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Document Owner Information
	Full Name
	

	Employee Number/ Payroll Number
	

	Team/Department/ Service Line
	

	Signature
	

	Date
	



	Line Manager and/or HR Team Member Information

	Line Manager Full Name
	
	

	Line Manager Team / Department / Service Line
	
	

	Line Manager Signature
	
	

	HR Representative Full Name
	
	

	HR Representative Signature
	
	

	Date
	
	




Health & Wellness information
	My Health and Wellness Information

	This section is for you to give any details you wish to share with your employer/line manager about your health and wellness. The below section headers are for your guidance only and do not all need to be completed. Please use the areas most appropriate for you.

	Nature of my disability, impairment, neurodiversity, long-term health condition, mental ill-health or other condition or circumstance.

	



	Challenges or barriers this creates in my work

	



	Things that can help me be effective include:

	



	Do you require a Personal Emergency Evacuation support plan (PEEP)?

	☐ YES (If yes, please ensure a copy of the personal emergency evacuation support plan (PEEP) is appended to the back of this document)
☐ NO

	Other details/comments I feel are relevant

	





Adjustment Details

	Adjustment 
	Adjustment Description
	Responsibility for Implementation and Target Date 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Add rows as needed)

Adjustment Review Record

	Review Date
	Individual Signature & Date
	Employer Signature & Date 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Add rows as needed)

Record of Alterations to Adjustments

	Description of Changes agreed
	Individual Signature & Date
	Employer Signature & Date 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Add rows as needed)

Keeping in Touch, Emergency Contacts & Personal Emergency Evacuation Plan
Emergency Contacts & Personal Emergency Evacuation Plan

Keeping in touch
If the employee is absent from work on sick leave or for a reason relating to their disability of condition for more than [XX] days and have followed the usual procedures for notifying the organisation of their absence, the line manager will keep in touch in the following way:
	Who will contact whom?
	

	How will contact be made? 
	(e.g. email, telephone, text, letter)

	How often?
	(e.g. example, daily, weekly, monthly)

	When? 
	(e.g. preferred day and time, or, to be agreed via email on ad-hoc basis?)



Agreed conversations while the employee is on sick leave
	These are the topics the employee and line manager have agreed to discuss when keeping in touch:

	Examples include How the employee is feeling; What the line manager can do to help; Current work; Planned phased return to work; Return to work date.

	



Contact details in case of an emergency
If the employee is not well enough to be at work, or they are taken ill at work, they are happy for the line manager/HR team member to contact any of the following in the order of preference indicated below:
	First contact
Name:
Relationship to employee:
	Second contact
Name:
Relationship to employee:

	Address: 
Telephone:
Email address:
	Address: 
Telephone:
Email address:



PEEP - Personal Emergency Evacuation Plan 
 [Organisation] to insert/attach the agreed PEEP document here if one is required for the owner of this document


	Document Guidance Notes


Purpose of this document
This is your Work & Wellness Document. 
This document aims to support you in your career in the Real Estate and Built Environment Sector. 
It is to allow you to detail the support needs, accommodations and/or adjustments that would help you to achieve your full potential, as well as note any preferred working or communication styles.
This document is designed to be used by anyone who feels that they may need, or would benefit from, some additional support at work. Examples include, but are not limited to:
A person with an impairment, disability, neurodiversity, mental health condition or long-term health condition.
A person who is pregnant, breast feeding, or has parental or caring responsibilities
A person who observes religious festivals or daily prayers
A person who is undergoing ongoing medical treatment 
Please note that you are not required to have a formal diagnosis to request a workplace adjustment. If you do have a diagnosis, there is no obligation to share this information with your employer, however it can benefit the adjustments process if you do. There is further information about this in the FAQ’s section and available via the links at the back of the document.
The document can be initiated by the individual or the employer but is owned by the individual.
This document can be taken by the individual to a new team; or shared with a new line manager; or new potential employer – but there is no obligation on the individual to do so. The information contained is personal, confidential, and owned by the individual and should never be shared internally or externally without their express consent.
The document is designed to be a ‘working document’. It should be reviewed with your employer annually as a minimum; however, the following points should be considered:
When initiating new accommodations or adjustments, they should be reviewed initially after a couple of weeks, and then again after circa 3 months to review effectiveness and be refined as needed.
Whilst the document should be reviewed annually as a minimum, either party may request a review at any time should your personal situation, condition, diagnosis OR your job role, job requirements, place of work or working environment change.
Agreed changes to accommodations or adjustments should be documented on page 8.

