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Your role as a manager

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).

It is your role as a manager to provide
an inclusive workplace that fully
supports workplace adjustments, and
to ensure workplace adjustments are
provided in a timely, effective and
sensitive way to meet the specific
adjustment needs of employees.
While we have a legal obligation to
provide adjustments, it is ultimately
another form of support that we
routinely provide to all employees in
one way or another.

Appreciate that your employees may
be scared about asking for
adjustments and may not ask at all.
They might be worried you might treat
them differently, because of past
experience. Consider how you can
normalize workplace adjustments in
how you generally talk about them in
the workplace and express your
support.

If you are aware your employee has
had a recent diagnosis or needed
significant leave for health, you

should proactively ask them if they
need any adjustments when you next
meet. This will help them to feel more
open discussing their needs, noting
they may feel tentative about
otherwise asking. By asking them,
gently and empathically, you directly
contribute to creating an inclusive
culture.

Further, it is your role to ensure that
the adjustments sought are received
as efficiently as possible, and you may
need to advocate and escalate for this
to happen. If your employee needs
technology or equipment, it is a risk to
their and potentially your team’s work
health and safety if it is not made
available.

Make sure you understand your role
and responsibilities under the
Workplace Adjustment Policy and
Procedures which can be found on the
DCJ intranet or by clicking here:
Workplace Adjustment Policy and

Procedure
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Exploring workplace
adjustment needs - 1:1
conversation

Before the conversation - how to prepare

If your employee has approached you for an adjustment, schedule in
some 1:1 time to discuss their needs and any changes they may need to
make to how, when or where their role is done, or even who does it (they
may need to swap some tasks, for example, with another colleague).

An employee may choose to draft and share a copy of their Workplace
Adjustment Passport in order to organise and structure their thoughts
for the meeting. Ensure you’ve read it beforehand, but do not send it
back with queries and tracked changes - come to the meeting prepared
to explore and understand it.

Remember that an employee does not need to provide evidence or
disclose a disability in order to request and access a workplace
adjustment. However, you can ask gentle questions to understand the
problem you’re trying to solve for or explore any dilemmas.

Your employee may want to being a support person along to help explain
their needs, and this is fine.
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Exploring workplace adjustment needs - 1:1 conversation / Pitfalls to avoid

Pitfalls to avoid

e Consider any assumptions you might have historically made about who
gets adjustments, what they should look like or what is ‘fair’. Remember
we have a legal requirement to make adjustments under the Disability
Discrimination Act 1992 (DDA) and failing to provide them puts DCJ in
breach of the act. Postponing or avoiding a discussion is also deeply
unfair. That said, adjustments also need to be workable.

e Avoid starting from a place that this will be hard or impractical.
Employees who request a workplace adjustment passport typically have
already given careful thought to their role and what they need in order to
be able to do their job to the best of their ability - they’re asking for this
so they can keep doing their role to the best of their ability. Their
suggestions may seem startling, but it's rare that they’re unworkable.
Start instead from a position of ‘how can we make this all work?’ and
explore any misgivings with an open mind for finding mutually beneficial
alternatives. This is much easier if you focus on what success looks like
in the role in achieving its goals, not on how it gets done.

e You might have some misgivings that providing an adjustment will cause
comment in the office or create a perception that someone is receiving a
reward. They're not, and you’ll need to manage this perception. You can
do this by explaining to other staff that treating everyone exactly the
same in fact creates barriers by not recognising legitimate needs. Some
people require reasonable adjustments because otherwise being treated
the same disables them - whether its inadequate tech or needing a
certain rostering combination. The aim of the adjustment is to enable
your employee to participate in the workplace to the same extent as
those without adjustment needs.

e You likely won’t need your business to pay for the adjustment. For some
of the larger adjustments (for example, to workspaces or facilities),
employees can access the Commonwealth funded Job Access. There is
also a central cost centre in the policy if Job Access funding is not
possible. You might want to use petty cash for small things where that’s
more efficient, but anything involving equipment, check with IDS first.
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Exploring workplace adjustment needs - 1:1 conversation / At the meeting: what to say

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.

e Be solutions focused and think laterally. Workplace adjustments can
take many forms, determined by the nature of the work and the type of
adjustment required. No one size fits all, or none - everybody and every
situation is different. Don’t assume that what worked for one person will
be right for another, even if it seems like they have the same challenge.

