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Overview of the Disability disclosure process and how to instigate a Tailored Adjustment 

Plan conversation  

Tailored Adjustments Plans” (sometimes referred to as Disability Passports) are recognised as a 

“good practice” approach of ensuring there are clear records of agreements made relating to 

reasonable workplace adjustments. This is where an employee has a disclosed disability and/or has 

a long-term health condition which means they require workplace adjustments to enable them to 

work to their potential. 

The Tailored Adjustments Plan (TAP) Form provides a framework to enable staff to have 

conversations with their line managers to capture relevant information confidentially and to ensure 

adjustments to working practices and work environments are actioned in a timely manner.  

Please see below flowchart of disclosure process and how a TAP conversation may be instigated. 

 

Disclosure of Disablity

A - self disclosure on Employee Self Service (ESS) - notification to HR Advisory Team who
will contact individual.

B - Application form, notification to HR Advisory Team who will contact individual

C - Disclosure directly to line manager, line manager will speak with individual

(Where HR Advisory team is the first contact, the individual will be encouraged to speak to their line manager)

Line Manager to speak to individual to gain an understanding of how their disability / long 
term health condition may impact them in relation to performing their role at work. 

Yes has impact

Line Manager to discuss making an 
Occupational Health Services (OHS) 

referral for assessment of impact and 
for advice on reasonable adjustments

OHS Assessment undertaken

OHS Report provided to Line 
Manager  & individual

Line Manager and individual to meet to informally 
discuss and agree any reasonable adjustments to be 

made

Line Manager and individual to develop a Tailored Adjustment 
Plan. This may be accompanied by a Stress Management Support 
Plan and/or Personal Wellbeing Plan, depending on OHS advice.

Reveiw period to be agreed 

Unsure whether has impact

Line Manager to discuss making 
an OHS referral for assessment of 

impact and for advice on 
reasonable adjustments

(Follow 'Yes' route)

No does not have impact

Review period to be agreed


