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Inclusion Passport 

The passport sets out the workplace adjustments you have agreed with your employee, enabling you to support them in working to their full potential. This ensures a positive environment that is free from prejudice or discrimination and helps you to better understand and respond to their individual needs.

Anyone who thinks they could benefit from extra help at work can use the passport. 
For example, but not limited to: 
· Someone with a disability or long-term condition
· Those who have caring responsibilities for a relative with a disability or long-term condition
· Support for life changes, such as menopause, parents with young children, or returning to work mums who are breastfeeding
· Staff who observe religious festivals or celebrations, for example, Ramadan or daily prayers
· Staff who are in the process of gender reassignment

As a line manager, you should ensure that the process is collaborative, with the employee leading and owning their Inclusion Passport. Your role is to focus on implementing appropriate solutions and adjustments. Remember, this is a ‘live’ document – by regularly discussing and reviewing the passport with your team member, you’ll be better placed to provide tailored support and the right workplace adjustments to meet their needs.

It is good practice as a line manager to have a review meeting with the employee once this has been filled in. It is also good practice to ask the employee how regularly they would like to meet with you for support and guidance relating to their needs.

Make sure to review the Inclusion Passport with your employee every year. 
 However, be mindful that more frequent reviews may be necessary if there are changes in the employee’s health, working environment, or job responsibilities. Completing the passport may take multiple meetings based on your team member's preference. 

Certain employees may prefer to complete the document autonomously, whereas others may value your guidance and participation throughout the process. It is helpful to encourage the sharing of the passport with you ahead of any scheduled discussion, particularly if the employee prefers not to complete it together. This approach demonstrates respect for their individual needs and supports a collaborative working relationship.

As a line manager, it is your responsibility to treat the completed Inclusion Passport as a personal and confidential document, ensuring it is always stored securely. Always clearly explain to the employee how their information will be utilised and honour their choices about what personal details they want to disclose. The passport should only contain details the employee is comfortable disclosing; under no circumstances should you require them to provide information they are unwilling to share, even in the event of an emergency.

If an employee gets a new line manager, the employee's permission must be obtained before sharing this passport with the new manager. If a handover is agreed upon, it should be directed by the employee. 
Name: (insert employee name here)
Line manager: (insert line manager name here)
Department: (insert department name here)

Details of your disability or workplace barriers that you 
currently experience:
Please provide a description of your disability or any workplace barriers that you currently experience that may impact your wellbeing or work. Please do not provide any information that you do not feel comfortable discussing with your line manager. 
Information may include:
· anything that you feel is important to know about your disability or circumstances;
· any potential impact of medication or personal circumstances on your work, health and wellbeing; 
· what a good day look like for you and what a bad day look like for you;
· any diagnoses or symptoms that you feel could be helpful for your manager to know;
· how long you have had a diagnosis or been in these circumstances.


A phased return to work
Do you require a Phased return to work? 	YES/NO (delete as appropriate)

If yes, please provide further details. 
(Insert your specific information here)


Altered hours
Do you require any adjustments to your 
working hours to support you?			YES/NO (delete as appropriate)

If yes, please provide further details. 
(Insert your specific information here)

Information may include:
· adjusted working hours to accommodate required health appointments;
· amended start/ finish times to support you;
· working times that may not be appropriate for you due to your disability or circumstances;
· regular breaks; 
· flexible working patterns.






Amended duties
Do you require amended duties to help 
you stay healthy at work? 			YES/NO (delete as appropriate)

If yes, please provide further details.
(insert your specific information here)
 
Information may include:
· minimal or no travel for work; 
· minimal or no manual handling; 
· methods of communication that you may find challenging and need to be amended.


Workplace adaptations
Do you require any adjustments to your 
workspace to support you?			YES/NO (delete as appropriate)

If yes, please provide further details.
(insert your specific information)
Information may include:
· requirement to work in a quieter setting/ nearby to a window when working in the office;
· working from home;
· provision of assistive software (e.g. screen readers);
· standing desk;
· an extra computer screen.


How can we help you stay healthy at work?
Please provide further details. 
(Insert your specific information here)
Information may include:
· taking an extended lunch break away from your desk, getting some exercise before or after work or in your lunchbreak;
· regular feedback and catch-ups with your manager;
· colleagues to be made aware, with your permission; 
· situations at work that can trigger poor health for you; 
· early warning signs that you are starting to experience poor health;
· anything else that you feel will help you stay healthy at work. 




Assessments and reports
If the employee is already receiving help, it is important to ask them if they are happy for their line manager to contact these support avenues. This is so there is a joined up approach to their support.

	Assessment
	Date 
	Required actions 

	Do you hold a current blue badge? 
	
	

	Referral to 
occupational health 
	
	

	Has an application to access to work been made?
	
	

	Has the manager completed a risk assessment? 
	
	

	Display screen assessment? 
	
	

	Referral to internal/external wellbeing support
	
	

	Doctor’s/consultant/ other specialist  
	
	





The following table is used to keep a summary of agreed workplace adjustments.

	Workplace adjustment
	Date identified
	Date implemented

	(insert workplace adjustment)
	(insert date)
	(insert date)

	(insert workplace adjustment)
	(insert date)
	(insert date)

	(insert workplace adjustment)
	(insert date)
	(insert date)





The following table is used to keep a written record of when the passport is reviewed and/or amended. The passport should be reviewed at least annually but regularly is recommended.

	Review date (DD/MM/YYYY)
	Amendments made
	Reason for amendment
	Employee signature
	Line manager signature

	(insert date)
	(insert amendments made)
	(insert reason)
	(insert employee signature)
	(insert manager signature)

	(insert date)
	(insert amendments made)
	(insert reason)
	(insert employee signature)
	(insert manager signature)

	(insert date)
	(insert amendments made)
	(insert reason amendments)
	(insert employee signature)
	(insert manager signature)





Employee signature:				Date:


Line manager signature:				Date:


image1.png
KENT & MEDWAY
Eout” Growth Hub

Your gateway to business
growth

Business





