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 Workplace Adjustments Template
Customise the template below to align with your company's specific policies, practices, and legal requirements.
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[Company Name] Workplace Adjustments Guideline

Introduction

At [Company Name], we are committed to fostering a safe, inclusive, and accessible work environment that supports the diverse needs of our employees while maintaining operational efficiency within the resources sector.  This guide outlines how we provide and manage workplace adjustments to support employees with disabilities, injuries, or other access requirements. It defines workplace adjustments (also known as reasonable adjustments), outlines legislative obligations, and explains the process and responsibilities for requesting and implementing adjustments.
[Company Name] recognise that making timely, effective adjustments benefits both employees and the business by removing barriers and promoting equity.
Scope and applications

This guide applies to all employees of [Company Name]. While we are committed to accommodating workplace adjustments, certain roles within the organisation may have operational or safety requirements that limit the extent of adjustment.
Where possible, [Company Name] will undertake to identify and resolve potential barriers to the recruitment and employment of people with disability within the organisation. Further, it will review existing policies and procedures to, as far as is practicable, identify and remove any unintended discriminatory elements. This may involve permanent or ongoing changes to facilities, practices, policies and procedures.
[Company Name] will provide, in a timely and effective way and as far as is reasonably practicable, adjustments specific to an individual’s requirements.

Definitions
Workplace Adjustment
A change to a work process, practice, procedure or environment that reduces the impact of environmental or systemic barriers faced by an Employee.
Disability
For the purpose of protection from discrimination, disability is broadly defined as including physical, immunological, neurological, intellectual, learning, developmental, mental health, and sensory.
Employee
A person who works under a contract of employment with [Company Name], as well as a person who has applied for employment with [Company Name].
Inherent Requirements
The core activities and tasks that must be carried out in order to effectively perform a role. Inherent requirements relate to the result (what must be accomplished), rather than the means (how it is accomplished).
Reasonable Workplace Adjustment
A Workplace Adjustment is determined to be reasonable when it does not cause unjustifiable hardship on the person (employer) or organisation.
Unjustifiable hardship
Unjustifiable hardship is based on an assessment of what is fair and reasonable in the circumstances. If the proposed Workplace Adjustments are likely to cause hardship, it is up to the person (employer) or organisation to show that they are unjustified.

Eligibility
Employees generally do not need to provide extensive proof of their disability or condition. However, if the situation is unclear, the [Company Name] may politely request relevant information (for example, a letter from a medical practitioner) to clarify the nature of the disability and the kind of support needed. Any such evidence should be limited to what is necessary to make an informed decision. All disability-related information is kept confidential and shared only with those directly involved in assessing the request. The completed request form (Appendix A) and any notes from meetings are stored securely in accordance with applicable privacy laws and obligations.

Request and approval process
Employees interested in workplace adjustment should submit a formal request to their immediate supervisor or manager using the “Request for Workplace Adjustment Form” (see Appendix A). 
Step 1: Initiate Request
An adjustment request can be initiated by the employee, their manager or HR. Ideally, the employee will discuss their needs with their immediate supervisor as soon as they are aware of a limitation or change in ability. The employee should describe the barrier they are facing and any adjustments they think may help. A written request using the “Request for Workplace Adjustment Form” (see Appendix A) should be submitted to the manager. 

Step 2: Assess and Consult
The manager (possibly with HR) meets with the employee to clarify the requested adjustments. This discussion should be respectful, confidential and solution focused. Both sides should speak openly: the employee can suggest strategies or equipment they find helpful, and the manager can ask questions about job tasks and constraints. The goal is to understand the inherent requirements of the role and how the employee’s condition affects those tasks. At this stage, it may be useful to seek expert advice (e.g. from a GP, occupational therapist, rehabilitation consultant or specialist).

Step 3: Plan Adjustments
Together, the manager and employee (and other key stakeholders if involved) identify feasible adjustments. The plan should specify what will be done, who is responsible, and a timeline. For example, adjustments might include providing ergonomic tools, allowing flexible start times, modifying tasks or duties, or temporary adjustments during recovery. Most adjustments are low- or no-cost (e.g. flexibility, reassigning non-essential tasks). If funding is needed, the manager should check available budgets or support programs. The Australian Government’s Employment Assistance Fund (via JobAccess) can assist with funding modifications and equipment when necessary.

Step 4: Approval and Implementation
The agreed adjustments should be documented in writing (for clarity) and approved by the relevant authority (e.g. department head) if required. Once approved, [Company Name] will provide the agreed adjustments promptly. This may involve purchasing equipment, arranging IT services, adjusting schedules, or altering job duties. Managers should coordinate any training or instructions needed and update the employee’s performance plan if relevant. If an adjustment request cannot be approved (e.g. it truly causes undue hardship or removes an inherent job requirement), the manager must explain this decision in writing to the employee.
Approval decisions will be communicated to employees within [specify time frame].
Step 5: Monitor and Review
After implementation, the manager and employee must monitor the adjustment’s effectiveness. Regular check-ins (such as weekly or monthly meetings) are recommended. Feedback should be solicited, “Is this working? Has anything changed?” Adjustments should be reviewed especially if the employee’s condition, job duties or work environment change. If an adjustment isn’t fully effective, the plan should be revised in consultation with the employee. Every adjustment is individual, so ongoing communication ensures the solution continues to meet the employee’s needs.