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

e Be compassionate - this may be the first or 10th time the employee has
had to have this conversation. They may be feeling vulnerable or
uncomfortable. The things they are discussing may be emotional or bring
up past trauma. They may also have had negative reactions or even
outright discrimination in the past. Understand that what you may see as
a lack of trust or frustration is often the result of many years of needing
the courage to fight to have the same access in our community as
everyone else. Be patient and work to understand.

e Putitin writing - a good workplace adjustment passport will accurately
capture what has been agreed so everyone is clear on what is needed
and who will help to put it in place; and reduce the need to repeat or re-
negotiate an employee’s adjustments.

e Be sensitive to an employee’s right to privacy and ensure you maintain
confidentiality around any medical or other personal information
disclosed. Remind them not to attach anything to the Passport in
ServiceNow when you’re both ready for documentation stage.

e Ensure you conclude the meeting with clear commitments to what will
happen next, who will do that and timeframes for completion. If they will
need certain tech or equipment, clarify who will do what. Agree who will
capture these actions in an email to you both afterwards to confirm this.
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Exploring workplace adjustment needs - 1:1 conversation / If the conversation does not go well

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 Wizard is, ask your HR Business
Partner for their contact details.

Common challenges can sometimes include a lack of accessible equipment, or
a rostering option that isn’'t always feasible for service demands. Work through
these with help. It can be easy to confuse an adjustment request with just
another workplace flexibility request, and often the adjustment is a flexibility
request, to further confuse you. Remember that this is slightly different - it's a
workplace participation challenge for the person seeking the adjustment that
they’re legally entitled to seek, not a ‘nice to have'. The test to refuse it is
legally very strict. Seek help if you're unsure.
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Exploring workplace adjustment needs - 1:1 conversation / After the conversations and Passport are complete

Once you've discussed the Passport and agreed to
document it

You’'ll receive an email asking you to endorse what the employee has
entered into Service Now. Read it carefully, and endorse it if you agree.

If it does not substantively reflect your conversation or you can see your
colleague has left out something that could be useful to them later on, only
reject it in the system after you’'ve had a conversation first, so they’re not
caught off-guard.

If you reject it, it will automatically escalate to your leader/manager. Ditto if
it is not promptly resolved (usually within two weeks). The system is set up
on the assumption your conversation has happened first. Ensure you can
substantiate your decisions with reference to specific and tangible
operational requirements (i.e. just saying ‘business needs’ or ‘operational
needs’ will not meet the DDA'’s test for refusal, it will need to be detailed
against the role’s requirements).

After the conversations and Passport are complete

Check ins - review the adjustment with the employee to ensure it is working
and accept the fact that there may be a bit of trial and error when first
implementing an adjustment.

Confidentiality - Remember to keep the contents of the conversation and the
Passport confidential. If you are going on leave or a secondment, only share
the relevant sections of someone’s Passport with your replacement provided
you have the employee’s prior consent (e.g. shift preferences).
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For further information and/or advice

If you have questions, or are unsure how to resolve something, ask your
Passport Wizard. Your HRBP can advise who this is for your division. They
can also provide assistance on the Service Now system contact your local
People Business Partner.

For advice or ideas on how to make appropriate modifications and
adjustments for an employee with disability, 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.

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
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Exploring workplace adjustment needs - 1:1 conversation / For further information and/or advice

Intranet - Disability Employee Network (DEN) or send a request to
DENInquiries@facs.nsw.gov.au

e The NSW Public Service Commission has an assistive technology guide on
their website with additional information - Assistive technology and
accessible ICT

e 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
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