Implementing Disability
Passports to support
Reasonable Adjustments,
Creating Inclusive Practices
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Key steps to ensuring your disability
passports are...

Responsive Streamlined Embedded
Passports adapt as the Passports are a practical HR processes complement
adjustments needed tool that communicate passports at all stages of
evolve over time agreed adjustments the employee lifecycle
Accountable Dignified Trusted
Good documentation and Colleagues do not have to Disabled employees know
strong processes make repeatedly disclose and their passport matters and

passports work request their needs works for them



Before you start

Understand the Equality Act 2010
* relation to employment

* direct and indirect discrimination
* definition of disability

* legal basis for reasonable

adjustments




Recruitment

Before interview:

* Audit and review your adverts and job specs regularly

* Ask about adjustments needed as standard —and be ready to provide them!
At interview:

* Keep the questions consistent, but be flexible with phrasing to ensure fairness

* Diversify your interview and recruiting panel - involve staff networks, provide support and

training for staff development opportunities
Throughout process:
* Have clear and open dialogue between HR and hiring managers

* Consider how adjustments interact with processes or criteria judgements



Onboarding and induction

* Have a mentor or buddy planned to offer support
* Offer specific training where needed

* Ensure adjustments and equipment is ready for new
starters before their first day

* Signpost to staff networks, Employee Assistance
Programme and any other support available

Do your wider teams need to know about your new starter?
Ensure this is led by the new colleague if necessary



Retention

* Talk about adjustments regularly to
remove stigma and bring about cultural
change

* Use data to understand patterns and
gaps in retention

* Hold your organisation accountable:
put action plans in place, share your
Information and data

* Implement frameworks and governance
to monitor change




Wider context

* Promote inclusive behaviours and values and ensure they form
part of regular conversations and 1-2-1s

* Practice inclusive meetings, by alternating the Chair or person

leading, distribute agendas and notes ahead of time, so everyone
can participate

* Develop and support staff networks and platform disabled voices

* Take regular feedback about policies or projects, and listen to
Improvements and suggestions

* Research has shown that mentoring for neurodivergent
colleagues has proven to increase performance



Culture and process

1in 5 people are disabled, and not everyone is born with their
disability

Ask early, and regularly if adjustments are required
Encourage contact with Access to Work as early as possible

Be clear and honest about what it is for, where it goes, who has
access

Get commitment from c-suite / SLT etc to ensure awareness and
promote visible support

Train your managers
Communicate its existence
Use it as a wellbeing tool and discuss at 121s

Keep it concise, and capture relevant information only




Why use a passport?

* Gives employees the chance to explain how their condition or disability
impacts work

* Allows individuals to request a reasonable adjustment that makes their
work life and role manageable

* Properly documents informal arrangements, that may be agreed previously

* Creates a clear commitment to accountability and support from the
organisation

* Adapts to changes in people and their lives as a flexible working document
 Can be aform, a system-based approach or a documented conversation

* Requires little cost impact for the organisation



Adjustments - practical ideas

Physical adjustments

* specially adapted equipment or software,
like a specific chair, desk or computer,
bigger computer screens

* accessibility software such as voice
recognition software

* noise-cancelling headphones to help focus
by reducing distractions

* providing quiet workspaces
* switching on / off certain lights in an office

* allowing someone to have a fixed desk
every day instead of hot desking

Ways of working

temporarily changing the duties of the job,
or redesigning the job role (job carving)

changing break times or working patterns

allowing flexible working or time off for
medical appointments and treatment

allowing for extra time to read documents
or to complete work

giving or repeating instructions in writing

details about different types or levels of
support that may be needed due to
fluctuating conditions or triggers



Making it work for everyone

* Not every request may be reasonable
* You can consider alternative solutions

* Be proactive and assumptive that disabled people
will be applying for job roles and working in the role

* You can and should ask respectful questions that
lead to support

* Keep to your agreement until updated from
employees

* Consider the impact of notimplementing an
adjustment correctly




Summary

Ensure all staff
know what is
available

Offer ideas
without being
prescriptive

Listen and adapt
to feedback

Regularly refresh
signposting

Allow the
requests to be
employee led

Maintain
confidentiality
and be
transparent



Thank youl!

Maddy Cameron - WCC EDI Lead and EDI Consultant at Progress EDI Ltd
Progress EDI Consultancy, Training and Support



https://www.progressedi.com/

	Slide 1:     Implementing Disability Passports to support Reasonable Adjustments, Creating Inclusive Practices
	Slide 2: Key steps to ensuring your disability passports are…
	Slide 3: Before you start
	Slide 4: Recruitment
	Slide 5: Onboarding and induction
	Slide 6: Retention
	Slide 7: Wider context
	Slide 8: Culture and process
	Slide 9: Why use a passport?
	Slide 10: Adjustments – practical ideas
	Slide 11: Making it work for everyone
	Slide 12: Summary
	Slide 13: Thank you!

