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Who can ask for a workplace adjustment? 

Anyone can ask for a workplace adjustment whether you identify as having a 
disability or not. This includes ongoing, temporary and casual employees as 
well as anyone applying for roles with us.  
 
This is because the Department of Communities and Justice (DCJ) is committed 
to creating a workplace culture that values inclusion and diversity and actively 
encourages the employment of people with disability, as well as meeting our 
employer obligations under the Disability Discrimination Act 1992 (DDA). By 
providing workplace adjustments we can ensure that employees with disability 
who require adjustments are able to work to their full potential and have 
improved access to opportunities for career development within DCJ. 

When you should ask for an adjustment 

DCJ has a shared responsibility with all employees to act effectively to remove 
barriers to access and inclusion. You should notify your manager as soon as 
you’re aware of any barriers relating to access or inclusion or your ability to 
perform your duties and identify, where possible, the types of adjustments 
that might assist in overcoming those barriers. 
 
We understand that sometimes a disability or medical condition can develop 
very suddenly, and you might still be grappling with what you can and cannot 
do as you used to. You may not even think it a disability but just additional 
support you need to do your job effectively – an adjustment conversation and 
the Passport to capture it is still for you. You’re not expected to be an instant 
expert, especially on accessible technology, if you think that might be part of 
the solution. It is important, however, that your manager knows if your 
performance is being affected however, so they do not misinterpret it as a 
performance issue.  
 
The Workplace Adjustment Policy and Procedures has plenty of information on 
what to do next. It can be found on the DCJ intranet or by clicking here: 
[INSERT LINK] 
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How to request a workplace 
adjustment – 1:1 
conversation 
Before the conversation – how to prepare 

• Schedule in some 1:1 time with your manager to discuss the adjustment 
you think you might need. 

• Be prepared – your manager will expect you to have thought through 
your adjustment needs and suggest potential adjustment solutions. This 
could be assistive technology, modifications to your environment, 
flexible working arrangements, or a change to how a task is done. Think 
through how you could make it work and be prepared to explore it with 
them.  

• You may choose to draft and share a copy of your Workplace Adjustment 
Passport in order to organise and structure your thoughts for the 
meeting. 

• You do not need to provide evidence or disclose a disability in order to 
request and access a workplace adjustment. However, it can be useful to 
explain the impacts any disability has on how you do your role, and how 
the adjustment you’re requesting will allow you to continue to participate 
in the workplace. You can bring along any documentation you think might 
be useful, but do not have to produce anything.  

• Take a support person with you if you’re worried you’ll feel vulnerable or 
have trouble explaining yourself; it’s absolutely fine. For additional 
support you can contact a Workplace Adjustment Wizard via your HR 
Business Partner or the DEN. Pitfalls to avoid 

• Keep the conversation focused as much as possible on the goals of your 
role, with less emphasis on any assumptions about how the role ‘should’ 
be done.  
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• If your manager expresses any concerns about how other team mates 
might perceive the adjustment, gently emphasise that the focus now is 
on what you need to do your role as effectively as ever. If they raise it 
again, a Passport Wizard can help them to explain that treating everyone 
exactly the same in fact creates barriers by not recognising legitimate 
needs.  

• It can be easy to tangle up workplace flexibility requests with 
adjustments – particularly as many adjustments involve needing some 
workplace flexibility. Remember this is your legal right to request this in 
order to participate fully and successfully the same as your peers.  

• Be solutions focused and be prepared to think laterally with your 
manager. Workplace adjustments can take many forms, and no one size 
fits all, or none. Even if you know something will work and have put this in 
your draft, be prepared to consider another workable alternative if it is 
proposed. Ultimately, you want something that works for you, and 
everyone can live with.  

At the meeting: what to say 

• Focus on the essential requirements of the role – what needs to be done, 
rather than the way it is done. Get creative about the who, how, when and 
where of what needs to be done. 

• It can be hard but try to be patient if your manager fumbles their words 
or reacts with real hesitation. Lean on your support person to help you as 
you guide them through. 

• If you identify any areas where more detail or an alternative solution is 
required, discuss these at your meeting. 

• Ensure you finish the meeting with clear commitments to what will 
happen next, who will do what and timeframes for completion. If you will 
need certain tech or equipment, clarify who will contact IDS and/or 
JobAccess. Agree who will capture these actions in an email to you both 
afterwards to confirm your plan.  
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If the conversation does not go well 

Sometimes, conversations can become emotional or reach a stumbling block 
that seems insurmountable but can often be worked through with some help. 
At this stage, you should ask for help from a Passport Wizard, who can work 
behind the scenes to explore the challenges and seek subject matter 
expertise from Employee Relations, Inclusion or the HR Policy and Governance 
teams. If you don’t know who your local Passport Wizard is, ask your HR 
Business Partner for their contact details. The Disability Employee Network 
(DEN) is also available to support you. 
 
