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Before completing this form, we recommend you complete an individual Wellbeing Action Plan. You can use this to support you to have a wellbeing conversation with your line manager. You may want to complete this training before completing the plan.
Use this template to identify, review and monitor possible adjustments or preferred working styles.
For further guidance see the University’s Managing Sickness: Supporting Staff policy and procedure (bath.ac.uk).

Date of review:   

Employee name: 

Name and role of person carrying out the review:  

SECTION 1: EMPLOYEE TO COMPLETE
Background to request 
This section does not necessarily require detailed diagnoses. The focus here should be on how your condition, impairment or other needs impacts your work. Use this space to add anything that might be helpful for your manager to understand as background to your request. 
Brief description of how your condition/impairment and/or other needs affect your work and ability to perform at your best (e.g., role requires working in busy environments, which causes distraction):



Job requirements: how does this impact or affect the ability to do your job?



Use this section to detail any others already engaged in adjustment process (such as Access to Work (AtW), Occupational Health (OH), etc.): 



What’s worked well for you in the past/what have you tried before that’s worked well/not worked well?



The University tries to accommodate a wide range of workplace adjustments to support the wellbeing of its employees. When agreeing adjustments, we aim to be as flexible as possible, balancing the impacts of any adjustment against the core requirements of a role and business need to best meet the needs of the employee and the university. Where there are difficulties accommodating adjustment requests advice should be sought from your HR Advisor. As part of this we will seek specialist advice (e.g., from Occupational Health) as required.
For more information, please refer to our reasonable adjustments webpage.

Date of last update:

SECTION 2: MANAGER & EMPLOYEE TO COMPLETE TOGETHER
Current adjustments
Give details of any workplace adjustments currently in place:
	Adjustment
	Who
	When
	Permanent or fixed term? 
	Is a review period needed? 
(e.g. some adjustments are to aid a phased return)

	Noise cancelling headphones
	Line Manager & Assistive Technology
	01/09/2025
	Permanent 
	Yes, review in 6 months

	

	
	
	
	



New adjustments or changes requested
Does the employer or employee want to change anything about the existing adjustments? [Yes / No]
Give details of the adjustments requested (new or changes):
	What new adjustment or change are you requesting?

	Who requested the adjustment or change?
	Reason for requesting the new adjustment or change

	Permanent or fixed term?
	Is this request approved or 
declined?

	

	
	
	
	

	

	
	
	
	



If request is declined, please detail reasons here:





Emergency support needs
Do you require assistance in an emergency (such as evacuation or first aid)? [Yes/No]
Is a Personal Emergency Evacuation Plan (PEEP) or risk assessment in place? [Yes/No]
Details of emergency support arrangements:


Changes agreed

Communicating adjustments to colleagues 
To be adapted as necessary, for example different subsections of staff groups.
	Use this space to document what you would like to share with your colleagues. This can be communicated by you, or your manager if you prefer. 

	



	Use this space to document any necessary information to be shared with staff outside of your department. 

	



Date of next review (this should be revisited every 12 months): 

This passport is owned by the employee and should be shared with new managers or work locations to ensure continuity of adjustments. 

Wellbeing conversations should be held periodically using the Wellbeing Action Plan framework. This enables employees to take a proactive approach to optimising their wellbeing. It gives them the opportunity to discuss how they can thrive and perform at their best, and what support may help with this. 

	Employee signature:

Print name:

Date:

	Line manager signature:

Print name:

Date:



Please note: this passport is a living document - please continue to use this same form whenever updates or reviews are needed, adding any new information to Section 2 and ensuring each entry is clearly dated.
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