they speak as I lip read.
	


Is there any other support you need? 
	



Induction or onboarding – the early days of employment
	Action – describe what should happen
	Person and team responsible
	How often and for how long

	Example: Employee will do work health and safety training
	Employee
	In first week, then annually

	Example:  Employer will provide the following equipment:
1.  Item one
2.  Item two
	Employer
	Within first week, then ongoing as required
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	[bookmark: Text21]     
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	[bookmark: Text27]     
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Probation period
	Action – describe what should happen
	Person and team responsible
	How often and for how long

	Example: Employee will learn the job tasks listed:
1.  First task (list the duties of the task)
2.  Second task (list the duties of the task)
	Employer to assist employee
	In first 6 months
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	[bookmark: Text38]     
	[bookmark: Text39]     
	[bookmark: Text40]     
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Retention and career development
	Action – describe what should happen
	Person and team responsible
	How often and for how long

	Example: Employer will identify learning possibilities 
	Employer
	Regularly to develop employee
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Monitor and review
	Date adjustments identified and agreed to
	

	Date adjustments implemented
	

	Date of review 
	


Signatures
	Employment support provider (name)
	

	Employee (name)
	

	Employer (name)
	




[bookmark: _Toc184193702][bookmark: _Toc199234697]Reasonable adjustment checklist
Use this checklist to help operationalise the reasonable adjustment process
	Action
	Start date
	Completed date
	Responsible

	Request for reasonable adjustment received
	
	
	

	Key personnel to meet with employee to clarify specific needs
	
	
	

	Additional information requested (if required)
	
	
	

	Medical evidence requested 
(if required). This should be relevant to the inherent requirements of the role.
	
	
	

	Detailed and signed request sent to (nominated department / person)
	
	
	

	Reasonable adjustment managed internally, and key staff advised (adjustment could include: any job redesign required, flexible hours or additional training to be offered)
	
	
	

	Cost estimates made for workplace modifications
	
	
	

	An application for the Employment Assistance Fund (EAF) has been submitted through www.jobaccess.gov.au 
	
	
	

	Workplace assessment arranged through the EAF (if required – JobAccess will advise)
	
	
	

	Equipment for workplace modification ordered 
	
	
	

	Installation of equipment booked, and key personnel advised
	
	
	

	Reasonable adjustment / workplace modification fully implemented
	
	
	

	Feedback requested from employee on effectiveness of adjustment
	
	
	

	Request for reasonable adjustment finalised and filed in employee’s personnel file
	
	
	

	Copy of completed request sent to (insert department / person)
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