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Confidential
	Employee Name:
	

	Job Title:
	

	Faculty/Service:
	



	Line Manager:
	

	Implementation date:
	




Tailored Adjustment Plan (TAP)


A Tailored Adjustment Plan (TAP) is a live record of adjustments agreed between you and your manager to support you at work. It’s for you to keep and pass on to anyone you think needs to know about any impact that can arise related to your disability and barriers within or outside the workplace that can affect you at work.
This document will not be passed on automatically and information will only be shared with colleagues (with your consent) who will support with implementation of your adjustments. This gives you control over the information and who it is shared with. An up-to-date copy of this plan should be retained by yourself, your line manager and HR.
The purpose of this plan is to:
· make sure everyone is clear and has a record of what adjustments have been agreed;
· reduce the need to re-assess adjustments every time you change roles or have a new manager;
· provide you and your manager with the basis for future conversations about adjustments. 
We ask employees to ensure their emergency contact details are up to date within their profile on Employee Self Service (ESS).
Further information on completing and reviewing this plan can be found via our guidance on Tailored Adjustment Plans.

Section 1: About me
	The nature of my disability/disabilities: (optional)

	






	The barriers or challenges I face in the workplace include:

	






	The barriers or challenges I face outside the workplace that interact with my work include:

	








Section 2: If my condition fluctuates or flares up
	A good day at work for me looks like:

	






	When I am feeling unwell related to my disability, a bad day at work looks like: 
This may include information about when your condition fluctuates, or you are having a flare up. It might include triggers at work that might make work more difficult and what additional support you may need. 

	








Section 3: Workplace Adjustments
A workplace adjustment (also known as a reasonable adjustment) is any change to the way someone does their job to remove the barrier/s that someone is experiencing in the workplace due to a disability, enabling them to do their job in the way that best suits them. This might include changes to the role, working arrangements, work environment, or the way the work is carried out.
You may find it useful to review examples of reasonable adjustments within the University for further guidance, however this list is not exhaustive.
	The following workplace adjustments have been discussed and agreed:

	Details of adjustments
	Date implemented

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Note: Are there are other colleagues or teams that will need to know of any agreed adjustments to support implementation? If so, agree who will inform them. For example, timetabling, department administrators, info hubs, committee chairs. 
You do not need to share a copy of your TAP with them. 

	Has any additional advice been given or requested to support with your adjustments? If so, please include this information: (for example, Occupational Health, Access to Work)

	







	Is a Personal Emergency Evacuation Plan (PEEP) required or in place?
A PEEP is a plan for a person who may need assistance, for instance, a person with impaired mobility, to evacuate a building or reach a place of safety in the event of an emergency.

	




Updating and sharing this TAP
A TAP is intended to be a live toolkit. It works best if you:
· share information with your manager and HR so they can support you;
· work with your manager to update and review workplace adjustments, especially if they are not working well for either yourself or the University;
· review regularly and share with your manager and HR following any updates;
· share with managers if you change roles or there is a change in line management;
· share with any colleagues or teams you believe will benefit from understanding your disability and how they can help you.
TAP review record
A TAP is intended to be reviewed and updated at regular intervals with the agreement of the employee and their manager:
· During regular one-to-one meetings as needed.
· At a return-to-work meeting following a period of sickness absence if needed.
· At a Performance Development Review (PDR) meeting.
· Before a change of role, change of duties, or new ways of working.
As a guide we recommend a review takes place every 6 months, or sooner if there have been any changes. 

Please duplicate the template below as needed to record a new review. 
	Date of TAP review:
	

	Please select which of the following best applies at the date of review:

	a) There have been no changes with my disability (and no changes to the barrier/s faced) since the last review. I agree that the agreed adjustments should remain in place as detailed within my TAP:
	☐
	b) There have been changes with my disability (and/or changes to the barrier/s faced) which I would like to discuss:
	☐
	c) The workplace adjustments need changing or updating:

	☐
	Please summarise below any conversations, updates or agreed adjustments as part of this review, and review/update the TAP accordingly:

	






	Implementation date for any changes:
	

	Next review date:
	






	Date of TAP review:
	

	Please select which of the following best applies at the date of review:

	a) There have been no changes with my disability (and no changes to the barrier/s faced) since the last review. I agree that the agreed adjustments should remain in place as detailed within my TAP:
	☐
	b) There have been changes with my disability (and/or changes to the barrier/s faced) which I would like to discuss:
	☐
	c) The workplace adjustments need changing or updating:

	☐
	Please summarise below any conversations, updates or agreed adjustments as part of this review, and review/update the TAP accordingly:

	






	Implementation date for any changes:
	

	Next review date:
	




	Date of TAP review:
	

	Please select which of the following best applies at the date of review:

	a) There have been no changes with my disability (and no changes to the barrier/s faced) since the last review. I agree that the agreed adjustments should remain in place as detailed within my TAP:
	☐
	b) There have been changes with my disability (and/or changes to the barrier/s faced) which I would like to discuss:
	☐
	c) The workplace adjustments need changing or updating:

	☐
	Please summarise below any conversations, updates or agreed adjustments as part of this review, and review/update the TAP accordingly:

	






	Implementation date for any changes:
	

	Next review date:
	




	Date of TAP review:
	

	Please select which of the following best applies at the date of review:

	a) There have been no changes with my disability (and no changes to the barrier/s faced) since the last review. I agree that the agreed adjustments should remain in place as detailed within my TAP:
	☐
	b) There have been changes with my disability (and/or changes to the barrier/s faced) which I would like to discuss:
	☐
	c) The workplace adjustments need changing or updating:

	☐
	Please summarise below any conversations, updates or agreed adjustments as part of this review, and review/update the TAP accordingly:

	






	Implementation date for any changes:
	

	Next review date:
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