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Endorsing a Workplace Adjustment Passport in Service Now

1. Loginto ServiceNow via your FACS or Justice portal and click on the Service Now Portal app (circled in
red below).
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2. Click on your Approvals tab found along the top of your screen and select the Workplace Adjustment

Passport by clicking on the document number from the drop down menu (example ticked green
below).
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3. The approval request for the user record will open and a PDF copy of the Passport can be opened
(PDF download circled in red below)
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4. Once you have reviewed the Passport’s contents you can endorse or reject by clicking the green
Approve button on the right of the screen.

Approval request for User Records USRO001002 This User Records requires your
approval

QOpened by MAITEN PENNAY
State

Requested
Activity am for Approva
Activity Stream for Approval /f) Created
Type your message here... Send
System

What happens if you do not endorse a Workplace Adjustment Passport

A Workplace Adjustment Passport needs to be endorsed by both the employees line manager and the
Band 1 (or above level).

While the Passport is a great way to digitally record an employee’s adjustment needs and
allows an employee to keep a record in case a manager changes or employee moves into a
similar role, it is only one part of the larger process in which an employee and their manager
engage in conversation and discuss the adjustment needs. Ideally an employee would have
had a conversation their manager prior to submitting for endorsement meaning the
manager is aware and agrees with the content of the passport. The Passport is also sent to
the Band 1 (or above level) for visibility after a Manager has already endorsed a Passport.

If a Manager or Band 1 (or above level) ‘rejects’ the Passport in the system a Workplace Adjustment
Passport will be escalated to the relevant EDD (or above level) for intervention.

Accessibility issues and additional assistance navigating the system

We have made the system as accessible as possible, however we are aware that some users who rely on
screen reader may not be able to access the Service Now system where the Workplace Adjustment
Passport is housed.

For assistance with endorsing a Workplace Adjustment Passport please contact a Passport Wizard via your
local People Business Partner - Advice and Support on Workplace Adjustments

Passport Wizards are able to create a Passport on an employees behalf and can assist endorsers to
navigate the system, answer questions and provide general support relating to the Workplace Adjustment
process and the conversation between an employee and their manager.

Additional resources

For more information on Workplace Adjustments, the Workplace Adjustment Policy, the Passport and
support around having an adjustment conversation, please visit our intranet page
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https://intranet.dcj.nsw.gov.au/employee-resources/workplace-inclusion/workplace-supports/workplace-adjustments/workplace-adjustment-passport-wizards
https://intranet.dcj.nsw.gov.au/employee-resources/workplace-inclusion/workplace-supports/workplace-adjustments/workplace-adjustment-passport-wizards