Appeal
If an employee’s request for workplace adjustments is declined, the Employee has the right to seek a review of the decision. The Employee must appeal in writing within 14 days of receiving the outcome.
The review of the decision will be assessed by [Insert Role/s]. The outcome of this review will be final.
If an Employee feels that the decision to decline their request for Workplace Adjustments is direct or indirect discrimination under the Disability Discrimination Act 1992, they may make a complaint through the Australian Human Rights Commission. 
Roles and responsibilities
[Company Name] will ensure that appropriate leadership training is provided to managers and leaders to effectively manage remote or flexible teams. Guidance on communication, performance evaluation, and maintaining team cohesion will be provided.
Overall responsibility for implementing this Guideline rests with [Company Name].
[Company Name] is responsible for advising candidates and employees about their right to workplace adjustments and working with the employee (and their service representative if applicable) to identify the most suitable adjustments.
[Company Name] will provide, in a timely and effective way and as far as is reasonably practicable, adjustments specific to an individual’s requirements.
[Company Name] recognises a shared responsibility with individual employees for ensuring that any necessary adjustment is identified.
The employee is responsible for requesting adjustments including identifying, where
possible, the types of adjustments they consider appropriate.
Employees, managers, [Recruitment and Human Resources] teams are responsible for following the procedure set out in this policy when a candidate or employee identifies the need for adjustments.
Workplace adjustment requests will be assessed and determined in accordance with the policy.
[Inset team/s] team/s are responsible for providing support and guidance to applicants, employees and managers in relation to workplace adjustment requests. This may include involvement and input from [include any other stakeholder units].

Employees: 
Should promptly inform their manager or HR if they believe an adjustment is needed to perform their job. Employees are encouraged to describe the difficulties they face and suggest possible solutions. They should provide sufficient information (e.g. medical certificates or reports) to help the organisation understand their needs, without having to “prove” their condition through expensive tests 8. Employees must participate in discussions, follow the agreed adjustment plan, and notify their manager if the arrangement stops working or their circumstances change.
Managers/Supervisors
Managers must encourage open communication and respond to adjustment requests in a supportive, timely manner (Appendix B). They should listen to the employee’s needs, maintain confidentiality, and work collaboratively to find solutions that balance the employee’s needs with operational requirements. Managers are responsible for assessing requests, consulting with HR or specialists as needed, and implementing agreed adjustments. They should ensure adjustments are provided without delay and without negative consequences for the employee. Importantly, managers must not treat an employee less favourably or take adverse action because of a disability or adjustment request.
HR / Diversity & Inclusion / Health & Safety Teams
[Inserts team/s] will provide advice on best practices and legal requirements. They will assist in the adjustment process (e.g. by helping complete documentation, arranging occupational health assessments, or liaising with support agencies). HR will maintain records of adjustment requests and outcomes, ensuring sensitive information is stored securely. They will also track overall compliance (e.g. reviewing how many requests are made and resolved) and report to leadership as needed.