Guidance Notes & Frequently Asked Questions
Guidance Note for employers and line managers 
According to government statistics, around 22% of the total UK population have a disability (circa £14.6 million people). 80% of those disabilities are not visible, and 78% of those disabilities will be acquired during adulthood, or to put it another way, during an individual’s working life.
Around 1 in 7 people are Neurodiverse, as many as 50% of those will not be aware of their neurodiversity or have a formal diagnosis.
About 15 million people in England alone have a long-term or chronic health condition.
Approximately 1 in 4 people in the UK will experience mental ill-health each year.
For these reasons, it is vital that employers and line managers are equipped to support their employees with adjustments or accommodations that support them in their day-to-day work and allow them to reach their full potential.
It’s against the law for employers to discriminate against an individual because of a disability. The Equality Act 2010 protects the individual in multiple areas including:
Application forms
Interview arrangements
Aptitude or proficiency tests
Job offers
Terms of employment, including pay
Promotion, transfer, and training opportunities
Dismissal or redundancy
Discipline and grievances
An employer has a legal obligation to make ‘reasonable adjustments’ to avoid an individual with a disability being put at a disadvantage compared to non-disabled people in the workplace. For example, adjusting working hours or providing equipment or training to help the individual performing the job role. 
This document should be reviewed regularly (annually as a minimum, or sooner
If there is any change to your employee’s job role and tasks, or condition or impairment) to check if the adjustments are still appropriate and effective for them. You may require external advice or consultation with an occupational therapy provider, adjustments provider, or similar, to complete or amend this document. The below section allows your organisation to list your established partners for accommodation & adjustment assessment and provision.




	Organisation specific SME contacts or providers

	This box is for employers to include any information to the standard template relating to their internal or external Health/Wellness/Adjustment experts. This can include, but is not limited to:
· Internal HR Contacts
· Company Private Health Providers
· Company Internal or External Occupational Therapy Providers
· Other Internal or External partnerships, member organisations, governing bodies or charity partners who can support with workplace adjustments.

	[Insert Name and Purpose of service here]
	[Insert Contact Details, and relevant organisation membership/access information to enable Line Managers or HR Personnel to utilise this service if appropriate.]

	[Insert Name and Purpose of service here]
	[Insert Contact Details, and relevant organisation membership/access information to enable Line Managers or HR Personnel to utilise this service if appropriate.]

	[Insert Name and Purpose of service here]
	[Insert Contact Details, and relevant organisation membership/access information to enable Line Managers or HR Personnel to utilise this service if appropriate.]

	[Add rows as required here]
	

	
	



