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BT Disability Passport

Please note that once this document has been signed off, nothing is to be changed unless prior agreement is reached with:

The Individual who owns this document:


The Individual’s Line Manager:


What is a BT Passport?

A BT Passport is an undertaking entered into between BT and an employee.

It is a vital document that can be used for the benefit of individuals and their line managers.  Under the BT Passport brand, there are several versions of the BT Passport that cover wellbeing, caring and disability.

The BT Passport can be completed by any BT employee who feels that their circumstances could have an impact on their ability to work either currently or at some point in the future.

The Passport should be completed at either a quarterly 1-2-1 or as required, if there is a change in the individual’s circumstances or condition.  The individual may request a colleague or independent third party to be present at the meeting.  After completion, it should be reviewed quarterly or more frequently at the discretion of the individual and the line manager.

Once the Passport is completed and any potential actions have been agreed between the individual and the line manager, the individual must have confidence that the Passport is confidential.  If, as the individual’s line manager, you are moving to another role, it is your responsibility to hand over this document to the incoming line manager and ensure that they are aware of the contents, and, most importantly, its continuing confidentiality.

This document is designed to be completed on-line and saved by the manager and individual with due regard to the confidentiality of the individual when completed.
BT Disability Passport

The BT Disability Passport can be completed by any BT employee who has a disability that they believe could have an impact on their ability to work currently or at some point in the future.


The BT Disability Passport describes, amongst other things:

•
The individual’s disability or health condition 
• 
Any reasonable adjustments required 

•
Any medication required, and any implications
•
Action to take if the individual becomes unwell at work

•
Agreed communication between the individual and BT if the individual is unable to come to work

Before completing a Disability Passport please ensure you are fully briefed on BT’s Disability Policy, and the toolkit of resource available to support BT people.  Please see the appendix at the back of the document for a list of helpful resources.
	Date of Meeting:
	

	
	

	Location of Meeting:
	

	
	

	People Attending & Roles:
	

	
	

	Purpose of Meeting:
	

	
	

	Current Role:
	


	Overview of Individual’s Condition & History:

(This will allow the individual and the manager to gain a better understanding of the condition/illness and how it affects the individual).




Suggested questions:

	What is the nature of your disability?
	

	Action points and owner(s):
	

	
	

	What is the pattern of your disability? Is it stable, relapsing/remitting, recurrent etc.
	

	Action points and owner(s):
	

	
	

	What medication are you receiving and what are the possible effects of this medication?
	

	Action points and owner(s):
	

	
	

	What is the functional impact of your disability? How does it affect you physically, emotionally & behaviourally?
	

	Action points and owner(s):
	

	
	

	What are the early signs that your disability is deteriorating?
	

	Action points and owner(s):
	


	What management strategies are in place in the workplace to support you? (i.e. time out, longer breaks, reduced hours, soft adjustments such as targets)
	

	Action points and owner(s):
	


Suggested questions (continued):

	Do you believe you require additional reasonable adjustments in the workplace?
	

	Action points and owner(s):
	

	
	

	What is the ongoing treatment for your condition/illness?
	

	Action points and owner(s):
	

	
	

	How would you prefer to communicate with your manager if you are unable to come to work?
	

	Action points and owner(s):
	

	
	

	Emergency contact information (person(s) for the manager to contact should you become ill with your condition at work, or if your condition at work causes concern)?
	

	Name:
	

	Relationship:
	

	Contact Details:
	

	
	

	Is there anything we should do in an emergency (e.g. anaphylactic shock or nut allergy?)
	

	Action points and owner(s):
	


	Have you had an OHS assessment recently? 
	

	Action points and owner(s):
	


	Summary of Discussions, Confirmation of Actions and Agreements:



Resources:
Able2 – Join BT’s Disability Network 
http://swift.intra.bt.com/able2/ 

BT People Disability website – policies and information
http://humanresources.intra.bt.com/index/fairness/disability_menu.htm
Employee Assistance Programme – Employee Counseling
0800 917 6767 

Enable – BT reasonable adjustments service http://ruby.intra.bt.com:84/humanresources95/index/fairness/btdiaction/what_is_enable.htm
Health & Wellbeing 

http://humanresources.intra.bt.com/index/health.htm
Managing Changing Capabilities policy
http://humanresources.intra.bt.com/index/fairness/fpolicies/mccapabilities_overview.htm
Occupational Health Service (OHS) 

http://humanresources.intra.bt.com/ohservice
Physiotherapy – Rehab Works
http://humanresources.intra.bt.com/index/health/self_referral_physiotherapy.htm
CWU Contact 

Fevzi Hussein 020 8971 7388 – mailto:fhussein@cwu.org
Connect Contact 

Helpdesk 020 8971 6060 – mailto:union@connectuk.org 

Document Completion Dates: 

I consent to the information contained in this passport being accessed or stored by my line manager 
and I consent to the passport being transferred to a new manager in the future.

	Document completed on:
	
	(Date)

	By:
	
	(Name)

	By:
	
	(Name)


	Document completed on:
	
	(Date)

	By:
	
	(Name)

	By:
	
	(Name)


	Document completed on:
	
	(Date)

	By:
	
	(Name)

	By:
	
	(Name)


Reproduction of this document in whole or in part without the prior written permission of BT is strictly prohibited
Name:





Name:
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