If you are unhappy with the responsiveness to, or the outcome of your 
workplace adjustment request, you have the right to request a review from 
your manager. 
 
Common challenges can sometimes include your manager’s concerns about 
cost, which is not a consideration (JobAccess and or the DCJ central cost 
centre can generally handle this), or a rostering option that isn’t always 
feasible for service demands. Work through these with help. 
  
If you have submitted your request via a Workplace Adjustment Passport in 
the Service Now system and you manager does not endorse it, it will 
automatically be escalated to Manager +2/Executive Director level for 
intervention. Managers should not refuse to endorse without explaining why to 
you in a conversation.  
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Once you’ve discussed the Passport and agreed to 
document it 

• Put it in writing – once you have discussed and agreed to the 
adjustments submit a Workplace Adjustment Passport on Service Now. 
A Passport will accurately capture what has been agreed so everyone 
is clear on what is needed, who will help to put it in place, and reduce 
the need to repeat or re-negotiate adjustments. 

• Remember that your Passport will go to the person who signs your 
timesheets or handles your PDP, i.e. whatever it says your reporting 
line is in SAP, as it draws its data from there. SAP needs to be accurate 
for your Passport to go to the right person.  

• Ask a Passport Wizard if you need help completing the Passport in 
Service Now. 

• Remember not to attach any personal or private health information to 
the Passport – it is purely a record of what you have agreed. You can 
edit it when you need it reviewed, and you are the only person who can. 
Your manager and manager one up will only see it in workflow but 
cannot edit it. 

• Review any adjustments - take action when it isn’t working or needs to 
change over time.  There may be a bit of trial and error when first 
implementing an adjustment. Set up bi-annual review points to discuss 
your adjustment and make changes if needed.   

• Your Passport is kept confidential - only your line managers or a 
Passport Wizard will have access if you requested their assistance. 
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For more support and advice 

• If you’d like advice or ideas on what sort of appropriate modifications and 
adjustments could help, you can contact JobAccess via 1800 464 800. 
You can also search the JobAccess Workplace Adjustment Employer 
Toolkit which contains practical ideas and solutions for supporting 
people with disability. The tool also provides links to suppliers of 
products and solutions. 

• Further advice relating to the implementation of the Workplace 
Adjustment Policy and Procedure can be obtained from the People BP 
Team. 

• For advice and assistance with the Workplace Adjustment Passport on 
the Service Now system, or if you need additional support with the 
employee/manager conversation contact a Workplace Adjustment 
Wizard. To Find a Wizard please contact your local People Business 
Partner  

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


How to request a workplace adjustment – 1:1 conversation / For more support and advice 

Workplace Adjustment Passport | Employee Conversation Guide 9 

• The DCJ Disability Employment Network (DEN) has developed a number 
of resources, including People with Disability in the Workplace - A guide 
for managers and workers which may be helpful - Accessibility Hub. The 
Network can also be contacted for support and advice regarding 
disability in the workplace. Contact details of members are also available 
via the Intranet – Disability Employee Network (DEN) or send a request to 
DENInquiries@facs.nsw.gov.au 

• The NSW Public Service Commission has an assistive technology guide on 
their website and loads of other resources - Assistive technology and 
accessible ICT.  

• For more information on workplace adjustments including the Workplace 
Adjustment Policy and Procedure and Workplace Adjustment Passport user 
guides visit the DCJ intranet – Workplace Adjustments  

  

https://intranet.dcj.nsw.gov.au/employee-resources/workplace-inclusion/accessibility-hub
https://intranet.dcj.nsw.gov.au/employee-resources/workplace-inclusion/staff-networks/disability-employee-network-den
mailto:DENInquiries@facs.nsw.gov.au
https://www.psc.nsw.gov.au/culture-and-inclusion/disability-employment/making-the-workplace-accessible/assistive-technology-and-accessible-ict
https://www.psc.nsw.gov.au/culture-and-inclusion/disability-employment/making-the-workplace-accessible/assistive-technology-and-accessible-ict
https://www.psc.nsw.gov.au/culture-and-inclusion/disability-employment/making-the-workplace-accessible/assistive-technology-and-accessible-ict
https://intranet.dcj.nsw.gov.au/employee-resources/workplace-inclusion/workplace-supports/workplace-adjustments/workplace-adjustment-passport-wizards
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