Frequently Asked Questions
Am I obliged to disclose my diagnosis or medical information to complete this document?
No. You are not obliged to disclose information about your disability or health condition. Some people choose not to due to concerns about the potential impact on career progression, or manager or team perception. However, many employers are now encouraging employees to ‘self-identify’, so that they can understand the overall make-up of the organisation and where they need to invest and improve. It can also enable the employee to support individuals more effectively. It is entirely your choice.
Why complete a Work & Wellness Document?
This document allows you to discuss and agree with your employer adjustments and accommodations that will support you in your day-to-day work and enable you to achieve your potential. Adjustments are not a ‘one time then fixed’ issue, they should be regularly reviewed to ensure that they are still supporting you and that nothing better has become available. The document also allows you the choice of sharing this information with any new line manager or HR team member if you change team or get a new job (although your new employer may use a different document format or methodology for documenting adjustments). The individual is the owner of this document, and it should not be shared internally or externally without their express consent – even if they change job role or team.
What can this document be used for?
This Work & Wellness Document can be used to document any agreed adjustment or accommodation for an employee. Adjustments most frequently occur in relation to disability, neurodiversity or mental or physical health conditions; however, this does not need to be the case. This document can be used to document accommodations required to support any employee personal requirement or circumstance, including (but not limited to): accommodations made/understanding required around an individual’s ethnicity, religion, gender, age, parental or caring situation, or health and wellbeing needs. 
It should also be noted that adjustments or accommodations can be temporary, to support an individual through a specific period or challenge, or permanent. This document can be used in either circumstance.
What is the process for completion?
The document can be initiated by the individual or the employer but is owned by the individual.
An individual may use this document to note down thoughts or challenges they are facing within their workplace. They may also note down any ideas they have around support, adjustments or accommodations that would benefit them. The individual should not be expected to provide solutions, as they may not be aware of the types of accommodations/adjustments that could be available to them. The individual can then use this document to initiate a conversation with their Line Manager, HR Representative, or other appropriate person within the business who can then support through to completion and implementation of adjustments.
An employer may use this document, either if an employee requests an accommodation, or if it is noticed that an employee is experiencing challenges with aspects of their work. A line manager, or HR representative, is not a medical professional and therefore conversations should focus on the nature of the workplace challenge, and how the employee can be supported with this specific challenge. Line managers or HR representatives may also signpost employees towards other potential areas of support, such as the company Employee Assistance Programme, private health policies, occupational therapy or other external adjustment, advice or support services. Employees and Employers can also benefit from advice and financial support for adjustments through the UK Government’s ‘Access to Work’ Scheme (link at the back of this document).
How should it be maintained?
The document is designed to be a ‘working document’. It should be reviewed with your employer annually as a minimum; however, the following points should be taken into account:
When initiating new accommodations or adjustments, they should be reviewed initially after a couple of weeks, and then again after circa 3 months to review effectiveness and be refined as needed.
Whilst the document should be reviewed annually as a minimum, either party may request a review at any time should your personal situation, condition, diagnosis OR your job role, job requirements, place of work or working environment change.

What if the adjustments don’t help, or it isn’t feasible to implement necessary adjustments?
It is important for both employee and employer to remember that the adjustments process is an ongoing process. If a suggested accommodation or improvement does not have the desired impact, it should be reviewed and amended as appropriate until it works well for both parties. 
It is worth noting that adjustments made without relevant supporting training (e.g. on technology or coaching) are significantly less likely to achieve the desired result than adjustments made alongside appropriate training or coaching. 
It is also worth noting that taking a standardised one size fits all approach to Adjustments is significantly less effective than taking an individually tailored approach, and results in significantly improved staff retention rates. 
Employers wishing to read more about this could review the Microlink/BDF Great Big Workplace Adjustments Survey (link in the references page). 

Where can I find further information/resources?
UK Government online pages relating to Access to Work scheme: https://www.gov.uk/access-to-work
UK Government online pages relating to Disability Rights of the individual: https://www.gov.uk/rights-disabled-person/
Equality Advisory Support Service (EASS): https://www.gov.uk/equality-advisory-support-service
Disability Rights UK: https://www.disabilityrightsuk.org/
Advice Now: https://www.advicenow.org.uk/
Citizens advice: https://www.citizensadvice.org.uk/
Business Disability Forum (If your organisation is a member): https://businessdisabilityforum.org.uk/
Disability: IN (If your organisation is a member): https://disabilityin.org/
Microlink & BDF Great Big Workplace Adjustments Survey: https://businessdisabilityforum.org.uk/gbwas-what-did-people-tell-us/
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