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BT Passport        

 
    For Health, Disability and Caring Responsibilities. 
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Please note that once this document has been completed (which means it has been signed off and dated by the employee and their line manager), nothing is to be changed unless prior agreement is reached with the employee and their line manager.
Name of employee:


Name of line manager: 

Passport History

(The table below gives details of the history of the passport – the dates that previous meetings were held and who the line manager at that time was).

	Date of Review
	Line manager name and UIN

	
	

	
	

	
	

	Passport closure:


	Please enter details when the passport is no longer required:


What is a BT Passport?

A BT Passport is a simple word document which can be completed by any BT employee who feels their circumstances could have an impact on their ability to work either currently or at some point in the future due to health, disability or caring responsibilities . We have developed it to help individuals and their line manager record any information and agreed actions relating to the individual’s circumstances. BT and our Trade Unions worked together to create the BT Passport.

Completing a BT passport is voluntary on the part of the individual and there is no record of who has or has not completed a passport. The passport can be downloaded and completed at a 1-1 with their line manager. Its completion is aimed to provoke discussion about balancing business and individual needs and to record the outcome of that discussion. After completion, it is recommended the passport is reviewed at least quarterly or more frequently if required, at the discretion of the individual and manager so that changes can be discussed and recorded. 
Once completed the passport is confidential between the two signatories, but if the individual’s line management changes, it is recommended the passport should be handed over to the new line manager with the new signatories maintaining confidentiality. This removes the need to repeat personal information and re-visit local agreements already reached between the original line manager and the individual.

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. It’s a local arrangement and does not change an individual’s terms and conditions of employment.
The Passport
The BT Passport can be completed by any BT employee whose health, disability or caring responsibilities they believe could have an impact on their ability to work currently or at some point in the future. A carer is defined as “an employee responsible for the care and support of a disabled, elderly or sick partner, relative or friend who is struggling to care for themselves”
The focus of the BT Passport is firmly on what the employee can do rather than what they can’t and in helping to removing any barriers that might prevent them from making a full contribution at work. It is there to help the employee and their manager and not to have a detrimental effect in any way.
The BT Passport describes, amongst other things:

· The nature of the disability, health condition or external responsibilities, e.g. caring.
· The potential impact of an individual’s condition/circumstances on their ability to do their job effectively.

· Any medication required, and any implications.

· Any workplace adjustments that the individual might need which will allow them to carry on doing their job.
· A list of resources that can be called upon to support them and their manager in helping them to continue working.

· Action to take if the individual becomes unwell at work or needs to leave work suddenly.
· Agreed communication between the individual and BT if the individual is unable to come to work.
Before completing a Passport please ensure you are fully briefed on the toolkit of resource available to support BT people.  Please see Appendix B at the bottom of the document for a list of helpful resources.
A Passport isn’t legally binding and is not intended to impact your employment rights.  It should be regularly reviewed with your line manager.
Passport Details
Document completion information
(The table below gives details of the last meeting held at which this passport was discussed and agreed with the employee and their line manager).

In completing this document the employee consents to the information contained in this passport being accessed or stored by their line manager and consents to the passport being transferred to a new manager in the future.

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

	Item
	Details

	Date of meeting to complete this document
	

	Location of meeting
	

	Employee name and UIN
	

	Line manager name and UIN
	

	Other attendees and their role
	

	Purpose of meeting
	

	Current role of individual
	


Overview of employee’s health, disability or circumstances & history 
(This will allow the employee and the line manager to gain a better understanding of the individual’s condition/illness or caring responsibilities, and how it affects the individual).

Enter details here:
Suggested questions

(The table below contains a number of questions that can be used to start the discussion. Please add any new questions as required. If further work/investigation is required then action points can be documented.)

	Question
	Answer
	Action points, Date and Owner(s)

	What is the general nature of your health, disability, caring responsibilities or personal circumstances?
	
	

	What is the pattern? Are things stable, relapsing/remitting, recurrent, deteriorating etc.
	
	

	What is the impact on you, i.e. how does it affect you physically, emotionally & behaviourally?
	
	

	If relevant: What medication are you receiving and what are the possible effects of this medication? How do they impact on your work?
	
	

	How does your situation normally affect your day to day activities?
	
	

	How does your situation normally impact on your ability to do your job?
	
	

	What ongoing treatment or support are you receiving outside work?
	
	

	If relevant: Have you had any Occupational Health (OHS), Enable or Access To Work assessments? When were they and are they still relevant?
	
	

	What management strategies/workplace adjustments are in place in the workplace to support you? (i.e. time out, reduced hours, soft adjustments such as targets)
	Please enter details in Appendix A.
	

	What additional adjustments would allow you to work effectively despite your condition? 
Are these adjustments required on a temporary basis (up to 6 months) or more permanently?
	Please enter details in Appendix A.
	

	Do you need to agree these adjustments with anyone else in the business, e.g. attendance management unit?
	
	

	Are there early warning signs that things are becoming worse?  If so, please describe.
	
	

	Is there a work colleague you trust to advise you if they think you are becoming unwell? If so, please give their name and contact details. 
	
	

	Who else in the workplace needs to know about your condition/situation?
	
	

	Who are the people you want to be contacted in the event that you become unwell at work?
	Please enter details in the emergency information section below:
	

	How would you prefer to communicate with your manager if you are unable to come to work?
	Please enter details in the emergency information section below:
	


Emergency Information

Make sure both line manager and individual have reviewed the emergency contact details on the HR system and are correct.

Please provide any additional information that may be useful in case of an emergency related to your situation if appropriate.

	Question
	Answer

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

	Emergency contact information – the person(s) the manager can contact should you become ill at work or if your condition at work causes concern?

Please include their name, relationship and contact details.
	In addition to the primary contact(s) on the HR system:

	Is there anything else we should do in an emergency?
	


External sources of support that you are happy for your line manager to contact on your behalf if you become unwell: e.g. GP (doctor), Case Worker, CPN – community psychiatric nurse, etc.

	Contact name
	Telephone number
	Organisation
	Role

	
	
	
	

	
	
	
	

	
	
	
	


Appendix A – Agreed adjustments

(Provide a list of all of your currently agreed adjustments.)

	Adjustment
	Detail and date of adjustment

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix B – Useful Resources
Able2 – BT’s Disability Network

BT People Disability website – policies and information

Employee Assistance Programme – Employee Counselling, Tel: 0800 917 6767

Enable – BT’s workplace adjustments service

BT Accessibility Practice – for advice on IT reasonable adjustments

Health & Wellbeing 

Managing attendance pages  including Return to Work information, attendance review meetings and support available
Workplace Adjustments
Occupational Health Service (OHS) 

RehabWorks – self-referral physiotherapy
BT Carers Website
Information on BT’s Carers policy and the toolkit of support available to BT carers. 

Flexible Working
You can look up information about how to formally apply for flexible working if you have caring responsibilities.
CWU – Dave Jukes 020 8971 7306 – mailto:djukes@cwu.org
Prospect – Helpdesk 020 7902 6600 – enquiries@prospect.org.uk
Document Control: – any changes to the above document are to be recorded in the version control table below; please ensure you also update the footer details as well. 

Owner – Bruce Greenhalgh
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