Organisational Leadership
Senior leaders must allocate resources (time, budget, equipment) to ensure adjustments can be made. They set the tone for an inclusive culture. Leadership is responsible for promoting this policy, ensuring managers are trained, and reviewing policy effectiveness. By endorsing adjustments, leaders reinforce that accommodation is not “special treatment” but a form of equity and safety for all staff.
Co-workers/Team: 
Colleagues are expected to support adjusted arrangements (e.g. covering tasks, respecting schedule changes) and not stigmatise or gossip about adjustments. A workplace that accepts adjustments without bias contributes to overall productivity and morale
Confidentiality and privacy
[Company Name] will abide by federal and state privacy laws in the handling of the personal information (including health/disability information) of employees by:
· only collecting information that is necessary and relevant to their role
· informing them that their information is being collected and what it will be used for
· telling them who will have access to their information, how it will be stored and when it will be destroyed.
All documents relating to specific requests for workplace adjustments will be kept confidential and will only be disclosed in accordance with the provisions of the Privacy Act 1988 (Cth), Australian Privacy Principles and/or related state and territory legislation.
Information about agreed workplace adjustments should only be communicated to those organisational representatives who need to know. The sharing of any other disability-related information will only be shared to others with the written consent of the employee concerned.
Key employees involved in the process, including the employee requesting a workplace adjustment, are responsible for maintaining the confidentiality and privacy requirements of this information.
Communication
[Company Name] will ensure that all employees and notified and have access to a copy of the Guideline on joining and throughout their employment lifecycle. In addition, all candidates will be provided with information, in an appropriate accessible format, about this Guideline and related documents.
Safety considerations
In the resources sector, safety is paramount. It is the responsibility of both employees and managers to ensure safety standards are maintained.  Any workplace adjustment will need to align with established safety protocols and should not compromise the safety of employees. 
Monitoring and evaluation 
This Guideline will be reviewed at least every two years by [Company Name], or whenever legislation changes. [Company Name} will monitor how many requests are made, their outcomes, and any issues raised, to continually improve our processes.
Legislative obligations
[Company Name] must comply with Commonwealth and state anti-discrimination and employment laws. 
Key obligations include:
Disability Discrimination Act 1992 (Cth)
Employers must consider adjustments to enable a person with disability to perform inherent job requirements. An adjustment is required unless it would cause unjustifiable hardship to the organisation. Failure to make reasonable adjustments may constitute discrimination under this Act.
Fair Work Act 2009 (Cth)
The Fair Work Act prohibits unfavourable treatment or adverse action against an employee because of disability or adjustments 5. Employees with disability can also request flexible working arrangements under the National Employment Standards (e.g. changing hours or work location) once eligibility criteria are met. Managers must not refuse adjustment requests or penalise employees for seeking adjustments, as doing so could be unlawful.
Privacy Act 1988 (Cth)
Personal information about an employee’s health or disability is sensitive information. It must be handled in accordance with the Australian Privacy Principles. Employees have a right to know why their personal information is being collected and how it will be used. All medical or support-related information provided as part of an adjustment request will be kept confidential and used only for the purpose of assessing and implementing the adjustment.
Work Health & Safety (WHS) Laws
Under the Work Health and Safety Act, [Company Name] must provide a safe workplace. Reasonable adjustments may be necessary to eliminate or minimise health risks and to allow employees to work safely (e.g. providing modified equipment or rest breaks to manage a health condition).
Other Laws
State laws (e.g. Queensland Anti-Discrimination Act 1991) and industry-specific regulations may impose similar obligations.
In practical terms, this means [Company Name] is legally required to provide reasonable adjustments for employees who need them. Obligations extend to all stages of employment, including recruitment, ongoing employment and promotion.
Related documents
Internal
[Insert relevant organisational policies e.g., flexible working, Disability Action Plan]
External
· Australian Disability Network
· Job Access’ Employment Assistance Fund
· Australian Human Rights Commission
Further Information
For further information, please contact [Insert contact details]
Appendix A – Request for Workplace Adjustments Form
Personal Information
Name:
__________________________________________________________
Job Title or Role (or position applied for):
__________________________________________________________
Team / Worksite / Location:
__________________________________________________________
Preferred contact method:
__________________________________________________________
Are there any workplace environments, systems or practices that currently limit your participation or performance? Please describe:
__________________________________________________________
What workplace adjustment(s) do you believe would reduce or remove these barriers?
__________________________________________________________
How would these adjustments assist you to work effectively or safely?
__________________________________________________________
Would you like to attach any supporting documentation? (Optional)
__________________________________________________________
Date of request:
__________________________________________________________
Signature of employee or applicant:
__________________________________________________________

To be completed by Supervisor/Manager
Date request received:
__________________________________________________________
Summary of discussion with employee/applicant:
__________________________________________________________
Identified barriers:
__________________________________________________________
Decision (approved / modified / declined):
__________________________________________________________
Planned adjustments and rationale:
__________________________________________________________
Implementation plan and timeframe:
__________________________________________________________
Date for review/check-in:
__________________________________________________________
Manager/HR name and signature:
__________________________________________________________















Appendix B – Manager’s Guide to Workplace Adjustments
Managers are key to successful adjustments. This guide summarises best practices:
Listen and Reassure
When an employee requests an adjustment, respond supportively. Thank them for raising the issue and ensure them that [Company Name] takes such requests seriously. Emphasise that seeking adjustments is a right protected by law and not something to hide. Avoid immediate judgments about the request’s validity.

Understand Obligations
Remember that denying a reasonable adjustment may be unlawful. It is illegal to punish or disadvantage an employee for having a disability or asking for an adjustment. Stay informed about anti-discrimination and privacy laws as they relate to adjustments.

Collaborate on Solutions
Work together with the employee (and HR or specialists) to identify possible adjustments. Be creative – many solutions are simple (e.g. altering shifts, providing a different chair, adjusting lighting). Consult the employee: they often know what helps them. If unsure, seek expert advice (occupational health, a physiotherapist, or government services like JobAccess).

Plan and Document
Clearly define what adjustments will be made, who will do what, and by when. Put the plan in writing (even an email) so expectations are shared. If the adjustment involves budget or significant change, get any necessary approvals quickly to avoid delays.

Ensure Confidentiality
Handle all health-related information discreetly. Store paperwork securely and limit discussions to the employee’s consented circle. Do not disclose details to other
staff or coworkers beyond what is necessary to implement the adjustment.

Communicate with the Team
Without breaching confidentiality, set a positive tone in your team. Let staff know that adjustments are fair supports for those who need them. Model acceptance by treating adjustments as a normal part of workplace health and safety.

Monitor and Follow Up
Schedule regular check-ins with the employee to see if the adjustment is working. Ask for feedback (e.g. “Has the new chair helped with your back pain? Do you need any further changes?”). Be open to modifying the arrangement if circumstances change or if the employee identifies new needs.

Record Keeping:
Keep a note of the request, actions taken and outcomes. This protects both the
employee and organisation. Records should be factual, respectful and stored in line with privacy requirements.
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